Research Ethics System
How To Re-Submit A Student Application Returned by Supervisor

=_ 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 your
Supervisor.

1. LoggingIn
e 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.

W University

)ofGlascows ~ Business Systems

IReg\ster Here IT Services

IHE|P Business Systems Web Front Door

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

Username

Password

o Click on Research Ethics System

a| University

+7 of Glasgow Business Systems
| roqout 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.

BlOnline €@
EDRMS Utilities
..; Electronic Document and Records Management (EDRMS) (i}

e e:- Exam Papers

HR - Payroll Reporting Tool &

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

Tender Documents Viewer &

2. Changing your Application
You will receive an email from the system notifying you that your ethics application requires
changes. It will look similar to the one below:

From: ResearchEthicsSystem@aglasgow.ac.uk [mailto:ResearchEthicsSystem@alasgow.ac.uk]
Sent: Date

TO: XXXXXXX
Subject: Research Ethics Application Returned by Supervisor [Student Application for Supervisor

Resubmission]-[D1361809210653]

The following research ethics application has been returned for re-submission:

Project Title Student Application for Supervisor Resubmission
Application Number D1361809210653
Committee College of Medical Veterinary and Life Sciences

Please log in to the Research Ethics System and make any required changes and re-submit to your
supervisor.

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.
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How To Re-Submit A Student Application Returned by Supervisor

To view your application(s) that require action, click on the My Tasks menu item

'-.T' LF_I l__i\'t_‘rﬁit‘:," RESEBrCh Ethlf.ﬁ S}"Elem Logoed n a5z Test Studpnl
=7 of Glasgow

University of Glasgow Research Ethics System

Welcome Test Student

The Research Ethics System enables University of Glasgow staff and stodents to create and submit ethics
Appications {or mon-clinics research involving human subjects.

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

Create Drafl Application

My Tasks

These are vour tasks awaiting action.

Downilead Templates

My Tasks {1)

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

Title

1 Srudent Applcation for Colage of Madeal Vetenmay
Supersor Resubrmason and Life Soances

Applcation Ko,

2302/2013

Click on the Application Number (in light blue text) to view the full application details
(as shown below).

. Project Title: Student Application for Supervisor Resubmission edit
Application No: D1361809210653 Status: Student Changes Required |
Committee: College of Medical Veterinary and Life Sciences Supenvisor: Ms Susan

Current Subrmission Documents |

Application Form and Supporting Documents
Add documents in support of this ethics application below by clicking Add Pecument. Please note only ONE Application

form can be uploaded.

Document Type @ Action @ Document Name Modified By Modified

Application Form with

* Application Form
edits.doox Tast Student 25/02/2013

cv

CV Researcherl.docx Test Student 25/02/2013
Add Document

Participant Information e

Plan for Children Sl et

Consent Form T

R
PR

Supporting Document Add Dociment

_| Subrmit

Task: Submit to Supervisor !_ Select an Option —

Page 2 of 6



Research Ethics System

How To Re-Submit A Student Application Returned by Supervisor

Your supervisor should have discussed with you any changes that are required.

e Change Project Title: click on the light blue edit text at the end of the Project Title. An
Edit Form pop up box will be displayed, click in to the text box to make changes and

then click on Save.

¢ 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.

Current Submussion Docurments

Application Form and Supporting Documents

Add documents in support of thes ethics application below by cicking Ade Document, Please note only ONE Application
form can be uploaded.

Document Name

o

| OV Researcherl.docx

Modified By
Applcation Form.doox Test Student

Test Student

Modified
15/03/2013

15/03/2013

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.

| current Submission Documents |

Application Form and Supporting Documents

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

Document Type ®

action @

* Application Form

v

Participant Information

Plan for Children

Consent Form

Supporting Document

Document Name Maodified By

o gms
I-SelectActmn- Application Form.docx  Test Student

Modified

15/03/2013

_r =
|—Sele File Download . —

Do you want to open or zave thizs file?

Mame: Application_Form.doot

Type: Microsoft Office Word Document, 45.2KB

13

=

o s [

Cancel |

I From: fdtest.spa.gla.ac.uk

save this file, What's the rsl<?

While files from the Intemet can be useful, some files can potentially
ham your computer. i you do not trust the source, do not open or

Task: Submit to Supervisor

I — Select an Option —

Submit

=~ 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/Excel etc.
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Research Ethics System
How To Re-Submit A Student Application Returned by Supervisor

If the document still does not download correctly, please refer to the troubleshooting document
on Internet Explorer 9 (available via the Help menu in the system).

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

Uy Appiications
d Currant Submsson Documents

- Daft

Application Form and Supporting Documents
Actwa Add docurments 1 suppent of the ethics appication below by chong Acs’ Dacument, Please note only OHE Applcaton
form n e uploaded.

4

eled

Lo

Document Type O

Doomment Hame Madfed By

Collega Efhics Commaldes

= Ao foen EREENIEE | | aophction Formdoos  Test Student 15/03/2013
L] g = |
5 ]

: | ©VResearcherl.doox  Test Student 15/03/2013

Particoant Enformation )

e 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 Browse...

e 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.

e If you wish to Add Documents: on the Current Submission Documents tab add an
additional document(s) to this application using the Add Document button to the right of
the document type you wish to upload.

e 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.

o Delete Documents: on the Current Submission Documents tab delete a document(s) from
this application using the Delete button to the right of the document type you wish to delete.

Current Submission Documents

Application Form and Supporting Documents
Add documents in support of this ethics applcation below by dicking Ade’ Decurment, Please note only ONE Applcation
form can be uploaded.

Document Type (0 action & Document Mame Modified By Modified
" ication Form |

Appica -Select Action- |~ | Applcation Form.docx  Test Student 24/04/2013
oV -Selact Action-

Participant Information ninad changes
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The red asterisk * indicates those documents that are mandatory and must be included for this
College ethics committee application.

¢ Once you have completed the changes to your application, click on the drop down list at
the bottom of the screen to the right of the Task: Submit to Supervisor.

The list displays the following recommendations:
e Submit to Supervisor
o Delete (you may delete this application if you wish at this stage)

Current Submission Documents

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

Document Name Modified By Modified
* Application Form = Application Form with
| -select Actior [~ | edits: oo Test Student 25/02/2013
v i T
| -Select Actior :l CV Researcherl.docx  Test Student 25/02/2013

Participant Information |@I
Plan for Children |@I
Consent Form |@I

Supporking Document

|

Submit to Supervisor |

| Delete |
Task: Submit to Supervisor |=§:—T5EE""m= | Submit

e Once a selection has been made the Submit button becomes active, click on it.

o A message is displayed indicating that you have successfully resubmitted your application
to your supervisor, click on OK to the message and you are returned to the Home screen.

You can check that your application has been submitted to your supervisor through the My
Applications/Draft menu item, the Current State will display Supervisor Review.

Craate Dvall Applicalion ; .
_ My Draft Applications
Derariload Templales

My Tasis (0] Documents are saved to vour applcation on upl oad - vou can exit the sysrem ot any cime and renien to your
applicadion at alater date 1o upload and madify your documents before submission. Cmee your application is
submitted for rew=w vou will no longer be able to edit or delete vour decumentation. You may delets or
withdraw v oar application when it is in the draft or resubmission state.

Wy Applicabcng

Chick on the Application Namber to view the application detadls and decuments.

Applcation Hg, T Curient SEata
CoBoge Emics Commemega
Srudent Ao phcaon Calege of Hedoal Vaneonary and Lfs SapErvsor
L= Rava

Once your application has been submitted by your supervisor to the ethics committee you
2. can track its progress via the My Applications/Active menu item.

3. 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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