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Checkpoint

*PLEASE NOTE*

Prior to leveraging the material in this manual, please make sure you
have completed and understand the Basic User Manual. The manual

can be found here
https://rpresources.mun.ca/wp-content/uploads/2016/10/17.10.2016-Navigation-Manual.pdf
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Avoiding Data Loss

To avoid data loss, do NOT use the symbols < or > when entering
information into the Researcher Portal. These symbols are

unsupported.

Using these symbols can cause issues such as loss of work and/or error
messages.

Note that saving errors may occur, even if you do not receive an error
message.
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Pl or Project Team Role Blocks

When you login to the Memorial Researcher Portal you will see the Home Page.
The Principal Investigator (Pl) and Project Team Member Role Blocks provide
links that will direct you to application forms where you are a Pl or project team
member. All project team members can contribute to an application form prior
to submission, however project team members cannot submit the application.
Only the Pl can submit an application.

a@ Role: Principal Investigator

Role: Project Team Member f—

Role: Faculty Signing Authority

Role: Reviewer

<l Role: Principal Investigator Role: Project Team Member

Applications: Drafts Applications: Drafts
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Pl or Project Team Role Blocks Cont’d

* Applications: Drafts: This link contains ethics and funding applications in-progress that are saved but not yet
submitted for review. Applications here can still be edited by the Principal Investigator or Project Team
members.

* Applications: Requiring Attention: This link contains ethics and funding applications returned to the Principal
Investigator and Project Team for revisions. Depending on the application type, these may have been returned
by a signing authority, an ethics office or by the Research Grant and Contract Services Department. The
Principal Investigator and Project Team members can edit these applications.

* Applications: Under Review: This link contains ethics and funding applications submitted by the Principal
Investigator and are currently under review. These applications are read-only.

* Applications: Post Review: This link contains post-review ethics and awards applications. These applications
are read-only, however the Principal Investigator and Project Team Members can submit Event forms for these
files, as well as Clone them.

* Applications: Withdrawn: This link contains applications that the Principal Investigator has withdrawn.
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Pl or Project Team Role Blocks Cont’d

e Events: Drafts: This link contains Event forms in-progress that are saved but not yet submitted for review.
Event forms here can still be edited by the Principal Investigator or Project Team members.

* Events: Requiring Attention: This link contains Event forms returned to the Principal Investigator and Project
Team for revisions. Depending on the Event form type, these may have been returned by a signing authority,
an ethics office or by the Research Grant and Contract Services Department. The Principal Investigator and
Project Team members can edit these forms.

* Reminders: This link contains ethics and funding files that have a deliverable due such as an annual renewal or
report. The Principal Investigator and Project Team members cans submit these as Event forms.
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How to Start a New Application

Click the APPLY NEW button in the Middle Navigation Menu on the
Memorial Researcher Portal Home Page.

Powered by Process Pathways | Product Info

Memorial

Researcher Portal

UNIVERSITY

BACK TO HOME | APPLY NEW |News | Useful Links

Role: Principal Investigator

Role: Project Team Member
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New Application Forms

You will be brought to the New Application Forms page. The application names are
hyperlinked. To start a new application, click the name of the application you wish
to choose. A new application will be launched. Please ensure you are filling out

the proper form by consulting the “Ethics Application Screening Tool” located on
https://rpresources.mun.ca/triage/

MEMOR]A
UNIVERSITY

PLY NEW News Useful Links Settings

New Application Forms

Interdisciplinary Committee on Ethics in Human Research (ICEHR)

Application Name Description Statu
ICEHR - Application far Ethics Review fgﬂlrjcla;cion for ethics review for research in the social sciences and humanities for MUN faculty, staff, and student research on 5t. John's pen
ICEHR - Application for Secondary Review St \0'.13’[ o cfmpeth s review for secandary research in the social sciences and humanities by MUN faculty, staff, and student research o

pplication for ethics review for research the social sc cesa nd humanities by d rkrng on a sub-p; ofa facrltv
ICEHR - Application far Ethics Review (Sub-Project) memhers aI eadv approved rojec of their di ssertat , thesis, or other deg | 5. Ressarc| hers are requi ed

nsu
with ICEHR prior to \et h I at frm deter rmlne eligibility. For M fact\tv staff nd student research o ohn's Open
rrrrrrrrrrrr

Grenfell Campus Research Fthics Board (GC-REB)

Application Name Description Status

GC-REE - Anplication far Ethics Review Farm Application for ethics review for ressarch in the social sciences and humanities for MUN faculty, staff, and student research on Grenfell
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Application Action Buttons

The buttons that appear at the top of an application are the Application Action
buttons. Select these buttons to:

e Save: Save any changes to the application.

Close: Exit the application and return to the Memorial Researcher Portal Home Page.
Print: Print the application in the pre-set layout.

Export to Word: Open the application as a Word Document.

Export to PDF: Open the application as a PDF.

Submit: Submit the application to the pre-routed bodly.

Powered by Process Pathways

Welcome: John Doe

Application Ref No: 2073 Application Form: HREB Application for Ethics Review of a Clinical
Trial (Part A)

I| Save | | Close | | Print | | ExporttoWord | | Exportto PDF | | Submit |

| * Project Info [ Project Team Info T * HREB Application for Ethics Review of a Clinical Trial (Part A) T Attachments T Approvals T Logs T Errors ]

Title *:
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Application Tabs

At the top of any application is a list of tabs that you will complete prior to
submitting the application. A tab that has a red asterisk * indicates that
there are required field(s) that must be completed prior to submission. Once
you complete all the required fields in that tab, the asterisk will disappear.
The subsequent slides will further explain each individual tab.

Powered by Process Pathways

NOTE: Click Application Ref No: 2073 Project Title: Applic
save as often Project Work Flow State: Pre Submission

as pOSSib|e ——t*| Save | | Close | | Print | | ExporttoWord | | Exportto PDF | | Submit |
while
completing
your
application!
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Project Info Tab

This tab is where you enter basic information about your application.

* Project Info [ Project Team Info T * HREB Application for Ethics Review of a Clinical Trial (Part A) T Attachments T Approvals T Legs T Errors ]

Title *:
-~ Please do not type the
/ ) following characters into any

Start Date: | fields on your application < >
IMPORTANT: Please
note that all fields End pate: |
that have a red Keywords: ]
asterisk * are —
required. Failing to Here you can link any related funding to this
complete these fields certification application. Use the search
:c""“ pre‘l’ae”F the Plh ’ button to select the related funding award.

rom submitting the
application. See Related Awards —
Erro rs Ta b for more If you are 2 student, please ignore this section and continue to the next tab.
information If you arej nan-student %_Ie.g facuIEy, staff) and have applied for, or have been awarded, ressarch funding, click "Search’ to locats and attach the related research funding. If the related research funding is not found please ignore this
. section and continue to the naxt tab.
Search
| | Award # ‘ Title | Award Status ‘ PI Last Mame | PI First Name ‘ Sponsars Summary ‘ Notes
Nao records to display.
TS

Memorial Researcher Tools & Resources 12




Project Info Tab Cont’d

This tab is where you enter basic information about your application.

Project Info [ Project Team Info T HREB &pplication for Ethics Review of a Clinical Trial (Part A) T Attachments T Approvals I Logs I Errors ]

When you click Search under Related Project Related Awards Search x
Awards, the Project Related Awards —
Sea rCh WindOW appears. Awa rdS ﬁles Options | File # Title Pl Last Name Pl First Name Status
that you were Pl or Project Team Al Ad ) at at
. . [Select] 20171510 Test for Approval Doe John Active
Member for will be listed. (Ot her Team [Select] | 20171500 Test of Attachment Manipulation Doe John Pending
. [Select] 20171494 Test Test Test Test_pi1 Memorial Pending
Members may have different awards [Select] f| 20171488 DEMO two Doe John Pending
i i [Select] | 20171487 DEMO TEST Doe John Pending
listed when they log in.)

[Select] 20171486 Funding File for Demo Doe John Pending

Close

Click Select next to the award you want
to link with the certification application.

Related Awards

If you are 2 student, please ignore this secti
If you are a non-student ( e.g faculty, staff) karch funding is not found pleass ignore this
section and continue to the naxt tab.

Search

Award # Title Award Status PI Last Mame PI First Mame Sponsars Summary Notes

No records to display.
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Project Info Tab Cont’d

This tab is where you enter basic information about your application.

Once added, award information will display under Related Awards on the Project Info tab.

To add notes about the award, click Edit. You cannot change any other information about the award.

Related Awards To remove the link to the award from the application, click Delete.
If you are a student, please ignore this section and continue to the next tab.
If you are a non-student ( e.g faculty, staff) and have applied for, or have been awarded, research funding, click 'Search' to locate and attach the related research funding. If the related research funding is not found
please ignore this section and continue to the next tab.
| Award File No Title Award Status PI Last Name PI First Name Sponsors Summary Notes
| Edit | | Delete | 20171486 Funding File for Demo Pending Doe John SSHRC

Program: Research

Type: Grant

Requested: CAD 0.00

Awarded: CAD 0.00

PROJECT TOTALS:

-

Note to researchers with awards with confidential components: Keep in mind that basic information about the linked
award, as seen in the example above, will be visible to all Project Team Members on your ethics application.
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Project Team Info Tab

MEMORIAL
UNIV

E
NIVERSITY

This tab will allow you to add and change members on your research team.

Powered by Process Pathways

Welcome: John Doe

Application Ref No: 2073 Project Title: Test Project
Project Work Flow State: Pre Submission

| Save | | Close | | Print | [ Exportto Werd | | Exportto PDF | | Submit |

Project Info | Project Team Info [ * HREB Application for Ethics Review of a Clinical Trial (Part A) J

If you have started an application for
a Pl you may select the Change PI
button to remove yourself from the
Pl role and select the proper PI.

bplication for Ethics Review of a Clinical
Trial (Part A)

Principal Investigator

Instructions : Do not hand type data for this
to search for and select an alternate

[ Change PI ||| Refresh |

jor—TTE Principal Investigator (PI) section default populates with the researcher profilgeat=——fosth =k
er profile. If you load an alternate ressarcher profile to the PI section, be sure to reload you

o £l If

bl DT clicle dbe ol [ahid

You may only change the PI’s Affiliation on this page. Any other
changes to personal information will not be recorded in the
Memorial Researcher Portal Database. Follow this link to change

Prefix: Dr. - Last Name™: Doe
personal information. The affiliation listed on this page applies

Affilation: | (Rezesrn une -] «——1 only to this project. For example, some researchers hold multiple
affiliations such as an external physician who also holds an

Rank: e — appointment in a faculty at Memorial University. Thus, it is

Gender: [Unspecifed -] Institution: [wnsm | necessary to associate the proper affiliation with the research
respective research project.

Phonet: | | Phone2: |

Email- [ia T ] Eav: ]
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Researchers with Multiple Affiliations

ERSITY

* An affiliation is the University faculty that the research and researcher is
associated with. This is considered an internal affiliation. If the research is
not associated with a University faculty it is considered External.
Researchers may have multiple affiliations.

* If your account does not have the appropriate affiliation in the drop down
menu or you require an additional affiliation please submit the Update
Research Portal Account Form at https://rpresources.mun.ca/request-
romeo-account/update-research-portal-account/
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Rank and Institution

Depending on the research and affiliation, a researcher’s rank and
institution may change. You may change the rank and institution for the
application by selecting the drop down menus on the Project Team Info

Tab.

Application Ref No: 2142 Application Form: ICEHR - Application for Ethics Review

| Save | [ Close | [ Print | [ Exportto Word | [ Exportto PDF | [ Submit |

Info [ * ICEHR - Application for Ethics Review T Attachments ]’ ppppppppp I Logs T Emrars ]
Pri pal Investigator
Instru ot hand type data for hssec ion. The Prin: \I nwestigator (PI) section default populates with the resear(h rofile data for h Jec h who creates the file. If you it the PI, click the Change PI button
osearhf dse\eca alternate researchar profile. I you Iad 2t materesearcherp ofile totheP]sectlo,b @ sure Iadvurresearh fI h Oth Project Team Info secwonhelow.

Last Name™: Doe

John
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Changing the PI of an Application

When you click the Change PI button on the Project Team Info Tab a new
window will appear. In this window you will search for the Principal
Investigator and click Select. DO NOT manually enter the Pl’s information.

=G - a8 X

Memorial

sssssss

Follow the instructions in the following slides to add yourself as a Project
Team Member once you have removed yourself as the PI.
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Adding a Project Team Member

You are required to list all project team members in the Project Team Info tab. You
may add two types of project team members to your project:

1. Project team members that will have the ability to sign into the Memorial
Researcher Portal to view and edit the application.

2. Project team members that will not have the ability to view or edit the
application.

Follow the instructions in the subsequent slides to appropriately add project team
members. If the Project Team Member will be accessing the application through the
Memorial Researcher Portal, please ensure they have an account. If not, they must
submit a Memorial Research Portal account request at
https://rpresources.mun.ca/reguest-romeo-account/.
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Adding a Project Team Member Cont’d y

E
NI

MORIAL
VERSITY

To add project team members whom you want to have access to the file, click Add
New at the bottom of the Project Team Info Tab.

Other Project Member Info:

Instructions : Do not hand type data for this section. To add more project team members to this application file, click the Add New button to sezrch for and select from other researcher profiles.

[Crsne ]

| | Last Mame

| First Name
No records to display.

| Role In Project

A new window will appear. Use the search button to add a member to the project

team. You must use the search button to give a team member access to the
application!

ﬂ Project Team Member Edit = % - O X .

Project Team Member Info

I Y o -

Instructions : Do not hand type data for this saction. To add more project team members to this application file, click the Search Profiles button to search for and select from researcher profiles.

Search Profiles Refresh

Prefix: E Last Name: | | First Name: | |
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Adding a Project Team Member Cont’d

The Investigator List Window will open. Use the Last Name text box to type in

the Team Mem

ners last name and click Search.

Investigtor List

=1

Close

Instructions : Search for and sslact the researcher profile you want to load to this application file. If the project team member doss not have a ressarcher profile, contact your system administrator for guidance.

4 With & Ay part I

Last Name:

When you find the Team Member, click the Select button next to their name.

Memorial Researcher Tools & Resources

Last Name: test_pi1
Options | Last Nam First Name Primary Affiliation
hd kd hd
Test_pil Mem Faculty of Science\Department of Biology




Adding a Project Team Member Cont’d

Once you select the Team Member, their information will appear. Select the
Team Members Role in Project, then click Save.

[ Save | [ Close | o
Project Team Member Info
Instructions : Do not hand type data for this section. To a2dd more project team members to this application file, click the Search Profiles button to sezrch for and sslect from researcher profiles.
| Search Profiles | | Refresh |
Prefix: Last Name: Test_pil First Name:  |[Memorial
Affiliation: [ Faculty of Science\Department of Biology A ]
Gender: [Unspeciﬁed ~ ]
I Role In Project: Project Manager - ] Country: [Canada "]
Rank: [Associate Professor - ] Institution: [ MUN [STJ) M ]
Email- T T = Py R | Eav: [

Once you have saved, check at the bottom of the Project Team Info Tab to
ensure the Team Member has been added.
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Adding a Project Team Member Cont’d

If you are adding a project team member, who you do not want to have
access to the application in the Memorial Researcher Portal, you will type
their name and project role in the Principle Investigator Comments box. This

box is near the bottom of the Project Team Info tab.
Primary Address: Alternate Address: |
NOTE: If you change
) ) the PI for the
Preferred Address:  ® Primary Acdress ) Afternate Address Country: - - application later on,
Jane Doe (Co-investigator)| you will need to copy
Comments: and paste any Team
) Members added this
way into the
Other Project Member Info: Comments box for
Instructions : Do not hand type data for this saction. To add more project team members to this application file, click the Add New button to search for and select from other ressarcher profiles.
— the new PI.
| | Last Name | First Name | Role In Project |
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Adding a Project Team Member Cont’d

* If one of your team members who will require access to your application
does not have a Memorial Researcher Portal account, direct the team
member to https://rpresources.mun.ca. On the website, they will select
and follow the steps in Request a Memorial Researcher Portal Account
under Memorial Researcher Portal Account.

* If one of your team members has a Memorial Researcher Portal account
but does not appear in the database using the search button, DO NOT
manually add the team member. Please submit a help desk ticket at
https://rpresources.mun.ca/help-2/help/to seek assistance.

* Make sure to notify team members when you have added them to an
application. There is no system-generated notification for team
members.
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Application Custom Question Tab

This tab includes all the questions that are directly related to your particular
ethics application. There will often be a number of sub-tabs that organize
the application questions into different areas. If you are unsure how to
complete a question, click the blue information button. This button may
contain additional information or directions about the question.

Powered by Process Pathways

Application Ref No: 2082 Application Form: ICEHR - Application for Ethics Review

NOTE: Text responses that [ Save | [ Close | [ Print | [ Exportto Word | | Exportto PDF | [ Submit |

Co nta i n < > Wi I I p ro m pt a n [ * Project Info T Project Team Info ] * ICEHR - Application for Ethics Review [ Attachments I Approvals T Logs T Errors ]
* Degree Program * Previous or Other Research Ethics Board Approval(s) Organizational or Community Consent * Start/End Dates * Secondary Use of Data * Project Funding
unsupported character error [ “oweroom | [ T T T ]

[ * Contracts and/or Research Partnership Agreements ]’ * Conflict of Interest ] * Scholarly Review ] * Purpose of Study and Research Questions ]’ * Study Design / Method ]’ * Participants ]

and may cause data IOSS. [ * Recruitment Process and Study Location ]’ * Experience T * Incentives / C i ]’ * Sharing of Research Results with Participants ]’ * Benefits ]’ * Harms ]’ * Free and Informed Consent ]

[ * Privacy and Anonymity ]’ G jality ]’ * Use, Access, Ownership and Storage of Data ]’ * Participant Withdrawal ]’ * Deception ]’ * Pre-Submission Checklist ]’ * Declaration ]

h I I If this research project has been approved by another Canadian REB, your proposal may be eligible for secondary review by ICEHR. If so, you will only need to complete
the "ICEHR Application for Secondary Review"” form instead of this new Application for Ethics Review. Contact icehr@mun.ca to discuss whether or not your project is
W en yo use eCt d b ue eligible for secondary review.
I nfo rm at I O n b Utto n a ye I IOW 0 2.1)* Have you applied for clearance from another board/committee at Memaorial such as Animal Care or BioSafety? If Yes', include a copy of any approval letter(s) granted in the Attachments tab.
Please upload the approval letter to the Attac hments tab and select the
H HH Doc! t as "Other MUN Certific ation A 1" Please indicate in th
block will drop down providing e

Yes

additional information. "

A 4
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Attachments Tab

The Attachments Tab is where users will upload any additional material that
is required for the application.

Project Info T Project Team Info T * HREE Application for Ethics Review of a Clinical Trial (Part A) ] Attachments [ Approvals T Logs T Errors L

At the top of the tab, there

. . _ .- ——— || Your submission must include all required attachments as indicated in your application and in the final checklist tab.
are d ppl Ication SpECIfIC To note, consent forms should be submitted in WORD format.

instructions on what
should be uploaded or
where to find information
about necessary
documents to attach. Ad template.doc

Clinical Trial Consent Template doc

Clinical Trial Pregnancy Follow-up Consent Template.doc The Attachments Tab may include

Family physician form letter.doc —

Sponsor Submission Form.docx templates that are available for

Cptional consent sections (DMNA-Genetics-Childbearing Potential).doc

HREB Clinical Trial Application Guidelines.doc download (.doc files).
HREB Caonsent Guidelines.doc

Cptional and Substudy Consent Template.dac

Please upload these documents by clicking on the Add Attachment button below.

Templates for download to assist with submitting your application:

To upload an attachment,

i —> I| Add Attachment |l
CI ICk the Add AttaChment ndividual attachment size is SMB. All attachments larger than 5MB will stall the system, and your datz may be lost.
button HGW@‘-'GF you may upload multiple attachments, provided that each is no larger than SME.
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File Name Guidelines for Attachments

When uploading an attachment to the Memorial Researcher Portal, the file
name must adhere to the following guidelines:

* Ensure your attachment filename does not include these characters: ” #% & *:<>? /{| }~[]

Filenames must not exceed 128 characters.

Do not use the period character consecutively in the middle of a file name.

Do not use the period character at the end of a file name.

Do not start a file name with the period character.

Please note: The maximum file size is 10 MB. While users can attach as many
files as necessary, no single file can exceed 10 MB.

Please reference the FAQ section on the Memorial Research Tools and Resources Website to find
suggestions on how to deal with a file that is bigger than 10 MB.
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Attachments Tab Cont’d

When you click Add Attachment, the Attachment window will appear.

Add Attachment x

In order to select a file to
upload, click Choose File.

A

If you wish or have been

Description:

Upload Choose File | No file chosen

Select the type of
Doc/Agreement from the
provided list. Please use
appropriate type indicated
by the application.

//lvgdd Attac hment | | Cancel |

» Attachment:

Version Date: |

\

Doc / Agreement: | --Select One— -]

directed to fill in a
description on the
attachment, do so here.

The date when the
document was finalized. If
you have multiple versions
of the same document
prior to submission, it is
recommended you delete
the outdated attachments.
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Approvals Tab

ERSITY

The Approvals Tab demonstrates the path an application will travel once it is
submitted (indicated by the checked box next to the particular body). Most
certification applications will be directly submitted to the specific ethics
office and will not require other signatures. Depending on the application,
“Office of Research Ethics” could refer to the ICEHR, Grenfell Ethics, HREB,

Animal Care or BioSafety Office. The application will automatically route to
the appropriate office.

Application Ref No: 2073 Project Title: Test Project Application Form: HREB Application for Ethics Review of a Clinical Trial
Project Work Flow State: Pre Submission (Part A)

[ Save | [ Close | [ Print | [ Exportto Word | [ Exportto PDF | [ Submit |

[ Project Info I Project Team Info T * HREE Application for Ethics Review of a Clinical Trial (Part A) T Attachments ] Approvals Logs Errors

Approvals
This application is pre-programmed to route to the following signing authority levels

Role Active Exceptions
Division Signing Authority

igning Authority
Faculty Signing Authority

Office of Research Services/Office of Research Ethic
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The Log Tab allows the Pl and Project Team Members to view all actions on a
file. Under the Workflow Log you can track the history of the application. It

tracks and time stamps approvals and messages between the Pl and the
Ethics Office.

Powered by Process Pathways

Welcome: John Doe

Application Ref No: 2089 Project Title: Application Form: ICEHR - Application for Ethics Review
Project Work Flow State: Pre Submission

| Save | | Close | | Print | | Exportto Word | | Exportto PDF | | Submit |

* Project Info I Project Team Info T * ICEHR - Application for Ethics Review I Attachments T Approvals ] Logs [ Errors ]
'® Waorkflow Log | Project Log

Timestamp ‘ Activity Log | Workflow State | Workflow Message | User ‘ Role/Group
Mo records to display.
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Logs Tab Cont’d

Under the Project Log, all changes made to the application are tracked by
the user. It is the responsibility of the Pl to review the project log to ensure
they are aware of all changes made by Project Team Members prior to

submission.

Welcome: John Doe

Powered by Process Pathways

Application Form: ICEHR - Application for Ethics Review

Application Ref No: 2089 Project Title:
Project Work Flow State: Pra Submission

| Save | | Close | | Print | | Export to Word | | Exportto PDF | | Submit |

* Project Info T Project Team Info T * ICEHR - Application for Ethics Review T Attachments T Approvals ] Logs [ Errors ]

) Workflow Logl "® Project Log
‘ User

Timestamp ‘ Log Activity
John Doz

2015/11/13 15:41 Mew File Creatad
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Errors Tab

The Errors Tab lists any required questions that have not been answered.
When all required questions are answered the Errors Tab will disappear. You
cannot submit an application if the Errors Tab appears on your application.

Powered by Process Pathways Welcome: John Doe

Application Ref No: 2089 Application Form: ICEHR - Application for Ethics Review

| Save | | Close | [ Print | [ Exportto Word | | Exportte PDF | [ Submit |

[ * Project Info T Project Team Info T * ICEHR. - Application for Ethics Review T Attachments T Approvals T Legs ] Errors

Project Info ->Project Title is required. N
ICEHR - Application for Ethics Review -> Degree Program :1.1 Please indicate the project program related to the application. is reguired.

ICEHR - Application for Ethics Review -» Pravious or Other Research Ethics Board Approval(s):2.1 Have you applied for clearance from another board/committes at Memaorial such as Animal Care or BioSafety? If "ves', include 2 copy of
any approval letter(s) granted in the Attachments tab. is required.

ICEHR - Application for Ethics Review -> Start/End Dates:4.1 Estimated START date for recruitment: is requirad.

ICEHR - Application for Ethics Review -> Start/End Dates:4.2 Estimated END date for data collection: is reguirad.

ICEHR - Application for Ethics Review -> Secondary Use of Data:5.1 Does yvour project involve the secondary use of data? is requirad.

ICEHR - Application for Ethics Review -> Project Funding:6.1 Please select the appropriate funding status for this project: is required.

ICEHR - Application for Ethics Review -> Contracts and/or Ressarch Partnership Agreements:7.1 Is there 2 funded ar non-funded contract or ressarch [/ partnership agraement associated with this research? is required.
ICEHR - Application for Ethics Review -> Conflict of Interest:8.1 Is there any aspect of 2 contract/agreement that could put any member of the research team in a potential conflict of interest? is required.

ICEHR - Application for Ethics Review -> Scholarly Review:9.1 Please choose all that apply. is required.

ICEHR - Application for Ethics Review -> Purposs of Study and Research Questions:10.1 Explain the purpose, objectives, and hypotheses of the project in non-technical, plain lznguage. (Maximum S00 words) is required.
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Editing a Saved Application

Once you have started and saved an application, it will appear in the
Applications: Drafts under the appropriate role block. When you enter the
quick link you will see a page of all applications that are created but not
submitted. There are various options to select for an application as shown

below.

Powered by Process Pathways Contact Us | Help | Logout

UNIVERSITY

Memorial

Researcher Portal

APPLYNEW | News | UsefulLinks | Settings

|_ResetFilters | [ ExportTo Excel |

File No Project Title Principal Investigator Application Type Status Snapshot atflon
Message
hd kd Ad [ -] ||
— l Vigny \__Ec_ilt_; ICEHR - Application for Ethics Project Status: Pending
‘ Ref No : 2075 Project Test 123 Dr. John Doe (Research Units) Review (Certification\Human Workflow Status: Pre Submission
| Clone | | Delete | Ethics) Last Saved: 2015/11/27

Memorial Researcher Tools & Resources




Application Options

ERSITY

The options for an application include:
Edit: To enter the application with the ability to edit the content.
View: To view the application without the ability to edit and save content.

Clone: By selecting this button you can clone your application. This will allow
you to start a new application with the same information from a previous
application. This button should not be used when a request for revisions has

been made by an Ethics board. All edits for revisions should be made to the
submitted application.

Delete: To delete the application from the Researcher Portal.

| View | | Edit |

| Clone | | Delete |

Memorial Researcher Tools & Resources




Locked File

If it appears that you have been locked out of a file by a Project Team
Member, you should directly contact that team member prior to clicking
Unlock. If you unlock the file while a team member is working on it, all
changes made by that team member will be deleted. Closing a file without
logging out will also lock the file. If the team member is not working in the

file you can click Unlock.

e

V1O K LA
UNIVERSITY

Welcome: John Doe | Home | MyProfie | ContactUs | Hep | Logout

Memorial

Researcher Portal

APPLY NEW MNews Useful Links Settings

| ResetFilters | | ExportToExcel |
File No Praoject Title Principal Investigator Application Type Status Snapshot opoX
) pa L, B ¥p s Message
id Rd id [ > Kd
HREB Application for Ethics Project Status: Pending
Ref No : 2073 Test Project Dr. John Doe (Research Units) Review of a Clinical Trial (Part A) Workflow Status: Pre Submission
(Certification\Human Ethics) Last Saved: 2015/11/20
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Submitting an Application

When you have completed the A workflow action block will appear.
application and are prepared to Here, you may make any necessary
submit it, click Save in the Application | | comments to the Ethics Office about
Action Buttons at the top of the page. | | your application. Click Submit.

Once you have clicked save, click the
Submit button.

Powered by Process Pathways

comments Please note you

Application Ref No: 2082 Project Title: Test Application cannot submit
Project Work Flow State: Prz Submission the a pplication

| Save | | Close | | Print | | Export to Word | | Export to PDF | ) +— without entering
a comment in
the workflow
action block.
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Reviewing a Submitted Application 5

MORIAL
VERSITY

When an application is under review, it will appear under the role block
quick link called “Applications: Under Review.” Click on the quick link to view
the status of your application. The column, Status Snapshot will show your
project status and where your application is in the workflow.

Memorial
m - Researcher Portal

Powered by Process Pathways

Welcome: John Doe | Home | MyProfie | ContactUs | Hep | Logout
M,\.

UNIVERSITY

APPLY NEW ] News | Useful Links Settings

| ResetFilters | | ExportTo Excel |

- - - o - i Workflow
File No Project Title Principal Investigator Application Type Status Snapshot Message

| ¥ | Rd || [ au - Rd

S ACEHE - Appic aion for Etcs Project Status: Pending 123 [Action:
i ject Test 123 . John Doe ( h Units) eview ification) ; 2 : T
| View Clone 20161621 Project Test 123 Dr. John Doe (Research Units) Review (Certification\Human WorkRow Statis ORS Revici Submit]

Ethics)
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Applications Requiring Revisions

When an application has been returned for revisions, the role block quick
link “Applications: Requiring Attention” will be boldfaced and red. Click the
quick link and then select Edit to enter the application.

Role: Principal Investigator

Events: Drafts

Role: Project Team Member
Role: Faculty Signing Authority

Role: Reviewer
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Applications Requiring Revisions Cont’d

To see the workflow message from the Ethics Office, go to the Logs Tab. The
Workflow message in the table will provide information regarding the
necessary changes. Once you have made the necessary edits, click Re-
Submit in the Application Action Buttons at the top of the application. In the
the pop-up Work Flow Action window, enter a comment and click Submit.

Powered by Process Pathways Welcome: John Doe
Application Ref No: 2089  Project Title: Test Application Application Form: ICEHR - Application for Ethics Review
Project Work Flow State: Pending Info by ORS
| Save | [ Close | [ Print | [ Exportto Word | [ Exportto PDF | [ Re-Submit |
[ Project Info T Project Team Info T ICEHR - Application for Ethics Review | ftachments T ppppppppp ] Legs ‘

® workflow Log “~ Project Log I

Tv\mestamp ‘ Activity Log ‘ Workflow 5 | te Waorkflow Message ‘ User ‘ Role/Group

18/11/2015 Project Work Flow State has been changed from ORS ORS Revielf -> An email has been sent to you regarding revisions for your application h gﬁi( ﬁgffse e N

9:56 Review to Pending Info by ORS il by | i lication and resubmit. m Efl?ll’c es/Ortice
New File Submitted By Researcher
égggljzms Project Work Flow State has been changed from Pre ":; fon n for ethics aj rincipal Inve
! Submission to ORS Review
| |

Resubmit after you have made all
necessary edits to your application.
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Contact Us!

If you have any issues or questions about the Memorial Researcher Portal please
submit a Help Desk Ticket at https://rpresources.mun.ca/help-2/help/

*Special thanks to Queen’s University for providing support and material for this training manual.
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