Research Ethics System
How To Re-Submit A Staff Application Returned by Ethics Committee

S~ This symbol represents a handy tip or further information.

This document details the steps to re-submit your application if it has been returned by the
College Research Ethics Committee.

1. LoggingIn

Open Chrome, Internet Explorer or Firefox and log in to the system through the Business
Systems front door page - https://frontdoor.spa.qgla.ac.uk/login/ using your GUID and
password.

This page is also accessible from the MyGlasgow portal/Business Systems.

o1a| University :
i of Glasgow  Business Systems

IReg\ster Here IT Services

IHEIP Business Systems Web Front Door

Please enter your username and password® below and then click on the Login button.

Username

Password

Click on Research Ethics System

University -
ofGlasgow  Business Systems

Imgﬂut IT Services

Application List for (logged in as gustaff)

Welcome to the [T Senices Web Applications facility. Below is a list of the senices available to you - simply click on the relevant link.

BIOnline &

EDRMS Utilities

..; Electronic Document and Records Management (EDRMS) (i}

e .{- Exam Papers

HR - Payroll Reporting Tool &

HR/Payroll System &
m Research Ethics System (1]

Tender Documents Viewer &

2. Committee Changes: Notifications

You will receive an email from the system notifying you that your ethics application
requires changes. It will look similar to the one below
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e : lication Retumed - [ Staf Re-Submission: Committee Require Changes - [200120009] - Message (HTM.. (s =) ]
L) - — = |
—/ | Message L7

b : -- Ly T By |~ [ b 34 Find
= x 1 - — % Safelists = || o= Y‘ [
—d = sl & Lo el B 3, Related -
Reply Reply Forward | Delete Moveto Create Other Block I Mot Junk Categorize Follow Mark as
ta All Folder~ Rule Actions= | Sender - Up~ Unread || ki Select -
Respond Actions Junk E-mail T Qptions ] Find |
From; edrms@glasgow.ac.uk Sent: Thu14,/02/2013 15:36
Ta: Sara Somerville
Co
Subject: Research Ethics Application Returned - [ 5taff Re-Submission: Committee Require Changes ] - [200120009]

| 1

The following research ethics application requires revision and re-submission:

Task Resubmission

Project Title Staff Re-Submission: Committee Require Changes
Application Number 200120009

Committee College of Medical Veterinary and Life Sciences

Please log in to the Research Ethics System to review this application and make any changes as required in the Resubmission Document

This is an automated message. Please do not reply to this email.
IT you need additional help, please contact your ethics administrator or visit the [T Services helpdesk.

To view a list of your applications that require action, click on the My Tasks menu item

a| University Research Ethics System  toggedina=

f Glasgow

Create Draft Application . . .
= University of Glasgow Research Ethics System

Welcome

The Research Ethics System enables University of Glasgow staff and students to create and submit ethics

- Draft

applications for non-clinical research involving human subjects.
- Active

Getting Started
- Completed

Craating an Annlicration

The My Tasks screen opens displaying the application that requires action, the Task will be
displayed as Resubmission.

My Tasks

These are your tasks awaiting action.

Click on the Application Number to view the application details and documents.

Receved Date

Application No.  Title Committee

Staff Re-Submission: Committes College of Medical veterinary and  14/02/2013

Require Changes Life Sciences

Click on the Application Number to view the full application details (as shown above).

Page 2 of 7



Research Ethics System
How To Re-Submit A Staff Application Returned by Ethics Committee

e A copy of your documents which were initially submitted to the committee are listed
on the Previous Submission Documents tab.

Project Tk Staff Re-Sulbmsson; Commttes Regqure Changes
AppECation fan: 0T TG0 STatus CHanpes Feguedd
ComrmtTeas Cokage of Madaal Bl Mirs Sara So-rmenvilla

Currant Susbmessan Dooy Pravious Sudbmsson Documeants {1

st ede the Resubmesson DoousTsent

00

Resubmitting an Agpphcation: Balh I
ndiatng how you have addeessed thve feadbags,
Ageplication Foom and Supporting ocusmesy B8

Add docurmsents n support of thiEs ethics applcaton befow by dcldng Ads’ Docwment. Ploase note ondy OHE Applcaton

form Gan e wpioaded,

Doruimeeng Typd m PoTumant My
= Apalcation Form . Ressadch Erfiecs

“Select Actar Apphraton Fosir, foss B Cae Do ryils 19/ 02301 E
o [

-Salact Actiar OV Resaarcharl doc Mri Sanm SOmeandiie 14/ D2 301

1 Add Docuirmesnt

w
Partcipant Infoirmation | mgar =
Fan for Cheldran Fagan
| il
Cosmerit Foarm g - -
| i ———
Fesihrmmmaiasi Diocurmen e Rosubrmesaon

EHACE. WrrA Docsment.docs L0201
Supportng: Dadument Fada o :

Al Docurments for 200120003

Comneaibs Dacumeaks

Drourmeasng. Ty ] 1 Do PN B Mg EFeng By B
Cofated Comemants ~ Major Changes
Al Bagoired. doos L4032/ 2013
Task: Resulsmisseon S ohubict e SR Tlirm

To view the changes required by the ethics committee go to the Comments Documents
box at the bottom of the screen. Click on the Action drop down list to the right of the
Collated Comments Document Type and choose Download.

Comments Documents

Document Typs @ Action Document Hame Modified By  Modfied Dption
Coliated Comments |-Select Action- v | rminor 04/07/2013
. g Changes.dood
-soiect Acon- |l
| Downioad I
Task: Resubmission — Sedect an Option — [ Submi

2~ If an error message/warning is displayed when you try to download a document
this may mean that pop-ups are disabled on your machine, please enable pop-ups/allow
downloads.

If the document seems to have ‘disappeared’ after you have enabled pop-ups and

downloaded your document, please choose Download again from the Action drop
down list, your document should now open in Word etc.
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3. Edit Application Documents

The committee may have requested that you make changes to the documents in your

application.

Copies of the documents from your original application are displayed on the Current
Submission Documents tab to enable you to edit these if necessary and re-submit.

Make changes to an existing document: to edit an existing document click on the Action

drop down list to the right of the document you wish to change and choose Download (as

illustrated below).

Current Submission Documents Previous Submission Documents (1)

Application Form and Supporting Documents

Add documents in support of this ethics application below by dicking Add Document. Please note only OME Application
form can be uploaded.

Document Type @ Action @ Docurment Name

Maodified By

Modified

* Application Form

oV Select Action-

Download Cv-docx

Upload Changes

In Internet Explorer a File Download pop-up box opens, click on Save to save this document

outside of the system in order to make your changes.

-Select Action- Application Form.docx Ms Susan MacMilan

Ms Susan MacMillan

Z = e
File Download

Do you want to open or save this file?

ﬂ:‘;‘ _, MName: Application_Form.doot

From: fdtest.spa.gla.ac.uk

I I Type: Microsoft Office Word Document, 9.80KB

l Cpen J I Save J [_ Cancel ]

harm your computer.  you do not trust the source, do not open or

|_f ; While files from the Intemet can be useful, some files can potentially
b save this file. What's the sk ?

13/05/2013

13/05/2013

Once you have made changes to the document, save it locally and close it, then click on the
Action drop down list to the right of the document you wish to replace and choose Upload

Changes.

Current Subrmekon Dotumants

Application Form and Supporting Documents

Add documents n support of ths ethice appication balow by cicking Add’ Docwment, Mease note only ONE Appication

faemn can ba udloaded.

Documant Type @ Acton @

o b
Rocon Fomm Iﬁm > 1 Apphcaton Formudoox  Test Student

i ¥ Researcherl.doox Test Student

Participant Information

15/0372013

15/03/2013
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A pop-up box is displayed entitled Select a Document for upload to the Application. Click on
the Browse button to locate your document and select it then click on Upload.

Select a Document for upload to the Application

Attach document

e | o] |

Do not add documents to provide the changes requested by the committee to the
existing documents, these should be edited as described below and changes uploaded.

Replace a document: to overwrite an existing document, click on the Action drop down list to
the right of the document you wish to replace and choose Upload Changes.

Add a document: to add documents to this application click on the Add Document button to
the right of the Document Type you wish to add. In Internet Explorer a Select Document for
upload pop up box opens. Click on the Browse button to the right of the Attach Document text
box. A Choose File to Upload pop up box opens in Internet Explorer. Once you have located the
document, click on it and click on Open. Then click on the Upload button.

You can add more than one document of each type, apart from the Application Form.
Each document you add is saved to the application on upload - you may exit the system and
return to the application as many times as required.

Once you have completed your changes you must edit the Resubmission Document
indicating how you have addressed the committee’s feedback.

4. Edit a Resubmission Document

A copy of the Collated Comments document has been placed in with the Application
Documents and re-named the Resubmission Document.

Click on the Action drop down list to the right of the Resubmission Document and choose
Download.

In Internet Explorer a File Download pop-up box opens asking if you wish to Open, Save or

Cancel. Click on Open to edit the document and fill in the relevant sections explaining how
you have addressed the comments that the committee have made about your application.
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J Current Submission Documents " Previous Submission Documents (1) |

Resubmitting an Application: Before resubmitting your application you must edit the Resubmission Docurment
indicating how you have addressed the feedback.

Application Form and Supporting Documents

Add documents in support of this ethics application below by clicking Add Docusment. Please note only OME Application
form can be uploaded.

Document Type @ Action @ Document Mame Modified By Modified
* Application Form -Select Action- - Application Form.doce  Ms Susan MacMillan 03/07/2013
W

Add Document

Participant Information e

Plan for Children Add Docurment

Consent Form Dl —

Resubmission Document -Select Action- Resubmission 04/07/2013

Document.doocx
-Select Action-

Download

il

Supporting Document

Al Documents for 2oo1zoo05| YPlead Changes

Once you have finished editing this document choose Save As and save your document to
your desktop or local drive etc. and close it.

To upload the document you have edited click on the Action drop down list beside
Resubmission Document and choose Upload Changes.

Resubmission Document | [-Select Action- Resubmission 04/07/2013

Docurnent.doox
-Select Action-
Supporting Document

T
All Documents for 2001 2mag, Upload Changes

A pop-up box is displayed entitled Select a Document for upload to the Application. Click on the
Browse button to locate your document and select it then click on Upload.

Select 3 Document for upload to the Application

Attach document

After uploading the edited Resubmission Document click on the drop down list at the bottom of
the screen to the right of the Task: Resubmission. The list displays the following
recommendations:

o Resubmit Application

o Withdraw Application

Comments Documents

Document Type @ Acti

_— Opftion
-- Select an Option —

Collated Comments T 013
Withdraw Application
Task: Resnhmission Select an Option Submit
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Once a selection has been made the Submit button becomes active, click on it. A message is
displayed indicating that you have successfully resubmitted your application, click on OK to the
message and you are returned to the Home screen.

- You can track the progress of your application through the My Applications/Active menu
item.

- The Resubmission task will remain in your task box until you have uploaded an edited
Resubmission Document and submitted your application. If you do not edit the Resubmission
Document you will not be able to resubmit this application.

5. Help and Support
If you have any queries or questions about the system please contact your college
research ethics administrator (these details are on each of the college ethics web
pages accessible from the system through the College Ethics Committees menu
item).

or
Submit a support call via the IT Services Helpdesk page -

http://www.gla.ac.uk/services/it/helpdesk/

Login using your GUID and Password
e Click on submit a new request
e Choose Problem Category: Business Systems
¢ Then choose Research Ethics System

End
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