Research Ethics System
How To Create A Student 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.

oTa| 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

[¢Ts| University -
of Glasgow Business Systems
ILogout 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 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 save it - you must save your completed document outside the system.

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

Committee List

Gt [ —

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 hst below to view the ssacated templates. Click on the
document nams to open or JAVE it - VOO Mnst save your completed domment cotside the system.

For forther information and advice on submitting an Ethics Application snd the details of vour ethécs
administrator, plesie reder to your College Ethics Committes Webpages - these can be acoessed from the College
Erhics Commiiters menu item o the loft.

Comendtos L

Colege of Medcl vetenmary ind Life Soences

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

- You must have an agreed supervisor before creating an 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.
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Create Draft Application
—

Choose Ethics Committee:

Committee

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

¢ College of Social Sciences

Applications-Draft 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 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
— el

(nobse Efics Commmes:
Colzge of Medical Veternary and Lfe Sciences El

Projact Tioa:
Test Stodent Apphation

Projact Supanasoe
Onice you have antered thess detals cek on Create Draft Application - thi wil save your 0t aopkcaton to My
Applica

tions-Draft whena you may' ede, delete and upiad docuements bafors webmitting your apphtation {these
documents wil be sved to your appbeation an wpload).

Please Nobe: [f you ext this sreen without dicking an Create Draft Application your applction wil not be orested,

Craate Draft Applcation
 FetmcimciueBntotel ki i it A

Click in to the Project Supervisor text box and begin to type the name of your supervisor
(this is not case sensitive) once the name you require is displayed click on it to select it.

- You can type the first name and/or the surname of your supervisor into the Project
Supervisor box (without their title, e.g. Professor) and the system will search the list of

University staff for you to select from.

Create Draft Application
S [ ——

Chooss Ethics Commites:
Colege of Madical Vakernary and Lifs Scmndes E

Project Take:
Test Student Aapication

Prodect Supansps:
M5 Susan Mackias - i

Orca vou ks antacsd these datals chek on Create Dealt Application - this wil 2 your draft spphcation bo My
Applea tions-Dralt whers you may &0, delste and uplaad documants bafire submitting your apphaton (these
documents wil be saved to your appication on uplad).

Pease Noke: If you exit the screan without dokng on Create Draft Apphcation your apphanon wil not be created.

Create Draft Apphcaton

Click on the Create Draft Application button.
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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 [mailto:ResearchEthicsSystem@glasgow.ac.uk]
Sent: Date
TO: XXXXXX
Subject: Research Ethics Application Created [Test Student Application]-[D1361809210653]

Dear Test Student,
The following research ethics application has been created:

Project Title Test Student Application

Application Number D1361809210653

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

My Draft Applications

My Tasks (1 Documents are saved va your application on upload - you ean exit the system at any time and return to yoar
application at a later date vo upload and modify your documents before submission. Once vour application is

1k — i : - . i
submitted for réviesw you will no longer be able to edit or delete vour documentation. Yoo 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 documaents.
Application Mo, Tk Cormrmttes Current Srats

rlans PO Comiiass -+ ; Fal
~0R80W SIecs Comnmiee Erudant Anpkcaten Colege of Medan Vetemady and Life Draft

SOsHALES

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).
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Project Tihe: Student Applcation edit
Applcation No: D1361809210653 Status: Draft
Committee: Colege of Medical Veterinary and Life Scences Supenvisor: Mz Susan

Current Submission Documants

Applcation Form and Supporting Documents
Add documents in support of this ethics applcation below by dicang Ao Document. Please note only ONE Applcation

form can be uploaded.

Document Type @ ccion @ Document Mame Modified By Modfed

" Aopication Form Add Document
v Add Document
Participant Information

Add Document

fryr
Pan for Chidren Add Gooumant

Conzant Form P a—

Supportng Document Add Document

Task: Submit to Supervisor |~ 5S¢t an Ootien —

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.

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

Z- 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.

Page 5 of 8



Research Ethics System
How To Create A Student Application

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 Tila: Student Appbcation edf
Apphcation No: D1361809210653 Status: Draft
Committes: Colege of Medical Vetermary and Lfe Scences SUpenson Ms Susan

Current Submussion Documents

Application Form and Supporting Documents

Add documents in support of this ethics apphication below by cicking Add Decument. Please note only ONE Apphcation
form can be uploaded.

Document Type @ action (D

Document Namea Modified By Modified
- lication Form Y
AT, [m [“ | Appication Form.doox  Test student 15/03/2013
o - "
CV Researcherl.doox  Test Student 15/03/2013
| Delete
Particpant Information :me e
Plan for Children Add D &
Consent Form Add Document
Supportng Document Add oy
T —
Task: Submit to Supervisor | — &kct an Ootion - 1 Subme

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.

My Applications

| Current Submission Documents |

- Draft
Application Form and Supporting Documents

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

- Completed

Document Type @ Acton @ Document Namie Modified By Modfied

College Ethics Committees

* Application Form

| -Select Action-
Help :

| Application Form.doct  Test Student 15/03/2013

o L )

oV

Participant Information Name: Application_Form.doox

Type: Microsoft Office Word Document, 45.2KB
Plan for Children From: fdtest.spa.gla.ac.uk

Consent Form . [ Open ][ Save ][ Cancel |

Supporting Document

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
save this file. What's the risk?

Task: Submit to Supervisor | — Select an Option — Submit
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=~ If an error message or warning is displayed when you try to edit 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.

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

Wy Applications

Currant Subrmassion Documants
- Daft
L Application Form and Supporting Doouments
~ Actma Add docwments 1 support of this ethics apoication below by ciding Add Document, Please niote only ONE Applcation
form can be wploaded.
= Completed
Cofiege Ethics Commi@aes

150372013

AppIation Form.dooe  Test Student

o OV Researcher]l . domy  Test Student 15/03/2013

Particpant information

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

6. Submit Draft Application to Supervisor
Once you have completed your ethics application you must submit it to your chosen

supervisor.

Click on the My Applications-Draft menu item

Crozts Draft Apgdcagon

My Draft Applications

Dowmiond Tempkates
Docaments are saved to your application on upload - veu can exit the sy stem a1 any tme and refarn to vour

Wy Tk [ 1)
application at a later date to upload and medify vour decuments before submission. Once vour application is
submitted for review vou will no longer be able to edit or delete vour documentation. Yoo may delete or
- Dit withdraw vour application when itis in the draft or resubmission state.
ki Click on the Application Xumber to view the application details and documents,
oty Abpication Ho., Titln Conrrtteg Cumgnt Statn
Colings Ettucs Commiiess D1IS1B0III065T  Srudent Aspheation fas Supenise: Colege of Hedic Vetanaary ind Lfa [

Rissubamasion BoarLed
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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 to
Supervisor and choose Submit to Supervisor

Current Submission Documents |

Application Form and Supporting Documents
Add documnents in support of this ethics application below by dicking Add Document. Please note only OME Application
form can be uploaded.

Document Type @ Action @ Document Name Modified By Modified
* mpplication Form E T Application Form with

Select ACt'UF_- edits.docx Test Student 25/02/2013
& T : EI

| Select Actior [ | cy Researcheri.docx  Test Student 25/02/2013

Add Document

Participant Information Al Dot

Plan for Children Aot Docient

Consent Form Add Document

|
|
|
|

Supporting Document

Al

| =
Submit to Supervisor

| Delete

Task: Submit to Supervisor [ESekeccan Option = Submit

Once a selection has been made the Submit button becomes active, click on it and click OK
to the success message.

You can track the progress of your application through the My Applications/Draft or
Active menu items.

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).
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