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Introduction

The Ethical Review Manager (ERM) System has been designed to enable applications for ethical
approval to conduct research to be submitted and processed online.

The application can be saved and completed in stages then submitted when all the information
has been populated. You can also upload documents.

A built-in workflow will send any submitted applications to the Chair of the Ethics Review
Committee for your School who, in conjunction with School Reviewers, will make a decision on

your application.

You will receive an email to inform you of any progress updates, such as a decision being made
or the form being returned to you for amendments or further details.

This user guide covers the following functions:
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Logging In
The URL for the Ethical Review Manager (ERM) system is:

https://uws.forms.ethicalreviewmanager.com

Select the relevant domain (UWS-STAFF or UWS-STUDENT) then log in with your University
email address and password.

Research Ethics Applications  Help ~

UNIVERSITY OF THE
WEST of SCOTLAND

UWS

Research Ethics Application

Log in

Domain
UWS-STAFF ~

User Name

Password

If you are unable to log in with your University email address and password, please contact your
School Ethics Committee for assistance.
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https://uws.forms.ethicalreviewmanager.com/

The work area is your dashboard. The General area displays alerts. When the number is red,
this denotes new alerts which have not yet been read.

Notifications — messages from the system such as confirmation that an application has
been submitted or amended. It will also notify you of any applications that have been
returned to you by the Chair.

Signatures — requests for you to electronically sign an application that has been sent to
you.

Transfers — requests to transfer a project to another person (e.g. if you are leaving the
University but the project is continuing under another investigator).

Shared — forms that have been shared with you. This feature enables another UWS
student or member of staff to share an application form with you outwith the review
process.

Research Ethics Applications

Work Area «

& | 3 Work Area

=)

Home | Notifications General

e Notifications Signatures Transfers Shared
a0 a0

] ]
Create Folder Delete Folder 3

croae besormt P T0JRCTS

Project

@ &

Duplicate Transfer Project Title Project ID
Project e -
Examining the benefits of swimming

An ethical review application is classed as a Project in the ERM system. Any existing projects
would be listed in this section.

In the Actions area, you can:

create a project

delete an existing project

create a folder to group a number of projects together
delete an existing folder
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Notifications

Research Ethics Applications Home

Work Area v

The number shown ~ Work Area
. eps  a: ft 3
alongside Notifications ~L e
denotes the number of

unread messages fromthe | & &

reate Folder Delete Folder

system: —r

General

Notifications Signatures Transfers Shared

Research Ethics Applications Home

Work Area v

Notifications

#f 3 Searc

Home Notifications.

Start End
Actions v
CI k M ttl t Display 100 notifications
ICK On a Ivlessage title 1o rehing

O Vessage Attachment  Project Short Title Time

messa ge : [J » ™ Application submitted None Examining the benefits of swimming 13:55 ®
[0 « ™ Application submitted None "Other” Test 09/05/2017 %
O ¢ ™ Amendmentsubmitted None 8th May amendment test 08/05/2017 %
[0 v ™ Application submitted None 8th May amendment test 08/05/2017 %
[0 ¥ ™ Appeal submitted None New appeal test- 8th May 08/05/2017 %

Message
The message Wi” include a Project Short Title Examining the benefits of swimming
K . Date 10/05/2017 13:55
link to the associated Roplcation submi
pplication submitted
form:

Once a message has been viewed, it will be marked as read:

Research Ethics Applications ~ Home

Work Area v

Notifications

‘ 2 Search
M essages can be Home  Notifications

manually marked as Actions v
read/unread by clicking
on the tick icon

Start End

Display A 100 notifications

tions will show after searching

O Attachment ©  Project Short Title Time
O v ™ Application submitted None Examining the benefits of swimming ~ 13:55 =
Th e fl ag | con W| | I )D v W Application submitted None "Other” Test 09/052017 %
[] « ™ Amendmentsubmitted None 8th May amendment test 08/05/2017 %
h |gh I |ght messages’ O ¢ ™ application submitted None gth May amendment test 08/052017 %
[] & ™ Appeal submitted None New appeal test- 8th May 08/05/2017 %

enabling you to sort the
list by flagged or T

unflagged items The search criteria at the The X will
top of the page enables delete a
you to filter the list notification
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Viewing Existing Projects

A list of existing projects is shown in the work area.

Use the Search Projects box to find
a project using key words

Research Ejhics Applications

Sort the list by clicking on any
of the column headers

Work Area « W k A
f# O
Home | Notifications
General
Actions +
Notifications Signatures Transfers Shared
N N
[create Folder Delete Folder O O O "
Create Delete Project P ‘ Y J eCtS
Project
5
@
Duplicate | Transfer Project Title Project ID Owne Vodified Transfer Status
Project - :
Examini ing the benefits of swimmi ng 880 Mr AP Plicant 1 55
e 87 Mr 4R Plic:

Work Area v

L

H Noificati

jome OUEONS 1 oo
Actions v

h O

Project  Create Form

< &

Share Print

Comespond

@ Examining the benefits of swimming

© New Application Form

Form Status

Submitted by Applicant

Navigation Decuments Signatures

New Application Form

Section

Fiter

Applicant Details
Project Information
Supporting Documents

Signatures

Examining the benefits of swimming

Review Reference

2017-0880-799

Date Modified
10/06/2017 13:85
Collaboraters Submissions Correspendence History

] Show Inactive Secticns

Questions
Filter
Applicant Details
Project Information
Supporting Documents

Signatures

LN

/A

The Status of the
application is shown

AN

Click on any of the links to go to
that section of the application
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Creating a New Project

Use the Create Project icon to start a new project (application):

Research Ethics A
Work Area « W k A
- ork Area
f 3
Home | Notifications
General
Actions
v Notifications Signatures Transfers Shared
O =0
]
ICre older| Delete Folder 3 O O O
ceas Destorert  P10JECTS
Project
Duplicate | Transfer Project Title ProjectID v Owner Date Created Date Modified Transfer Status
Project e s =

Add the Project Title and confirm which template the project should use - either New
Application or Historical Application*:

Create Project

Project Title:*

Investigating the relalionship between exercise and langevity

Main Form

Please Select
New Application Form
Histerical Project Form

Click Create.

Create Project

Project Title (maximum 200 ters)™

Investigating the relationship between exercise and longevity

Main Form

* A historical project is one which was approved before the Ethical Review Manager system
went live and could either be in progress or still to begin. These projects only need to be added
if you wish to make a change to that project and update the details for further review.
Completed projects should not be entered. Historical projects are subject to the same process

but the form will contain fewer fields.
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Creating a New Project (cont.)

The Filter section must be completed before continuing with the rest of the application.

Lt Investigating the relationship between exercise and 0881
AN\ 0 longevity
Home fications

Actions v Project Tree v

Fh 0 © Investigating the relationship between exercise and longevity
Project Creats Form

< o

Share  Completeness

© New Application Form

Check Form Status Review Reference Date Medified
- o Not Submitted NA
Submit Refresh
E /\/\ Navigation Documents Signatures Collaborators Submissions Cormrespondence History
Print Cormespond

] Show Inactive Sections

New Application Form

Section Questions

Filter Filter

Applicant Details Applicant Details
Project Information Project Information
‘Suppeorting Documents Supporting Documents
Signatures Signatures

This asks you to confirm that you have read the UWS and School Guidelines, including which
areas your research may involve.

Once the relevant categories have been ticked, text is shown to confirm if an ethical review
application should be completed.

If an application is

Actions . . H H

" New Application Form 9881, required, click Next

to continue
Filter Questions @
9 =
Navigate Print
™! | confirm I have read the UWS and my School Guidelines for Ethical Practice in Research and Scholarship.
f (please tick to continue)

Documents ~ Signatures

A <

Rese

arch Ethics /

St

Actions w

Save Share
Pre-screening Questions G) ® | confirm | have read the UWS and my School Guidelines for Ethical Practice in Research and Scholarship
5 Frevious Nt (please tick to continue)
Collaborators Cs lets =
olaborsors Congieleness 4 -
4 . . | Navigate Print
aa Does your work involve any of the following. (please tick all that a

)

Submit
Human Participants ﬁ . .
o i / Pre-screening Questions @
] Personal Data Documents ~ Signatures
[ Animals
[ Risk to the Investigator m < (i ]
[ None of the above s she
e e Does your work invelve any of the following. (please tick all that apply)
5 Human Participants

[Collaborators Compteteness Personal Data
Check

Animals

O0r @

4

Risk to the Investigator
aa

0 None of the above

Based on your answers to the above questions you should complete the remainder of this form and submit it to your
school ethics committee for approval PRIOR to commencing any work on your project. Please click Next to
proceed
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Applicant Details

As the applicant, you will be listed as the Principal Investigator. Your details will be populated
from the UWS Active Directory details.

Use the drop down menu to When the @ icon appears, click on
confirm your position within UWS this to view information and guidance

Actions « 0881

© New Application Form s version
Previous Next
Appfcant Details @
Navigate Print o<
& f Position of Principal Investigator
Documents  Signatures Please Select...
Undergraduate
m < Postgraduate
Save Share
Principal Investigator <
2 _
Title First Name Surname
Collaborators Completeness
Mr AP Plicant
=)
Submit Organisation
Department

Confirm if there are any Co-applicants or Collaborators*. If ‘Yes' is selected, further fields will
appear to add their details. These details can then be saved as a “contact” for use in any future
applications”.

Use the drop down menu to select the
relevant School Review Board for this

Research Ethics App

Actions ~ Telephone
. . ¢ ) .
© o Fox application (select ‘Other’ only if the
Povoss | Nex oo R research is not attached to a School)
4 ﬁ Are there any co-applicants
Navigffle Print
ﬁ /‘ O Yes
O N
Documents | Signatures ‘ 0<
School
Save Share Business and enterprise
Education
Engineering and c:mp’u‘ling )
2 et e
Collaborators Completeness Science and Sport
Check Other
. Collaborators @
Click Next to move

Are there any other collaborators?

to the next page —
this will also save
your changes

O Yes

O No

* Co-applicants must always be internal to UWS. Collaborators can be internal or external.

Ethical Review Manager - Applicant User Guide
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Project Information

The Project Information page contains many fields relating to the detail of your application.
Although your changes will be saved when you click Next to move to the next page, you may
find it useful to click Save at regular intervals as you work through the form.

Actions 0 8 8 1

° o New Application Form
T N_EH Project Information @
el o
@ /‘ Title of Study
SIYETEE | e Add the title and
SE] f purpose of the study
8 Primary purpose of the study (e.g. primary
PTIEET emesoua ] research)
aa
o Where will the proposed research take place?

List each of the [ |
locations (e.g. UWS

Paisley campus, : :
Royal Alexandra | <€—| Detail any funding or
Hospital, etc.) budget allocated to

the research

How will the costs of the study be met?

Ll Previous Approvals @
Pgﬁ E—?‘ Has the proposed study been considered by any other ethics committee?
- O Yes
1| & o If the proposed
Navigate Print
. study has been
& 7 .
ToarEs | S considered by
Purpose, justification, design and methodology
/ m < another
Save Share Please give a full summary of the purpose, justi i design and of the planned study: .
{word limit 1000 words) committee, (eg
Note that you can .%’ l at your
copy and paste your collaborator’s
summa ry fro m How has the scientific quality of the proposed research project been assessed? i n StitUtio n )I CI i Ck
Word. In addition to [ Independent extemal review Yes to provide
. O Review within a company .
add'ng the ] Review within a multi-centre rese?rch group fu rther deta'ls
] Review within the principal investigator’s institution
Su m m a r‘y' re I eva nt [ Review within the research team
] Review by supervisor/director of studies
Word documents o ooner A |

can be uploaded as
a separate
document using the
Documents icon

Ethical Review Manager - Applicant User Guide

10

Tick all applicable responses




P

roject Information (cont.)

Research Ethic:

©

FPrevious

4

Navigate

&

Documents

@

Save

2

|Collaborators

Y

Submit

Confirmifa
questionnaire is
being used

Actions v

Sample Size

Please explain/justify your intended sample size:

7

s

Print

Vi
Signatures

<

Share

s Completeness
Check

€

Analysis and Presentation

Please explain how you will analyse, present/disseminate the data you intend to collect:

Add an
explanation of
your sample
size and how
the results will
be analysed and
presented

Interviews/Questionnaires

\Doeslhe proposed research involve the use of individual/group interviews or
O Yes

O

No

If you are using questionnaires within your study, you will be asked to upload a copy. The
following box will appear so you can browse for your document and attach it to the application.
The original copy should be uploaded as Version 1. Any subsequent versions should be
uploaded with the applicable version number (e.g. Version 2, Version 3, etc.)

Ri

©

Previous

4

Navigate

é

S8

Documents - Default

Please attach your Default here:

Document Name Version Date Version

=3

12/05/2017 1 Upload

Close

arch Ethics Applications

Actions «

Interviews/Questionnaires

O

If you select Yes
to this question,
you will be
asked to
provide further
details

Hext Does the proposed research involve the use of individ 'group interviews or ?
ﬁ ® Yes
Print 5 No
/7
Documents | Signatures Please upload a copy of the Qi ire or Interview
< Type  DocumentName  File Name VersionDate  Version  Size View Delete
Sz Default  Questionnaire Questionnaire docx  12/05/2017 1 121KB | Download [

s Completeness
Check

Upload Document <

‘Will proposed interviews or questionnaires discuss topics that might be sensitive, embarrassing or
orisit ible that criminal or other disclosures requiring action could occur

ing for partici

\during the study?
O Yes

Any uploaded
documents are
listed —you are
able to upload
additional
documents or
download/
delete existing
documents

O No

Ethical Review Manager - Applicant User Guide
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Project Information (cont.)

Research Ethic:

Actions
Previous Next
Navigate Print

¢ 7

Documents | Signatures

A <

Save Share

2 9

Collaborators Completeness
Check

A

submit

Add details of
any additional

impact on your
potential

> |

Impact on Participants

Please provide details of how you will recruit participants to your study:

| |

‘Will participants be from any of the following groups? (Please tick all that apply)

Children under 18
Adults with learning disabilities

Adults with a terminal illness

Adults in emergency situations

Adults with mental iliness (particularly if detained under the mental health act)

Adults with dementia

Adults in Scotland who are unable to consent for themselves

Those who could be considered to have a particularly dependent relationship with the investigator
Other

None of the above

oooooooooog

Provide details
of your
recruitment
process and
confirm if this
will include any
vulnerable
groups

Are there any special pressures which would make it difficult for potential participants to refuse to take
part in your study? (e.g., relationship to the investigator?)

participants

Actions
Previous Next
Navigate Print

¢ 7

Documents | Signatures
Save Shar

submit

If you answer
Yes to any of
these
questions, a

Will study participants be paid to take part?

D Yes

© No

What is the

| <« |

duration of partici in the study for each participant?

Will informed consent be obtained from study participants?

J Yes

Confirm if
participants will
be paid and
their required
duration/
commitment

O No

Is the study likely to cause any discomfort or distress, either physical or psychological (see UWS
Guidelines for Ethical Practice in Research and Scholarship)?

O Yes

© No

Does the proposed research involve any physically invasive procedures?

further field will
appear for you
to provide
details

Ethical Review Manager - Applicant User Guide
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Project Information (cont.)

Actions «
Will informed consent be obtained from study participants?

© 9 o ves

Previous Next
O N H
_ ° If consent will be

4 E Please provide details of how you will obtain this consent and the information you will provide to .

Navigate Print potential participants to allow them to make an informed choice about whether or not to participate in o bta | n ed , yo u

your research.

o 7/ / should upload your

Information Sheet
E] (: and Consent Form

Please upload a copy of the Participant Information Sheet(s)
2

(Cotiaborators Completeness Upload Document
Check

.t. Please upload a copy of your Consent Form(s)

Submit
Upload Document

Documents - Default

> Please attach your Default here:

Document Name Version Date Version

ﬁ 12/05/2017 1 Upload

Close
The original copies should be uploaded as Version 1. Any subsequent versions should be
uploaded with the applicable version number (e.g. Version 2, Version 3, etc.).
Research Ethic
Actions
@ @ Other ethical considerations @
Frevious et Does the proposed research involve i garding aims, objecti or the identity of the
4 ﬁ investigator? If yOU answer
ol O ves Yes to any of

O No

these
questions, a
further field will

Va
cuments  Signatures
Will research participants be debriefed after their participation?

O <

Save Share
© No
5 appear for you
[Collaborators CW”CD;‘EE‘?Q%S Are there any other Ethical Considerations you wish to bring to the attention of th to p rOVi de
.?. O Yes .
= o details
Detail how
confidentiality
. Personal Data @
will be protected
. What measures will you put in place to ensure the confidentiality of personal data gathered during your
then click Next stucy?

tosaveyour  f——> | |

changes and

p ro Ce ed to t h e Who will have access to the data collected during the study and how will you keep it confidential?

next page | |

Ethical Review Manager - Applicant User Guide
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Supporting Documents

Any additional documents related to your application can be added on this page:

. - 0881
New Application Form
© ©
o ’ Supporting Documents @
7 =
Navigate Print 0
(.ﬁ/ / Please upload any itic supporting you are itting with this

Documents  qgignatures
Upload Document

Save

2

Collaberators. Ct

Submit

The Documents icon displays any files that have already
been uploaded in previous sections.

Documents
Al
Documents
Type Document Name File Name Version Date Version Size View
Default Questionnaire Questionnair ~ 12/05/2017 1 121 KB Download
edocx
Default Participant Informati ~ Participant In ~ 12/05/2017 1 122 KB Download
on Sheet formation Sh
eet docx
Default Consent Form Consent For 12/05/2017 1 122 KB Download v
m.docx
Download All as Pdf Close

\ 4

The Completeness Check icon displays any sections that are incomplete. Each item is a link to
jump back to that section of the form.

Completeness Check

Incomplete: Please complete the following questions

cipal Investigator
articipants be from any of the following groups? (Please tick all that apply)

Wi
+ Please upload any additional supporting documents you are submitting with this application

Close

Ethical Review Manager - Applicant User Guide
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The Signature page requires the Principal Investigator to electronically sign the form and
confirm they agree to the declaration.

Research Ethic

Actions

Previous Next
Signatures @

94 =

New Application Form 9881 ¢

Principal Investigator

Navigate Print
ﬁ N The information supplied above is, fo the best of my knowledge and belief, accurate. | have read the university ethics
/ and clearly my and the rights of study participants, particulariy in relation to obtaining
Documents | Signatures valid consent
save snare Sign
If there are any Signatures

incomplete sections, these
will be highlighted when
the Sign button is clicked. Pl s

Each item is a link to jump | - s o b S
back to that section of the

form.

Incomplete: Please complete the following questions:

If all required sections

Sign Form
have been completed, the
signatu re box will request Please enter your login details in order to sign this form:
the same |Ogin details you firstname. sumame@uws ac.uk | essssssee

have used to log in to the
ERM system (UWS email sign I
address and password).

The following screen will confirm that the signature has been accepted and the form is now
locked to prevent any changes being made.

Research Ethics

Actions 0 8 8 1

If changes are © o New Application Form
required, the Unlock
7
icon can be used to /- S — ©)
make the form @ f Principal Investigator
ed ita b I e — th e fo rm Documerts | Signaures The infarmation supplied above is, fo the best of my knowledge and belief, accurate. | have read the university ethics
. d1 <: g wns;f;d clearly my and the rights of study participants, particularly in refation to obtaining
would then require = d <
to be signed again n 3
a fte r th ec h an ges commorsons Conpetres Signed: This form was signed by Mr AP Plicant (applicant@uws. ac.uk) on 12/05/2017 14:27
have been made &

uDmT

Ethical Review Manager - Applicant User Guide
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Signatures (cont.)

Students

If you are making an application as a student, you can request the signature of your Supervisor
or Director of Studies in the Signatures section.

In addition to the Sign button to add your own signature, there will be a Request Signature
button.

Research Ethics Applications ~ Home  Contacts elp - Vir AP Plicant ~
Actions « . . 0885
© New Application Form erson:Versin
Previous Next
Signatures @
Navigate Print Principal Investigator
é o The information supplied above is, to the best of my knowiedge and bellef, accurate. | have read the university ethics
/ guidel and clearly ur nd my obli ns and the rights of study participants, particularly in relation to obtaining

Documents |~ Signatures valid consent.

E]'im
2 O

Supervisor/Director of Studies
Collaborators Completeness
Check

4+ I support the above application and I agree to supervise the work.
a5

Submit Reguest Signature

5| Request a signature

Enter the email address of the person you want to sign this form

Add the email address and an optional message to pass the request for signature to any UWS
member of staff.

Ethical Review Manager - Applicant User Guide
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Sharing the Application

The Share icon gives you the option to make the contents of the form available to others (e.g.
collaborators, supervisors or colleagues).

Actions

. . 0881
New Application Form
© ®
Previous Next & This form has been locked through signatures/requests

L= .
- Signatures @

f Principal Investigator

i) The information supplied above is, to the best of my knowiedge and belief, accurate. | have read the university etnics

and clearly my and the rights of study participants, particularly in relation to obtaining
d1 <: valid consent.
Unlock Share
L
igned: This form w: by Mr AP Plicant (applicant@uws.ac.uk) on 12/052017 14:27
e e | Signed: This form was signed by Mr cant (applicant@uws.ac uk) on 1 017 14:

Check

.y

DML

Tick each of the permissions you would like this person to have:

Share

Sharing a form enables others to view/edit the same form depending on the level of
access you give them. Please select the users you wish to share this form with:

[]Read ﬂ

[ Write:

] Submit

[JShare

[]Create all sub forms
[]Receive notifications

= Close

e Read = able to view the form but not able to make any changes

e Write = full edit access to make changes to the content of the form

e Submit = permission to submit the application on your behalf

e Share = permission to can give access to further people

e Create all sub forms = permission to generate amendment requests for an approved
application or start an appeal against a “not approved” decision.

e Receive notifications = this person will be sent notifications and updates

Ethical Review Manager - Applicant User Guide
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Submitting the Application / Approval Process

When the application has been completed and signed, ensure that it is submitted to pass it on
to the Chair of the relevant ethics committee for review.

Actions v

© ®

L 0881
New Application Form

7 = Signatures @

Navigate Print

& f Principal Investigator

LA e The information supplied above is, to the best of my knowiedge and belief, accurale. | have read the university ethics

and clearty my and the rights of study participants, particularly in relation to obtaining
d1 <: valid consent
Unlock Share
2

Signed: This form was signed by Mr AP Plicant (applicant@uws ac uk) on 12/05/2017 14:27
Collaborators Completeness < i =
Check

4

[
Submit

Form Submitted

UNIVERSITY OF THE
WEST of SCOTLAND

UWS

Thank you for submitting your form. It has been successfully received.

A message from the system will confirm that the form has been submitted.

Ethical Review Manager - Applicant User Guide
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Approval Process

When an Application Form is submitted, it is received by the Chair of the relevant School Ethics
Committee. They will make an initial decision about whether the application is ready for
review.

e Ifitis not ready, they will return it to the Applicant with comments to explain the
changes that would need to be made.

e Ifitis ready, they will assign the application to one or more Reviewers in the School to
view and make comments. The Reviewers submit these comments to the Chair who will
make a decision and inform the Applicant. This decision may be Approved, Conditionally
Approved, Not Approved or a Request for Resubmission.

Once a decision has been made, the Applicant must inform the Chair if they wish to make any
changes by submitting an Amendment Form. The Chair may assign the Amendment Form to
Reviewers before making a decision and informing the Applicant.

If an application is not approved, the Applicant can submit an Appeal Form which is received by
the Chair of the University Ethics Committee. They may also assign the application to UEC

Reviewers for comments before making their decision.

Applicants are informed of decisions via emails from the ERM System.

Ethical Review Manager - Applicant User Guide
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Applications Returned for Resubmission

If changes are required before a decision can be made on your application, it will be returned to
you and will appear as a notification:

Research Ethics Applications

Work Area v

4 Work Area
Home Notifications
General
Acti
clons ¥ Notifications Signatures Transfers Shared

-0 -

] ]

[Create Folder Delete Folder W

O

Create  Delete Project P r Oj ects

Project
@B
Duplicate | Transfer Project Transfer
Project D Ctatus
elationship between exercise and AP
can
mining its of sWimming e
cant
— _ V- AP
cant

The new notification is highlighted and shown at the top of the list. Click anywhere on that row
to view the message.

Research Ethics Applications

Work Area v

Notifications

ﬁ W search

Home Notifications.

) Start End
Actions «

Display 100 notifi

O Attachment ©  Project Short Title Time
[] w m Application retumed to author for o Investigating the relationship between exerdse . |
resubmission and longevity ’
Ov M Applicationsubmitted None Investigating the relationship between exerdise |, 0o o
and longevity
O v ™ Application submitted None Examining the benefits of swimming 10/05/2017 %

The message contains a View Form button to open the associated application form.

Message
Project Short Investigating the relationship between exercise
Title and longevity
Date 19/05/2017 12:53

Application returned to author for resubmission

Close
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Applications Returned for Resubmission (cont.)

Use the Reviewer Comments button in the navigation panel to view feedback on your
application.

plications

Research Ethic

Work Area v

Investigating the relationship between exercise and 0881

# 0  longevity
Home Notifications The Comments
Actions Project Tree v relate to the latest

Fh o © Investigating the relationship between exercise and longevity feed baCk - |f It haS
Project Create Form - on Form

> | < © New Appcaion been returned more
e _ ‘ than once, tick the
Comments Form Status Review Reference Date Modified

Show Previous
Comments option to

12/05/2017 14:30

[ompleteness  Submit
Check

Resubmission Requested NIA

C ﬁ Documents Signatures Collaborators Submissions Carrespondence History VieW a ” Com ments
Refresh Print
R - - I Show Inactive Sections
New Applicatjon Form
Correspond

Section

Fiter Overall Reviewer Panel Comments \

Applicant Details

Project Information Show Previous Comments [
Comment Date Added Submission

Supporting Documents:

Signatures

19/05/2017 at 12:20
PM

Which hospital departments are involved? Have they given permission for this? Latest Submission

19/05/2017 at 11:59
AM

The title needs to be more detailed. Latest Submission

Close

Once you have responded to the suggested changes, remember to submit the form again to
send it back to the Ethics Committee. A confirmation message will be shown in your
Notifications section.

Research Ethics ¢

Work Area «

!

Notifications

search
Home  Notifications
Start End
Actions v
100 notifications
t only the specified nurmber o s will show after searching,
[m] Message Attachment ©  Project Short Title Time
0 o epiemEEned . \mvesﬂgatlr!gthe relationship between exercise T x
and longevity
Application returned to author for Investigating the relationship between exercise
[m] -~ P & sating P 12:53 x
resubmission and longevity
Investigating the relationship betw
] ™  Application submitted None VESESMING e TElatonsnip between exertse  yamsmot7 %
and longevity
[m] ®  Application submitted None Examining the benefits of swimming 10/05/2017 %
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Applications Returned with a Decision

When a decision has been made, you will receive an email informing you of the decision.

Possible decisions are:

e Approved

e Conditional Approval

e Not Approved

e Referred to the University Ethics Committee

The application in the ERM system will show that a decision has been made but will not provide
details of the decision. These will be in the email sent to you by the ERM system.

Research Ethics Applications  Home

Work Area v

Investigating the relatig
) longevity

Home Notifications

ship between exercise and 0881

Acfions « Project Tree v

ﬂ-l!i O © Investigating the relajfnship between exercise and longevity
Froject | Creale Form

© 2

Create Sub-  Reviewer
form

@ New Applicgffon Form

Comments Form Status Review Reference Date Modified
.:: ﬁ Decision Made 2017-0881-801 19/05/2017 13:01
Share Print
Navigation Documents Signatures Collaborators Submissions Correspondence History
Correspond
) Show Inactive Sections
New Application Form
Section Questions
Filter Filter
Applicant Details Applicant Details
Project Information Project Information
Supporting Documents. Supporting Documents
Signatures. Signatures
19| gt v
<
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Amendments

If you need to make a change to any of the details you’ve supplied after a decision has been
made, use the Create Sub-form option to complete an amendment request.

Work Area z i : : i
Investigating the relationship between exercise and 0881
## O longevity
Home Notifications
Acfions w Project Tree v
d‘& o @ Investigating the relationship between exercise and longevity
Project | Create Form
© New Application Form
Creale Sub-  Reviewer
form Comments Form Status Review Reference Date Modified
< Decision Made 2017-0881-801 19/05/2017 13:01
Share Print
Navigation Documents Signatures Collaborators Submissions Correspondence History
Correspond

New Applicatid Create Sub-form

Use the Create

Section
- Filter
Sub-form Applicant Desails Select the sub-form that you would like to apply to this form
button to Proct nformstion Amendment Request ~
Supporting Documents
complete an .
ignatures
Amendment
Request Create [l

Detail the required
amendments in the form
with option to upload

Research Ethics Applications
Work Area v

ﬂ 0

Home | Notifications

Investigating the relationship between exercise and 0881

longevity

Research Ethics Applications Home

R , supporting documents
Actions « Stience and Sport
A'il 0 © Investigating the relationship between exercise and longevity
Project  Creats Form @ @
© New Application Form Previous Next
(-] < © Amendment Request — _ °
Delete Ft Sh: a "
EREEETD =i Details of the Amendment(s):
Navigate Print

4
Frompleteness  Submit
Check

Form Status Review Reference o ’ / ‘
Not Submitted NIA & /

Documents ~ Signatures

~ =
~ ™
Refresh Print B '<:
Navigation Documents Signatures Collaborators
o d Save Share (i ]
Supporting documents
oo (]

Amendment Request

Section

Collaborators Completeness
Check

Upload Document

Questions

IS
Amendment Request S=A

Submit

Amendment Request Form

Signature of Principal Investigator

The information supplied above is, to the best of my knowledge and belief, accurate. I have read the university
ethics and clearly my and the rights of study participants, particularly in refation
to obtaining valid consent.

> =

Re-sign the form to submit
the amendment request

Once a decision has been made, you will receive a notification informing you of the outcome.
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Appeals

If your application has not been approved, you have the option to submit an appeal.

WekAea v |nvestigating the relationship between exercise and 0881
## O longevity

Home Notifications

Acfions w Project Tree v

d‘& o © Investigating the relationship between exercise and longevity
Project | Create Form

Create Sub-  Reviewer
for Comments Form Status Review Reference Date Modified

© New Application Form

4 Decision Made 2017-0881-801 19/05/2017 13:01

Share

Navigation Documents Signatures Collaborators Submissions Correspondence History
Correspond

New Application | Create Sub-form
Use the Create Soction

Filter Select the sub-form that you would like to apply to this form

SUb-form Applicant Details
button to Project Information

Supporting Documents

complete an Sigatures

Appeal Form [ Create [JVEES

Appeal Form ﬂ

Detail the reason(s) for your
appeal in the form with
option to upload supporting

Work Area w

Investigating the relationship between exercise and
## 1 longevity

Home | Notifications

Actions v Project Tree v ics Anplicati
& Research Ethics Applications ~ Home Ocu”]ents
A'il 0 © Investigating the relationship between exercise and longevity (2) Actions v
Project  Create Form School
© New Application Form @ @
Science Y]

e < © Appeal Form Provious | Next ience and Sport M
Delete Form Share

1S Form Status Review Reference Navigate Print Reason(s) for Appeal
armeiee gL Not Submitted NA f [ /

~ —

o L u] Documents | Signatures

Refresh Print

Navigation Documents Signatures Collaborators B <:
Save Share (i )

Correspond

Appeal Form H Supporting documents
Section Questions Colaborators Complcieness

A

Submit

Signature of Principal Investigator
The information supplied above is, to the best of my knowledge and belief, accurate. | have read the university

ethics and clearly my and the rights of study participants, particularly in refation
to obtaining valid consent.

Once a decision has been made on your appeal, you will receive a notification informing you of
the outcome.
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Using Folders

By default, all applications are listed together in your Work Area homepage but you have the
option of creating folders to organise your applications.

Click on Create Folder in the navigation panel:

Applications Home  Contacts elp ~ vir AP Plicant ~
Work Area v W k A
Home Notifications

General

Actions v e A
Notifications Signatures Transfers Shared

a0 )
] ]

[Create Folder Delete Folder

© ©

Greate. Delele Fojct Projects

Project
@B &
Duplicate | Transfer Project Transfer
Project D Status
Enter a title for the folder: Create Folder
Folder Title (maximum 40 characters):®
Approved Applications| X
Close

The folder is shown in your work area. Forms can be added using drag and drop to move the
form into the relevant folder.

Research Ethics Applications  Home  Contacts elp - Vir AP Plicant -

Work Area «

P Work Area
Home  Wolifications General
T Notifications Signatures Transfers Shared
=0 -
] ]

reate Folder Delete Folder

© @

creale  DeleleProiect  FOlders

Project
ug v Approved Applica
tions
Duplicate | Transfer
Project \
Investigating the relationship between exercise and longevity  gg7  mraPPlicant  10/05/2017 14:01  19/05/2017 13:01
Projects
Project Date Transfer
Project Title D Owner Modified Status
New - Wr AP 1 017
- Plicant 1
Investigating the relationship between exerdse and . Mr AP 18 7
longevity Plicant 13
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Creating Folders

A message on the screen will confirm that the form has been moved and it is no longer listed in
the Work Area homepage. The number shown in the folder will be updated to reflect the

change.

Project Stored

Home Notifications

General
Actions » -
Notifications Signatures Transfers Shared

-0 -t

Joreate Folder Defete Foider ) O O O
create  DeleteProject  FO|ders ¢

Project
EE v Approved Applica
tions
Duplicate Transfer
Project /I
Projects
Project Title ProjectID v Owner Date Created Date Modified Transfer Status
Examining the benefits of swimming 280 MrAPPlicant  10/05/201713:39  10/05/2017 1355
=t 877 Mr AP Plicant  10/05/2017 13:22
Gl T2 876 MrAPPlicant  09/05/201710:19  09/05/2017 10:52
Appesl Test- Gth May 875 Mr AP Plicant  09/05/201710:08  09/05/2017 10:59 M

Within the folder, you can:

e Create further projects (applications)
e Rename the folder
e Move the project to another folder or back to the Work Area

Research Ethic

Work Area v

# 0

Home Notifications

Approved Applications Projects

3 Project Transfer
Actions v Project Title D Y Owner Date Created Date Modified Status
Investigating the relationship between - Wr AP . R EE
exercise and longevity Plicant

Previous Next

Create  Delete Project  Showing 1o 1 of 1 entries
Project

@& 7/ ‘:“':fja‘f‘"‘f‘cm')‘”'f Move Project

Duplicate Rename
Project Folder
e .
i Project:
Move Project|  Transfer - . - - .
Investigating the relationship between exercise and \onge‘.fﬂ

Destination Folder:

Work Area ﬂ
Select the Project and
Destination Folder. 3 o

Please note — the folder can only be deleted from the Work Area if it is empty.
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