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Introduction

Ethics RM is a flexible web-based management system for Ethical Review Boards (ERBS). It improves the
ethical review process, saving ERBs' time and effort by automating the application, review and feedback
processes. Ethics RM went live in 2013 and has been used across the world to help facilitate the ethical

review process.

If you are new to Ethics RM, then one of the things that you need to do is obtain your own Ethics RM

account.

Obtaining an Ethics RM applicant account is a simple process: you will need a valid email address and
access to the website, where you can sign-up from login.
You should always use your own account to access Ethics RM.

Organisations with Single Sign On (SSO) set-up will create an Ethics RM account on login using their

organisation's login details.



Section 1: Ethics RM Account

1.1 Creating an Account

1. Navigate to the Ethics RM site.

2. Click on New User.

3. Fill in the relevant information and agree to the Terms and Conditions.

4. Click Register and an activation email will be sent to the entered address.

5. Access email and click the activation link provided and the account will now be activated.
6. Click Log in.

7. Log in with your email address and password.

Login

Email Address

Password

Forgotten Password

1.2 Forgotten Password

1. When logging in as an applicant, if the password entered is incorrect an error message will appear.

2. Click on Forgotten Password.

Login

3. Enter the email address of the account you wish to be signed into.

Forgotten Password

A link to reset your password will be emailed to you

[E—— —

4. Click Return to Login.

5. You will receive an email that contains a link that will allow you to change your password. The email
may sometimes be in junk/spam or may be blocked by your Institution.

6. Enter your new password in the box provided and confirm it in the other, both passwords must match.

7. Click Reset Password.



8. You will then be shown a message confirming the change of your password.

Your password has successfully been reset, please click here to return to login page

Your password has successfully been reset, please click here to return to login page

Reminder: the email could be in the junk/spam folder or blocked by your Institution.

Changing personal Details

1. Sign in as an applicant, click on name located top right of browser.

2. Click Personal Details.

Mr. Test Applicant ~

Change Password

Personal Details

Logout

1.3 Changing Password

1. Signed in as an applicant, click on name located on top-right of browser.
2. Click Change Password.
3. Enter old and new password.

4. Click Change Password.

Change Password

Old Password
Niw Password”

Confern New Password®

Section 2: Work Area

The Work Area is on the Ethics RM home page. The left side of the screen displays the Actions pane with

function buttons below. The right side of the screen displays a General Section, Folders Section and an
overview of projects in the user's Ethics RM account.

Actions

A & O
reate Folder Delete Folder Create Projec Notifications Signatures Transfers Shared

B e e 39 0 2 <
eiete Project "l | Move Project




iProject Folders
Transfer
All Projects In Progress test 2020
Projects
Search Projects
Project Title Project ID , Owner Date Created Date Modified Transfer Status
> callzb 2138 Ms Test Applicant 26/07/2021 1437 26/07/2021 1438
¥ testdynamic list 2135 Ms Test Applicant 20/07/2021 14116 22/07/2021 17:38

2.1 Work Area Actions Pane.

]

Create Project

Create a new project.

Delete Projecti

Delete a project (only possible if the main form has not been submitted via Ethics RM).
i

Create Folder

Create a bespoke folder for storage of projects.

Delete Folder

Delete a folder (only possible if the folder is empty).

"2

Transfer

Permanently transfer a project to a colleague.



@s
*

Duplicate
Project

Duplicate an existing project.

$

Move Project

Move a project to another folder or to main page.

2.2 General

There are four tiles at the top of the Work Area. If the tile displays a red number, it may contain items that

require attention.

Notifications Signatures Transfers Shared

39 0 2 =

Notifications - Contains messages that are sent to the user from the Research Office and other research

team members.

¢ Also contains messages automatically generated by Ethics RM e.g. form updates.

Signature - Contains requests from colleagues to digitally sign an application i.e. a request for an

electronic signature.
Transfers - Contains requests to transfer a project to another Ethics RM user.

Shared - Contains information about forms and the level of access another Ethics RM user has shared

with you.

2.3 Folders

All applications are listed together in the Work Area home page. Folders can be created to organise

applications accordingly.

Project Folders

All Projects In Progress test 2020

5 3 0 0



If there are 1 or more custom folders an "All Projects” folder will appear. This will allow you to search for a

particular project.

All Projects
Project Title ProjectID  , Owner Date Created Date Modified Transfer Status
> 2138 st Applicant 24/ 437 26/ 438
b est dynam 2135 20/07/2021 14:16 7:38
> test list Live 213« Ms Test Applicant 20/07/2021 13.08 20/07/2021 1402

2.3 Projects

Projects in the user's Ethics RM account are listed under Projects. To access a project, begin by typing the
project's title in the ‘Search Projects’ text box. Note, this search will not display results that have been

moved to folders.

Projects

Project Title Project ID , Owner Date Created Date Modified Transfer Status
> collab 2138 Ms Test Applicant 26/07/2021 14:37 26/07/2027 14:38
> test dynamic list 2135 Ms Test Applicant 20/07/2021 1416 22/07/2021 17:35
> test list Live 2134 Ms Test Applicant 20/07/2021 13.08 20/07/2021 14:02

The “>" arrow next to the project Title will expand the project to display the associated forms.

Project Title Project ID , Owner Date Created Date Modified Transfer Status
v collab 2138 Ms Test Applicant 26/07/2021 14:37 26/07/2021 14:38
Form Title Form Reference Review Reference App Type Status Form Owner
HREA MIA MIA N/A Unsubmitted Ms Test Applicant

It will display the form's details including status and owner.

SECTION 3: PROJECTS

Upon clicking on a project from the work area, you will be presented with the project page. The left side of
the screen displays the Actions pane with function buttons below. The right-hand side displays the
Project tree, Form status table and Tab functions. The project ID is displayed on the top right-hand



corner i.e. 0288.

Acend Rodent Breeding and Colony Maintenance 0288
sh X
Proct Ry c:cn:_::h:_r.wer Projct Thoe v
3 ﬁ 10 Fodent Bresdng and Coey Mantenance
Hetesn Pt 'gmsm
Aerion Requined Status Raview Rufdrence Application Type Date Madifisd
Yes Not Submitied MNA NA 0671172020 07 55

[ Narngation

3.1 Project Tree

Project Tree w

| © Rodent colony maintenance and breeding | s Project Title

l_[ © Animal Ethics Application | seesssssssd Main Form
[y .
— @ Animal Ethics Annual Report - 12/05/2019 - 19/05/2020 | 1 Sub Form

-_]'r ® Animal Ethics Incident Report - 18/05/2020 - 17:00 ] e Sub Form

¢ Ethics RM is based on forms. The applicant creates a project and a main form simultaneously

¢ From the main form, the applicant can create sub-forms e.g. Progress Reports, Amendments, Annual

Reports.
¢ From some sub-forms, further sub-forms can be created e.g. Site Progress Report, Complaints Report

and Site Notification Form.

3.2 Project Action Pane
Note the below may not all be on display. What is displayed is dependent on what the Ethics RM admin

has made available.

sh

Project

Go to the Project overview.

[+

Create Sub-
form



Create a sub-form from the main form e.g. Amendment, Progress Report, Final Report, Suspected Breach
Report.

<

Share

Enable collaborators to view, edit and manage the form.

2+

Roles

Enable collaborators to view, edit and manage the form.

Completeness
heck

Identify mandatory questions within the form that require information to be entered.

f.

i,
Submit

Submit the application to the reviewing organisation.

g

Print

Generate a PDF of the form.

Comespond

Communicate directly with the Research Office selected as the reviewing organisation, within the form,

only after the form has been submitted.

' |
|
Refresh



Refresh.

3.3 Form Status Table
The form status displays the current activity and status of the form.

¢ ‘Action Required' column: indicates if any actions are required by the user — Yes or No. When the
'Action required' displays Yes, the text is blue, and the user can click the text to run a 'completeness

check’ This lists the actions required before the form can be submitted.

e Status: indicates the status or stage of the form, for example: Not submitted, Submitted, Validated,

Information Requested and Approved.

¢ Review Reference: remains as NJA until the form is submitted and is then populated with a unique
identification code and it is one of the ways to identify a submitted form, along with project ID.

¢ Application Type: identifies the type of application/form submitted for example Human Ethics, Animal
Ethics, Quality Assurance or Bio Safety.

¢ Date Modified: displays the most recent date the form was modified.

Action Required Status Review Reference Application Type Date Modified

Yes Mot Submitted MNIA MNiA 06111/2020 0748

3.4 Functions Tab

There are seven tabs that cover specific aspects of the application and its submission process.

Navigation Documents Signatures Collaborators Submissions History

Navigation

¢ The Navigation tab displays the sections and associated questions within the form. Sections will
become accessible or inaccessible depending on the information relative to the application.

¢ Questions are hyperlinked (in blue) for quick navigation to the relevant section within the form.

Animal Ethics Application

Saction Questions
Section &4
Saction B
Section C
Saction D
Saction E

Secton F

Documents

* The Documents tab displays current supporting documents that have been uploaded into the form.
The details displayed indicate the document type, name, file name, version date and number.
Documents are not uploaded through this tab.



MNavigatian Documents Signatures. Collabarators Submissions History

Documents
Type Diocument Hame File Mame Version Date Version Size View
DM Application CV January 2020 C\ January 2020.doc 2.0MB Download
Download All as Pdi
Signatures

¢ Displays a history of all digital signatures that have been signed on the form and shows all signature
requests. Signatures are not signed under this tab.

¢ To sign a form, use the Navigation tab to access the relevant section for signature requests.

Mavigatior Deocuments Signatures Coliaborators Submissions Comrespondence History

Signatures
Type Signatery Email Signed Date Validity

Project Supervisor sysadmin@infonetica net 29/05/2020 1411 Valid

Signature Requests

Note: There are not any requests pending on this form

Collaborators

¢ Displays all members of the research team who have access to the application/form.

e To view a collaborator's Ethics RM email account, click on the collaborator's name and the email

account will be displayed.

¢ The form owner can edit the permissions for each collaborator only if the access level is assigned

through the Share action.

Collaborators

Hame Access Edit Permizzions
Miss Janice Ly Read, Write, Submit
Ms Test Applicant Project Cwner and Form Owner

Submissions

¢ Displays the Review Reference, the current status of the application/form and the Committee that will
review the application.

e Under PDF you may select Download to print application/form if required.

¢ Each time the form is resubmitted, a new review reference is provided.

w Reference Date Status Committee paf

TEST-2020-20069-89-2 13/05/2020 Submitted by Applicant Default Committee Download

TEST-2020-20069-86-1 1310512020 Archived Default Committee Download



Correspondence
¢ Displays a record of the communication between the user and the reviewing organisation's research
office.

¢ Use the Correspond button under the Actions pane to write and send a message to the Research
Office.

e Correspondence may not always display as it is dependent on whether your organisation has turned
this on.

L+ & | =

R |

History

¢ Displays an audit trail of the application/form.

e The user actions are recorded including actions from the Research Office once an application/form has
been submitted.

¢ Attachments (application/form as PDF) can be downloaded and viewed if an action includes submitting
aform.

Section 4: Work Area Action Pane
4.1 Create a new project

Select Create Project button under the Actions pane in the Work Area.

Actions W k A
=0 -0

R N | O
Create Foider Delete FolderfCreate Project Notifications Signatures Transfers Shared
Detete Project DF“,ED;;{? Move Project 8 9 O 2 4

i Project Folders
Transfer
All Projects In Progress test 2020
Projects

Project Title Project ID , Owner Date Created Date Modified Transfer Status




Enter the Project Title and select a main form from the drop-down list and click create.

Create Project

Project Title

Main Form

Human Research Ethics Applk v

Closa

4.2 Create a folder

Select Create Folder button under the Actions Pane in Work Area.

Actions
. Work Area
a0 -t
N (N O
[Create Foidereleta Foider Create Froject Notifications Signatures Transfers Shared
© & 4
Detete Project Dﬁfo:iég;? Move Project 8 9 O 2 4
" . ‘
i Project Folders
Transfer
All Projects In Progress test 2020
Projects
Project Title ProjectID , Owner Date Created Date Modified Transfer Status
> collab 2138 Ms Test 26/07/2021 1437 26/07/2021 14:38
> i 2 Test Applica 20/07/2021 14116 22/07/202117:38
Enter a Folder Title and click create.
Create Folder
Folder Title (maximum 40 characters).®
|
Close

A new Folder tile (In Progress) is displayed in the Work Area under Folders.



Actions

R N O
Create Folder; Delele Foider Create Project Notifications Signatures Transfers Shared

e & + 89 0 ) 4

IDetete Project Dy:oieite Move Project

i Project Folders
Transfer
All Projects In Progress test 2020
Projects
Project Title Project ID , Owner Date Created Date Modified Transfer Status
> collab 2138 s Test Applicant 28/07/2021 1437  26/07/2027 14:38

Applications listed under Projects can be moved to the new folder using 'drag and drop'.

Select the Folder tile to display the list of projects moved to the Folder.

4.3 Transfer a project

The project owner can use the Transfer function to permanently transfer a project to another Ethics RM

user. This may be when a Sponsor creates an application then transfers it permanently to the
Coordinating Principal Investigator (CPI) or, when the project owner intends to leave the project and
transfers project responsibilities to another collaborator in the research team.

Select the transfer button under the actions pane in the ‘Work Area’

Actions

A & O
Create Foider Delete Folder Create Project Notifications Signatures Transfers Shared

e & + 89 0 ) 4

Delete Project “}:Fo':‘éi;e Move Project

i Project Folders
Transfer
All Projects In Progress test 2020
Projects
Project Title Project ID , Owner Date Created Date Modified Transfer Status

> collzb 2138

e Transfer Projects text box is displayed noting loss of future access to the project.

¢ The project owner enters the ensuing project owner's Ethics RM email address.



e Enter a message to the new project owner (optional).

e Select the correct project from the list and select Transfer button.

Transfer Projects

Please note that you will lose all access to this project

User Project ld Project Title
O 65370 Clinical activities and outcomes in General Surgery

Close

All forms are locked pending the transfer. The new project owner will receive an email notification

regarding the transfer of the project

4.3.1 Cancel a transfer request

The project owner can cancel the transfer request if the request has not been accepted by the new
project owner. In the Project Overview page, under the Transfers tab, select the Cancel button.

P -

© Testries

ransiers
Trandter 18 From Uiet T Udil Regquéitea Dite St Résponie Date Acmsn

Yew Mg Jamcn Ly TS0 133 Eagquesies WA Canos

Transfers

Tranated ig Fraem Uiar o U Raguiitia Date sttt Raspents Dutk Aztien

To get to the Project Overview page, select on the Project button under the Actions pane or click on the

Project Title in the project tree.

Wior Area v

L]

Test roles



v Batecance Appicaton Type Date MoSited

SOAECA. T ROMAEC- 112 vl ETwcs dppicamon

A message indicating the transfer request has been successfully cancelled will be displayed.

4.3.2 Accept a transfer
The new project owner will receive an email notification to log in to their Ethics RM account. In the Work

Area, select the Transfers tile.

A list of all transfers will be displayed. In the relevant message line, select View Project to open the
project as read only

Transfers
Transher Id Project Tihe Frafm Wsar To User Missage Requested Date  ,  Responss Date Status Action
» Test roies i, System Admin You 18052000 12:38 Requesied View Project
To accept the transfer, select the Accept Transfer button from the ‘Actions’ pane.
Work Area » 1 908
# 20 —
Home Notifications.
© Test roles
Actions v &
© Animal Ethics Apphcation
h X
e Tersir Form Status Review Reference Application Type Date Modified
ﬁ Submitted by Applicant 2020-AECA-1908-AEC-1725 Animal Ethics Application 18/06/2020 11:18
Srint Comespond
Navigation Document Signatures CoBaborators Submissions Casespondence Gentre Histary

Show Inaciive Sectior

Animal Ethics Application

Section Il

Applicants

An Accept Transfer text box is displayed. Select Yes to accept the transfer.

Accept Transfer

Are you sure that you want to perform this action?

e I

Ownership of the project is transferred including all sub-forms. The new owner can access the project

from their Work Area and assign other research members access to the project. To reject a transfer, select
the Reject Transfer button.



Once a project transfer has been accepted, it will be in the new owner's list of projects.

4.4 Duplicate an existing project

In Ethics RM, an existing project can be duplicated regardless of whether the project has been submitted

or not. Sub-forms can also be duplicated in this process.

From the Work Area select Duplicate Project.

Actions

A & O
Create Folder: Delete Foider Creale Project Notifications Signatures Transfers Shared

[Delete Projec Oﬁf;}‘éﬁ;e Move Project 8 9 O 2 4
i Project Folders
Transfer
All Projects In Progress test 2020
Projects
Project Title Project D , Owner Date Created Date Modified Transfer Status
> collab 2138 wis Test Applicant 26/07/2021 14:37 26/07/20217 143

¢ A Duplicate Project textbox will be displayed.

Select the project to be duplicated.
¢ Enter a new title for the project and delete the previous project's ID number.
¢ Select Include sub-forms if sub-forms are also to be duplicated

¢ Select Duplicate

Duplicate Project

The duplicate project with the new title will be displayed under Project Title.

Work Area



4.5 Move an existing project

An existing project can be moved from one folder to another.

Work A
-0 -0
A & O
Create Foider Delete Foider Create Project Notifications Signatures Transfers Shared
IDetete Project %Fo:;éﬂ;e Move Projec| 8 9 O 2 4
i Project Folders
Transfer
All Projects In Progress test 2020
Projects
Project Title Project ID , Owner Date Created Date Modified Transfer Status
> collab 2138 s Test Applicant 286/07/2021 1437 26/07/20217 1438
> & 2135 Test Applica: 20/07/2021 14116 22/07/202117:39

Select Move Project then fill in the Move Project screen.

Move Project x

Project:
2/4/2020 v

Destination Folder:

In Progress v

Move Close

The Project Drop down list will list all Projects in all Folders.
The Destination Folder drop down list will list all available folders.

Once in a particular Folder the ‘Move Folder' action is still available.

Actions

© o &

In Progress Projects

Creale  Dojoto projecy  Duplicate

Project Project
i f ‘:] Project Title ProjectID , Owner Date Created Date Modified Transfer Status
Move Projecl  RENATe | Transter 3 HUManEthice Daia 3 1094 VI Test Applicant 20/10/2020 0712 RIS

» Human Ethics Demo 2 EEE] s Test Applicant




> Human Ethics Demo 1992 Ms Test Applicant 1841072020 18:01 19/10/2020 18:26

02/04/2020 1013 12/08/2020 0818

However when you select Move Project it will include in the list, the Work Area.

Move Project b4

Project:

2/4/2020 ~

Destination Folder.

Work Area ~

This will allow you to move the Project out of the Folder and into the Work Area.

Section 5: Project Action Pane
5.1 Create a sub-form

Select the Create sub-form button under the project's ‘Actions’ pane.

Acticing

Rodent colony maintenance and breeding 1928

h[0]< T

9 Animat Ettwca Form
Action Required S Raview Retarence Apglicatian Type Dats Medified
Mo Submined by Apphcant 020-AECA-1028-AEC-1736 Arsmal Ethics Appicartion RO 00 33

A ‘Create Sub-form' box will be displayed. Select the sub-form you would like to create and then select
the create button.

The Project Tree will display the newly created sub-form under the main form.
P!‘O_]etl Tn_ae v

© Rodent colony maintenance and breeding

| @ Animal Ethics Form |

_ New sub-form
| @ Adverse Event }f'/

Project Tree »

| © Rodent colony maintenance and breeding |

\—{ @ Animal Ethics Form |
T i New sub-form
\_{ @ Adverse Event ’0‘/




Occasionally, you may not be able to create a sub-form or view the ‘create sub-form’ button if your main
form or an existing sub-form has a certain status. The statuses that prevent creation are configured by

your organisation.

5.2 Sharing a form through Share Button

In Ethics RM, a project owner or form owner can make the project or form accessible to other researchers
using the Share function.

Select the Share button under the actions pane on a project page.

Aciions Rodent colony maintenance and breeding 1928
FE.E. A 0 f .:: MNote 3 MY X G Update
L+ & B
(-]
.
v @ Anmai Efhay Foem
Action Required Statun Raview Reference Applicasen Type Dace Medrtad

A share text box is displayed, enabling the researcher to add a collaborator's email and a level of access
including: ‘'read’, ‘write’, ‘share’, ‘submit’, ‘create all sub-forms’ and ‘receive notifications’ Select the Share
button.

Share
s"d'“’"j a form enables others 1o view'add the same form depend ng on the level of
access you give them. Please select the users you wish to share this ferm with
Fead
Winte
Submit
Share

Create all sub forms

Select the plus button on the top right-hand corner to add more than one collaborator. Select the minus
button to delete a collaborator.

Once the collaborator has been shared, they will appear under the collaborator's tab.

Share

Sharnng a form enables others. to viewedd the same form depending on the level of
access you give them Please select the users you wish to share this form with

Fead

Write
Submit

Share

Create all sub forms

Recene notfications



5.3 Sharing the form through Roles

In Ethics RM, a project owner or form owner can make the project or form accessible to other researchers
using the Roles function.

Select the Roles button under the Actions pane.

ik Rodent colony maintenance and breeding 1928
d} ('? <: Hote: Thare it k Update
b ﬁ Prigect Tres W
[T a

0 Auenl s P

Agtien Regurrd o Rviaw Retirende Application Trigd

Date Modtsd
ho Suteatied by Agihaet P0P0-AECA 1E30-AEC-1TH Arstral Ettets Apgheation AR 3
Enter the collaborator's email address and select the Role Type.
Select Share Role button.
Share Roles
Sharng a form enables others 1o view/edit the same form depending on the level of access you grve hem. Please sslect the wsers you wish 1o share this form wan
Mt r

The benefits of using roles as opposed to share are that the researcher the form has been shared with
will be able to see up the project tree.

If the collaborator does not have an Ethics RM account

A message will be displayed when a collaborator's email does not exist in Ethics RM.

Select the Invite button to invite the collaborator to create an Ethics RM account.

Shanng a form enables oihers to viewedit the same form dependng on the level of
*Coess you give them . Please seiect the users you wish to share thes form weh

dsizsghdgsdgs.com Read
‘Winte
B Subma
Share
Create all sub forms

Recere nosfications



Sharing a foem enadies cifers 10 viewodd o same form depencing on iha level of azcess you geve them Flsase select he users you wish ia shane i feem wilt

- |

Mods: This Aorm las ncd vk Boen shared with anpona

m L

This raises a green bar across the screen advising the collaborator has been successfully invited.

User has been successfully invited.

Shanng a form enabies cihers 10 veew/edt the same form deper

SCCE%S yOu Qive them Please select e users you 'wish o shy

The collaborator will receive an email notification with a link to Ethics RM to create an account. The

collaborator should also notify the project owner when their Ethics RM account has been activated.
The project owner will need to repeat the steps to assign the collaborator access to the form.

Editing Roles and Share Access

A collaborator's level of access to a form can be changed in two ways depending on whether ‘Roles’ or
‘Share’ has been used to assign access.

Roles

¢ Highlight the relevant form in the Project Tree and select the Roles button under the ‘Actions’ pane.
¢ A 'Share Roles' textbox will be displayed showing the form's level of access that has been assigned to

the collaborator.

¢ Select Remove.
Share Roles

Sharng & Torm enables ohers 18 vigwedd M &g Torm dependng o the level of BICEss you hak Ik Pledie select e U you wash 1o shase this 1eim wah

Ny Jance Ly Sate Appleant

The ‘Share Roles’ page remains presented to allow the level of access to be modified.

¢ Enter the collaborator's Ethics RM email address and new level of access e.g. read, create sub-forms.

e Select Share Role.
¢ The collaborator will receive an email notification informing them of the change in their access level.
Share

¢ Highlight the relevant form in the Project Tree and move to the Collaborators tab.

¢ Select the Edit Permissions button to modify the collaborator's access level.



Collaborators

Name Access Edit Permissions
Miss Janice Ly Read, Write, Submit
Ms Test Applicant Project Owner and Form Owner Edit Permissions

¢ An 'Edit Permissions’ textbox will be displayed. Edit the permissions and select Save.
¢ The collaborator will receive an email or message in the Notifications tile (under the Work Area)

informing them of the change in their access level.

“Roles” Action not appearing for new owner after transferring forms/sub-
forms [For Multi tenant Ethics RM Clients]

Transferring the ownership of forms and sub-forms to users in different jurisdictions is the same as how
you would transfer a form to someone in your own jurisdiction. But there are some differences you should

be aware of.

Just transferring the form alone will not provide the new owner with access, for themselves, to grant

access to additional users to the form using “Roles”.

The ability to grant access via the "Roles" action will not be available to them automatically. For the new
owner to have access to this function the original project owner will need to provide access to the form
using the Roles from their own Ethics RM account before transferring ownership. The role assigned to the

new user MUST include the share option.

Or otherwise, the new form owner can assign their own permissions using_the "Share" action.

5.4 Completeness check

The ‘completeness checker' enables the researcher to determine which form question have not been

completed.

¢ Select the Completeness check button under the project Action pane.

¢ Selecting the blue links will take the user to that question of the form.

Completeness Check

Incomplete: Please complete the following questions

Iniversity

attach a list all SWI procedures that will be used in this protocol

16
#» Flease aftach permils

* Vald From

e qualifications and expenence to perform the proposed expeniment and that the scientific value of the project



Close

5.5 Submit

Navigate to the Actions pane and select the Submit button.
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The system automatically performs a completeness check to highlight any incomplete sections.

Submit

If complete, the form is ready to be submitted. Select the Submit button.

Submit

Complete: Yo

Submit with Auto-submission

If '‘auto-submissions’ has been turned by your organisation, there will be no submit button in the 'Actions’
panel. The form will be automatically submitted when signatures are signed.

Submission will not be initiated immediately, but the form will be submitted within 10 minutes.

5.6 Print

The print button can be utilised to generate a PDF of the selected form to be saved to your local
drive.
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Checking With Tabular Summaries means the generated PDF will display responses where

applicable as a Table. Select Print.

Print Form

With tabular summaries

5.7 Unlocking a form

Upon signing a signature, the form will immediately be locked. Unlocking a form will enable the user to

continue to make edits.

Select the Unlock button.

T
© & 5.2 DECLARATION BY HEAD OF DEPARTMENT @

5.2 Fam savfed that the apphoe
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An Unlock Form text box will be displayed, warning the user that unlocking the form will invalidate any_

signatures. This will require signatures to be re-signed. Select Confirm.

Unlock Form

Perfarming this action will invahdate any signatures on the form. Are you sure?

Confiem Cance

A banner will display 'form unlocked'.

Section 6: Sub-form Action Pane



On a sub-form level, the below actions will be displayed.

6.1 Duplicate a form

Sub-forms can be duplicated using a similar ‘duplicate’ function.
The duplicate function will copy all answers in the form but not copy documents, signatures and

permissions assigned to the original sub-form.

¢ In the Project Tree highlight the sub-form to be duplicated

el Rodent Breeding and Colony Maintenance 1974
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Snare  Tanster FormCanpleteness on
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Aetion Required Status Review Reference Application Type Date Modified

et Submitied NiA NIA D8/11/2020 1420

¢ A 'Duplicate Form' textbox will be displayed if settings allow for a form to be duplicated
e Select number of duplicates required e.g. 2

¢ Select Duplicate

Duplicate Form
Duplicate the current sub form with data

Mumber of duphcates required

Project Tree w»

© Rodent colony maintenance and breeding

@ Anmmal Ethics Forr Mew Sub-form

@ Adverse Event ‘/
Adverse Event

The duplicated sub-forms will be displayed in the Project Tree.

6.2 Transfer a form

A form owner can transfer sub-forms. For the form transfer to be successful the form must first be shared

with the intended new owner either via roles or share button.

e Select the sub-form you would like to transfer on the project tree.

¢ Select Transfer Form button under the Actions pane.
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¢ A Transfer Form To Another User text box will be displayed.

¢ Select the Transfer Sub-Forms checkbox to include other sub-forms that are associated with the

form e.g. a Site Progress Report.

¢ Select Transfer.

Transfer Form To Another User

) Transfer Sub Forms

¢ A Transfer successful message will be displayed at the top of the screen.

¢ The collaborator will receive an email notification informing them of the transfer with a link to Ethics

RM and becomes the new form owner including the owner of any associated sub-forms.

¢ The new form owner is shown under the Collaborators tab.

6.3 Delete a form

The applicant can delete a sub-form if it has been created unnecessarily but can only be performed if the
form has not been submitted.

In the Project Tree, highlight the sub-form which needs to be deleted. Select the Delete Form button

under the ‘Actions’ pane.

Actions
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A Delete Form text box is displayed. Select Delete to delete the form.

Delete Form



Delete form Adverse Event?

If the form has been signed by the signatory, open the form and select the ‘Unlock’ button under the

Actions pane.

Section 7: Other Ethics RM Functions

The Contacts area can be used to ‘save’ and ‘edit’ contact details for project team members. Details

saved in Contacts can be used to populate all Ethics RM forms.

7.1 Contacts

Add a Contact

¢ Select Contacts above the Work Area.

Ethics Forms Beta Test Mode

Work Area

Work Area
# 0
s General
Actions z = = =
Notifications Signatures Transfers Shared

CACAT R e [
0 @

upicate  Transier Folders

¢ Select + Add Contact

Work Area »

#% 10

Home Notifications

Contacts

¢ A New Contact textbox will be displayed to enter the new details. Select Save button

MNew Contact

First Name

Qualficaton

e



¢ New contact details will be displayed under Contacts

Contacts

itle First Su Jrganisa Address Ci ) Email C
Miss Janice Ly Infonetica 9 Help St Chatswood 85203308 Janice ly@infonetica net
Wr Jon Mobbs Infonetica 9 Help St Chaiswood 85203308 jon mobbs@infonetica net
M Joe Black Ciinical Lab 12 Help St Chatswood 85203308 joe black@infanetica net

e Contacts can also be added when completing a form by selecting the Add to Contacts Button.

e Selecting Load, populates contact details from your Contacts List.

Project Team o

Load Add to contacts

Q1.9.1 Title
Q1.9.2 First Name
Q1.9.3 Surname/family name

Q1.9.4 Email Address

7.2 Signatures

Sign a signature

To sign a signature, select the Sign button.

5.1 DECLARATION BY PRINCIPAL INVESTIGATOR @

5.1 By signing this appiication, | declare that [ have read and agree to abide by the conditions of the Australlan Code for the Care and
User of Animais for Sclentific Procedures (Bth Ed, 2013) and any othér relevant Univarsity andior stalulory réquirerments

o

The ‘completeness checker' then automatically runs and displays results to highlight any incomplete
questions. Each incomplete item will be displayed as a link to the relevant section.
Enter your Ethics RM details and select Sign.

Sign Form

Please enter your login details in order 1o sign this form

A banner will display 'signature successful' and the message under the signature will display indicating
the form has been signed.



5.1 DECLARATION BY PRINCIPAL INVESTIGATOR @

5.1 By signing this appication, [ deciare that | have read and agree to abide by the conditions of the Australian Code for the Care and
User of Animals for Sclentific Procedures (Bth Ed. 2013) and any other refevant University andior statutory requirements.

Sigred Ths faem wirh Sgewed by Ms Test Apg

Request a signature

To request an electronic signature from another user, for example the Head of Department or Facilities

Manager, select Request Signature button.
¢ The 'completeness checker’ automatically runs to highlight any mandatory incomplete sections. Each
incomplete item will be displayed as a link to the relevant section.

¢ When all required sections of the form have been completed select Request Signature.

5.2 DECLARATION BY HEAD OF DEPARTMENT @

5.2 |am satisfied that the applicant has the appropriate gualifications and experence fe perform the proposed experiment and that the
scientific value of the project justifies the polfential effects on the weifare of the animals.

Enter the signatory's Ethics RM email address and message and select Request.

Request a signature

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

The requested signatory will receive an email notification with the signature request, a message and a link
to the Ethics RM Log in/Signatures page. If the signatory does not exist in Ethics RM, there will be an
Invite button to invite user to join Ethics RM.

Accept or Reject a Signature

If a user has been requested for a signature, they may ‘accept’ or ‘reject’ a signature.

Select on the Signature tile in the Work Area Page.



Work Area

General

Notifications Signatures Transfers Shared

% 2 L 6

If a signature has not been ‘accepted’ or 'rejected’, the status will be ‘requested’. Click View Form on the
project that you would like to sign.

Type Project Tithe ProjctiD  Reguesting User  Messsge | Requedted Dite . Redponse Date  Sistus Agtion
Dector Fadent colorry mainterance and breecing 1925 M3 Test Apphcant ORI 1 4F Requesied |\t Form

Select either 'sign’ to proceed with signature or ‘reject’.

Actiona »

Animal Ethics Form e
- f; x Form Guidances @
1.0 Nams

‘a

Insert Insftutions

A ‘sign form' textbox is displayed. The signatory enters their Ethics RM login details to sign the form and
selects Sign.

Sign Form

Please enter your login details in order to sign this form:

Usemame Password

Sign Close

A banner displays 'form signed successfully’, and the applicant receives an email notification indicating
the signature request has been accepted by the signatory i.e. the form has been signed.

Upon selecting the Reject button, a Reject Signature text box will be displayed. The signatory enters their
Ethics RM login details. A reason can be entered but is not mandatory.



Reject Signature

Please enter your login details in order to reject this form

Reason:

SSO

If your Institution uses Single Sign On (SS0O), you will not need to enter in your Username and Password.

Clicking 'sign’ will sign the form without any further steps.

Following the acceptance or rejection of signature, the status will change from '‘Requested’ to ‘Signed’ or

‘Rejected’ on the list in the Signature Tile.

Superviscr  Rodent colony maimenance and teeeding 1828 i4s Test Appbcant OR0AS2020 1206

Fiodent colony mairtenance and teeading 1524 Wis Text Appicant OOR000 1142 O2OLR0 1204 Signed

7.3 Update a project

A notification to update a project will appear when there has been a modification to a form or a process

within Ethics RM. This action ensures access to the most recent version of forms used in Ethics RM.

¢ Only the project owner may update a project.

e Approved forms retain the version they were approved at.
e Forms and sub-forms that have been submitted or under review will also be updated.

¢ Forms with electronic signatures applied but not submitted, should be updated after submission,

otherwise updating will invalidate electronic signatures.

How to update to a newer version

¢ Print and save a copy of any unsubmitted forms before the project is updated to ensure no data is lost

by using the print action button.

TS

Print

¢ The Update prompt is viewed by the project owner at the top of the form. The project owner clicks on
the 'Update’ link.

Note: sar rsion of proj Update



¢ A pop-up message displays information about electronic signatures on unsubmitted forms which will
be invalidated if a project is updated. Select the Update button to update the project.

Update Project

Note: This will update all the forms within this project.
Any electronic signatures on unsubmitted forms will be invalidated — NOTE updating does not
invalidate signatures on submitied forms

Update Description

* A Message box will be displayed informing the project owner of the update.

¢ |f the completion of a form is in progress, select the Completeness Check button under the Actions
pane to check if additional data entry is required as the new version may introduce additional

questions into the form.

¢ An Update prompt is also seen by collaborators and form owners should advise the project owner of
any need to delay the update. For example, if the form owner is working on a form with unsubmitted

electronic signatures.

How to find the form version?

¢ The form version appears at the top right-hand corner of the screen when the form is open.

¢ The most recent date a form has been edited is displayed under Date Modified below the Project Tree.

7.4 Shared Questions

When signed in as an applicant, while completing a sub-form you may encounter a ‘locked question’ or a

question that already contains an answer with a red ‘shared icon’ on the right-hand side of question.

1.4 Please anter he short fitle of this aroject: (must be same a5 on ethics approval]® T <

This is because the question is shared with another form which has been already been completed or is
locked. On the instance that it is unlocked you will be informed that any changes made to this question will

affect the corresponding form.

7.5 Dynamic Questions



Dynamic Questions is a new feature that enables the applicant to reference and reuse ‘repeatable
question’ responses. This feature is particularly useful when researchers have to re-enter the same
information multiple times. The feature will also concatenate repeatable responses from the source
question. When filling out an application form on the Forms side, a user will answer the repeatable
question creating as many instances as required. When selecting from the Dynamic question, all selected

options will appear.

Repeatabile Cussban

Animal Type

Bird

Age

1
S |
Repeatable Question
Ammal Type

Mamuma

Agt:

Dynamic Question

Bard- 1

This is what the dynamic question will look like, once the instances are selected on the Form side and

Reviewer side.

Dynamic Question

viamimal. 2 % || Birgl- 1 X

Removing/changing a repeatable instance whose response is the source of a Dynamic
Question

Removing or changing a repeatable instance that is the source to a Dynamic Question will result in the
answer to the Dynamic Question being removed or changed to reflect the new answer. All other instances

in the selection should remain unchanged.

For example, If Bird-1 Source repeatable question is removed, you will be left with Mammal-2 as the only

dynamic question instance.



Repeatable Question
Animal Type
Marmmal

Age

r

Repeatable Queshon

I

Dynamic Question

Mammel- 2 3 || Berg . f 3c

As seen below, Bird-1is now removed and only Mammal-2 remains when the second repeatable question

is removed.

Dynamic Question

Mammal- 2 %

When changing the source question answer for example from Mammal Age 2 to Age 1, the new answer will

show Mammal - 1 in the dynamic question.

7.6 View as a Table

This feature allows for applicants and reviewers to view selected fields in a Repeatable Question Group

(RQG) as a Table.
The aim of this feature is to help Forms users and Reviewers more easily read information in repeatable

questions both in the form view and in the print.

Select View as Table button after any configured RQG. After the question instances have been created,

filled out and saved, the button will become available.

Animal Details
Animal Type
Mammal

Age

4

Gender

Male
® Female
' Mala/Female

e




This is the table view. Select View as a form to revert back to form view.

Animal Type Age Gender
Birg 2 Femae
Mamma 4 Femabe

Al Braioe



