Research Ethics System
How To Create A Staff Ethics Application

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

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

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

oTa| University :
@ of Glasgow Business Systems

Pl

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

(6| University .
\3 of Glasgow Business Systems
|Logout IT Services
Application List for (logged in as gustaff)

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

BIOnline &

EDRMS Utilities

u Electronic Document and Records Management (EDRMS) (i}

% é Exam Papers

HR - Payroll Reporting Tool &

HR/Payroll System @
m Research Ethics System (i}

Tender Documents Viewer &

2. Download Template

The application form and templates for your ethics committee are available to download via
the Download Templates menu item.

Click on the Download Templates menu item to the left of the screen.

Click on the Committee List drop down list and choose the college ethics committee you
are going to submit your application to.
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Document Templates for download

Please select an ethics committee from the drop down list below to view the associated templates. Click on the

document name to open or saveit - you must save your completed document outside the system.

For further information and advice on submitting an Ethics Application and the details of your ethics
administrator, please refer to your College Ethics Committee Webpages - these can be accessed from the College
Eihics Committees menu item on the left.

Committee List

Committea

College of Medical Veterinary and Life Sciences

College of Science and Engineering

College of Social Sciences

To download the application form template click on the Application Form text in blue

Document Templates for download

Flease select an ethics committes from the drop down lst below o view the ssocated templates. Click on the

document name {o apen oF save it - voo most save voor completed domment outside the system.

For farther information sad sdvies on ubesirting an Ethics Applicstion and the derails of voor sthics
administrator, please refar to your College Ethics Committes Webpages - these can be acoeised from the Colfege

Frhica Commuittees menn item on the beft.

Commteg Lst
Cobege of Medcsl Wetermany and Life Scances

In Internet Explorer a File Download pop up box is displayed, click on the Save button and
then click on Save again to save the document to your computer/desktop/memory stick.

Once the document has been saved click on the Open button from the Download complete
box. You must save and complete your documentation outside the system.

2~ To download further templates click on the appropriate document name to open it.

3. Create Draft Application
Click on the Create Draft Application menu item to the left of the screen

Click on the Choose Ethics Committee drop down list and choose the college ethics

committee you wish to submit your application to (as illustrated below).

Create Draft Application
Y Y

Choose Ethics Committee:
| 4]
College of Arts

College of Medical Veterinary and Life Sciences
E College of Science and Engineering

¢ College of Social Sciences

Please Note: If you exit this screen without dicking on Create Draft Application your application will not be created.

Create Draft Application
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Click in to the Project Title text box and type in the name of your project (this can be edited
later if required before submitting your application).

Create Draft Application
Y Y

Choose Ethics Committee:
College of Medical Veterinary and Life Sciences E

Project Title:
‘ Test Staff Application| |

Once you have entered these details click on Create Draft Application - this will save your draft application to My
Applications-Dralt where you may edit, delete and upload documents before submitting your application (these
documents will be saved to your application on upload).

Please Note: If you exit this screen without clicking on Create Draft Application your application will not be created.

Create Draft Application

Click on the Create Draft Application button.

The draft application is created, the screen refreshes and you are automatically re-directed
to the My Applications/Draft screen.

An email notification is sent to you with the details of your draft project number, similar to
the one below.

From: ResearchEthicsSystem@glasgow.ac.uk

Sent: Date

To: [Name]

Subject: Research Ethics Application Created [Test Staff Application]-[D1363713461015]

Dear [Name],

The following research ethics application has been created:
Project Title Test Staff Application

Application Number D1363713461015

Committee College of Medical Veterinary and Life Sciences

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

helpdesk.

4. Upload Documents to Your Application
Click on the My Applications-Draft menu item

Croats Deafl Application

My Draft Applications

Diéwnioad Tamglates

M . Documents are saved to vour application on upload - vou can exit the systom at anv tme and return to voar
application at a later date to uplead and medify your decuments before submission. Once vour application is
submitted for review vou will no langer be able to edit or delete vour documentation. You may delete or
withdraw vour application when it is in the draft or resubmission state.

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

Applcaton Na. Tila Commites Cusrrant State

Test Staff Applcation Cobege of Medcal Veternary and Lfe Soences Daft
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To view your full application details click on the Application Number beginning with a ‘D’
and displayed in blue text

On the Current Submission Documents tab click on the Add Document button to the right of
the Application Form Document Type (see below).

Project Titks Test 5:aff Apphcation ods
Applcation Mot D 3651 7030547 Status: Draft
Coemmitiea: Codege of Medical Vetsrnasy and Lfs Soences PE M S Somarvlie

Current Submession Dotuments

Application Form and Supporting Documents

sdd documents i sepport of this ethics applcation baiow by dickng Add Becmens. Pleate note only ONE Appication
form can be uploadied

Docamert Typa (2 S DocwTant Hame Modified By

= Add Dooament
Particpant Information
articpant Information i o

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 your
Application Form click on it and click on Open. Then click on the Upload button.

You can add an additional document(s) to this application using the Add Document button
to the right of the document type you wish to upload.

Z- Each document you upload is saved to your application - you may exit the system and
return to your draft application at any time.

The red asterisk indicates those documents that are mandatory and must be included

for this college ethics committee application.

If you wish to edit your project title click on the blue edit text at the end of the Project
Title at the top of the screen, edit the text in the pop-up box and click on Save.
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5. Edit/Replace a Document

To edit a document you have already uploaded, click on the Action drop down list to the
right of the document you wish to change and choose Download.

Project Teke: Test Swaff Applcation sdn
Applcation Mo; D1365170930547 Status: Dratt
Cormmiites: Colege of Medical Veterinary and Life Scences PL Mr§ Sara Somenie

Current Submission Documents

Application Form and Supporting Doouments
Add documents in support of ths ethics applcabion below by chdong Add Docwrment. Please note only ONE Applcation
form can be uplcaded.

Document Type (@ action (D Docurnent Name Modfied By Moddied
o Selact Action- Apphcation Formdood.  Mrs Sare Somendle . 05/04/2013
v

& 1 W Ressarcher] docx Mrs Sara Somervills 05/04,/2013

Participant Information

Deleta
“Add Document |

Plan for Chidren

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.

Project Title: Test Staff Application edit
application Mo: D1365170930547 Status: Draft
Committes: College of Medical Veterinary and Life Sciences PI: Mrs Sara Somerville

- File Download
| Current Submission Document

is file?
Application Form and Suppa Do you want to open or save this file?

Add documents in support of

MName: OV _Researcherl.doox
form can be uploaded. -

Type: Microsoft Office Word Document, 9.69KB
From: fdtest.spa.gla.ac.uk

Document Type @

* Application Form

Open ] [ Save ] Cancel

cv

ham your computer. i you do not trust the source, do not open or
save this file. What 's the rslc?

i a | While files from the Intemet can be useful, some files can potentially

Participant Information

Plan for Chidren

Consent Form Al DL

Supporting Document

2~ If an error message or 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 your 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/Excel etc.
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To upload the document you have edited, click on the Action drop down list and choose
Upload Changes.

Project Tithe: Test Staff Appcaton adr
Apphcation Ho: DE36S1 70030547 Status: Draft
| Committes: Colege of Medical Vaternary and Lfe Sciences P

Current Submasion Documents

Application Form and Supporting Documents

Add documents in support of ths ethics applcation below by cidong Add Document. Please note only ONE Applcation
form can be upkaded.

-Salect Acton- " | Appkcation Formudooe  Mrs Sare Somende  05/04/2013

:i €V Researchierl.doox  Mrs Sara Somenlla  05/04/2013

Particpant Infar

Pian for Chidren

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 Docurment for upload to the Application

Attach document
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6. Submit Application
Once you have completed your ethics application you must submit it for review.

Click on the My Applications-Draft menu item

Crente Dra® Appleation

My Draft Applications

Cownigad Templates

My Tarsks (1) Documents are saved to vour application on upload - you can exit the system at any Hme and return to vour
application at a later date to upload and madify yoar docoments befare submission. Onece your application is
submitted for review you will no longer be able to edit or delete yoor documentaton. Yon may delete or
withdraw vour application when it is in the draft or resubmission state.

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

Annhcation No. Eh Clrent State

Collegs Ethics CommiBass
Teg Sral Anpboiman Colage of Madaml Veternary ind Lfe Soenced Draft
Help

To view your full application details click on the Application Number beginning with a ‘D’
and displayed in blue text

Click on the drop down list at the bottom of the screen to the right of the Task: Submit
Application and choose Submit Application.

| Project Title: Test Staff Application edic
Application Moz D1365170930547 Status: Draft
Committee: Colege of Medical Veterinary and Life Sciences PL: Mrs Sara Somarville

| Current Subrission Documents |

Application Form and Supporting Documents

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

Documment Type @ Document Nama Modified By Modified

I-SE|E'Ct Action- Application Form.doot  Mrs Sara Somerville 05/04/2013

!-_‘_j_e_lg_Ct_&CEiQ[}- | CV Researcherl.docx  Mrs Sara Somervile  05/04/2013

* Application Form

cv

Add Document

Participant Information AT e At

Plan for Children A Do ReRE

Consent Form A BB TeAE

Supporting Document

Submit Application

L Delete | |
i :
Task: Submit Application Eeiach At Subymit

Once a selection has been made the Submit button becomes active, click on it and click OK
to the success message. An email notification is sent to you with the details of your new
project number.

=~ You can track the progress of your application through the My Applications/Active
menu item.
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7. 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
* Click on submit a new request
* Choose Problem Category: Business Systems
* Then choose Research Ethics System
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