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RESPONDING TO CHANGES REQUESTED BY YOUR SUPERVISOR

Accessing the protocol to make changes
1. You will receive an email indicating that changes are required
2. Click on Open Submission Package to view the reviewers comments and to make the
required changes

Please note if you are not already logged on to InfoEd you will be required to login
before you can access the application form

You will recieve an email like this when changes to your application are
required from your Supervisor

Beukes, Winston <infoed@rims.ac.za> Sent: Tue 2014/05/13 11:58
To: Louw, Lee, M elouw@sun.ac.za>
e
Subject: Please review comments regarding your RECACU Application

Your REC: ACU application has been returned to you a
the comments and resubmit your application for appf®

part of tha Qtallanbacch TTniversity preliminary approval and routing process. Please review
e
Click here to access your
reviewed application

Ethics Reference #: SU-ACUD14-00002
Title: TEST RECORD FOR MANUAL

Please review the comments left by the reviewers here Open Submission Package

Click here for documentation on how to review the comments in the routing process as well as documentation on how to resubmit your proposal for
review.

If you have any queries regarding your application please contact the REC:ACU secretariat Mr Winston Beukes 021 808 9003/ wabeukes(@sun.ac.za

Should you experience any technical issues with the use of InfoEd please contact the Stellenbosch University InfoEd Administrators Lee Louw 021
808 9444/ |eelouw(@sun.ac.za or Nicole Walker 021 808 4914/ nwalker(@sun.ac.za

Regards.
Mr Winston Beukes

Please note that InfoEd does not always work properly when you use the internet

’
browser Internet Explorer lﬁ we therefore recommend you use Google Chrome

Tips @ or Firefox
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Accessing Supervisor Comments and Making Changes to the Eform
When you get to the “Components of Initial Application” page click on the Edit Icon

|
|
BOH « ™ ‘ TEST RECORD FOR MANUAL |
Done Bark Save Eorward Help Access Sho
ok Seve Hek Mrs. Lee L Louw - Research Development
Change Project i
Protocol SU-ACUD14-00002 Rl
[=) 1
(2D Species (0)
® O Linkages (0) C for Initial Applicati I Click on the ' submit?s &
Q=] =
edit Icon
1) attachments (1) Current Submission
23 communications (0)
5 contacts Form/Document Name Status Upload Remove
@ 2 Access SU Animal Ethics Application Form-20140416
“aoplcation Fomn Apolcation Form i) Incomplete 2
Add Institution Forms/Supporting
sousratty INFOEQ copyngne & 2014 wros marmainat e

On the eform untick the Complete box.

Updated By: Mrs. Lee L Louw @ 14-May-2014 10:52:23 AM
™ complete

Untick Complete

1. Inthe eform scroll to all the places you see the review comments icon* |. Wherever you

REC: ACU Application Form

Check || New application for ethics clearance
In/Out

N

UNIVERSITEIT-STELLENBOSC

jou kennisvennoot = your knowledge

e partner

see this icon, hover over it with your mouse to view the reviewers’ comments.

2. You will need to make the required changes, by either adding additional information or
making changes to existing information.

DO NOT CLICK ON COMPLETE UNLESS YOU ARE DONE WITH ALL THE CHANGES Only
untick Complete once. Every time you untick Complete and then tick it Complete
again InfoEd creates a new version of your application form. If you are unable to

CRITICAL

WARNING finish all the changes requested rather click on Save. You can then return to your

application at a later stage to finish the required changes without a new version
being created.

Making changes to questions on the eform

To make changes to questions on the eform type in your change in the relevant text box, or
change your selection to dropdown lists or tick boxes as required.

to dropdown lists or tick boxes choices may cause certain sections of the form to

no longer display and in other instances it may require you to answer additional
questions.

Q Please note that certain questions are hidden based on your answers so changes
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S training
sl 1) Wherever you see this icon, a
v ireviewer has made comments-and-
i Lﬁhﬁffgé’s”é‘f’ié“féqﬁi?éﬂ“Ht&\‘/iir*%ﬁ?’” e
|, mouse over the icon to view the

comments
-

Add more information

explains what knowledge will be transferred and why animals must be used to do this. Include a few key
im(s) of the proposed teaching activity

The comments will display
like this

e proposed teaching activity

Pedagogical Aim(s) o

o £

v )
to chck on Save after each section

Type of Application

Tick all the applicable boxes that apply to your study
ves [0 ne [ =pew Study

ves B Mo O “£gucation and Training

ves [0 o [ =pijgy Study

Complete sections A, B, C, D, E, G, Hand T
Complete sections: A, Band F

Complete sections: 4, B, C, D, E, G, Hand I

Remember to click on Save after each section

Ke:vwords

Click on the yellow + to add Keywords, then click on the edit icon. To Select a word from the list you must select the word, click
on Select and then click on Save.

*Please select 5 keywords from this list that can be attributed to your study. Please note you can only select 1 word from the list at a time. Before you can add an additional
keyword you must diick on the yellow plus this must be done before every addition.

Animal care [ &

i}
animal prugs [R, & m
ds not in the above list
2) Mal.(e th e you able to find all the keywords in the above hs!?m-
reqUIred eywords not found in the above keywords list may be added here
changes hange made:
eyward 1
—_— Keyword 2

Keywerd 3|

4

"'JW‘J\ A s, r—— "‘J"'.-‘“-J‘J-a—r\‘ﬁﬂ--’\ ’ w2 3 'u-‘r-lﬂ""‘\'-"

AUtaaon  at-_al
“Subject/ Course Name:
2 IC.-T)I:R BLAR BLAA
a/ *Course Code
ﬁ Iable of ||| bLasBLas
*Level (e.9. 3rd year)

B Quest BLAA BLAA
fat “Number of students
Form bLAA BLAA
Hist
& Print

Select all the applicable options regarding the nature of training
O pemonstration

0O Field Trip
[ Hands on Excercise

[Details of protocol for animals used in education and trail

ng

[ Summary
“Provide 3 brief introductory statement (3 non-academic summary) that explsins what knowedge wil be transferred and why snimals must be used to 8o this. Incuse 3 few key
journal references to ts. Include the aim(s) of the proposed teaching activity
|bLAA BLAA

|cnange mace:

|1:am now adding mere information

‘—-‘,&"M’—%;J_I""M'-u‘j*‘b\wﬂ
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How to

attach a New Version of a Document:

o You must use HIGHLIGHTING or the TRACK CHANGES function

@ o Please respond to all the points raised about attached documents

CRITICAL
WARNING

to indicate ALL corrections / amendments on ALL
DOCUMENTATION you make changes to,

o In addition to the above you must attach a cover sheet listing ALL
DOCUMENTATION that has been changed.

o Motivation and justification for any changes that were requested but
have not been made should also be included in the cover sheet.

o The above must be done in order to allow for rapid scrutiny and
appraisal of your resubmission.

Click on the upload icon of the attachment you plan to replace

Click on Choose File

Select the new version of the document from your PC. Remember that the new version must
include highlighting or track changes to indicate ALL changes

Click on Upload

Click on the document icon to view the document and make sure the correct document
was loaded

password protection, limit editing or use any other security access controls on

@ Please remember when adding attachments in the application form to not use

CRITICAL
WARNING

documents as this often causes problems in the system and may prevent reviewers
from being able to access the document(s). InfoEd will automatically make the
document view only once it has been submitted so no further security needs to be
setup on the document.
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https://su.rims.ac.za/EForm/EFormGetEditFormData.asp?Projld=F25FA007-351C-4663-A0CF-D61BC781EF75&Syst;
IR s

& https://su.rimg

m=E

Upload File - Goagle Clfe me 4) Click-on ng 351C-4669-A0CF-DE1BCTS1EF [ terp=LAGMar 17339448 SystemEF
— T — Ubload { Related e I inanimz
https://su.rims.acza/Efp B9 L @ | Dutes . . ":f:fa';:
— MSC I
unen e e || mr meo] __BSel Rl
Location | Choose File | Mo file chosen 5) Click on this icon
to view the document
2) Click on uploaded |
choose file =
=
Open -
) - - ‘LI Search Human ethics e |
€ Updated version™ =
Organize ~| nof. the-document which =E- 0O @
incluges highlighting or
[ g gragning Date modified *
3 track changes to |nd|c§t = e it || Testdo
Saren| permlsslon_du_nnon 2012/04/25 015
B Deski where changes where g I
nlet =1 ew icatio, /02/ 3:
 Dropl) mad@mpleting ﬁe B pp 5 03:
< I . 2012/04/25 01:5
~» Recent Places
_ 2014/03/28 075
& SkyDrive |Enew application? This
R . 1 Documentation test 2014/03/28 07:5 ¥ ibosch Ethics
L& Google Drive
1 Elviras issue with attachments on review s.. 2013/12/02 03:1
4 Downloads
MJ Elviras issue with attachments on review s.. 2013/12/02 03:1
. - 9 Ethics Reviewers_ Steps doing the chairs ... 2013/02/12 08:3‘?l |litte=(s)? X
-l Libraries =l
2 MJ Ethics Reviewers_ 8 Steps on How to find. 2013/03/08 10:2 il one
i Apps
] How to access reviewers comments after.. 2014/03/05 07:2
27, Documents
B W) HREC Letter Status 2014/04/22 03:5 Mctive Unit or Group.
“ usic ke
= B 4 HS issue submitted date not pulling into ..  2014/05/09 02:2
15, New Library =
) W1 1S manual reviewer 2014/03/14 090
=L Pictures ~ ] 3 I
File name: CV for test ~ |All Files A |
Open |' Cancel |liti0na| one
[

REC: ACU New Application Form
4 of 10 pages
15-May-2014

Adding the Cover Page:

Your cover page is to include the following if applicable:
e A list of all documents that have been change and/ or
e A list of any requested changes that have not been made including a

lips motivation and justification for each
1. Go to the section “Add any additional support documentation for your application here:”
If your application is an application for Education and Training it is at the end of Section
F and if it is an application for a New Study or a Pilot Study then it is at the end of
Section D
. . Add a cover page with a list of all documents that have been | . o
T ] changed here
iy sdomal sapmort or your here —
s mtinenna i ot oot [ A A QA N B s P sl sl it
2. Click on the Yellow Plus
3. Type the document name (please include that this is a response to supervisor in the
name of the document. E.g. Cover page for changes requested from Supervisor)
4. Click on the Upload icon
5. Click on Choose file
6. Select the file from your PC
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7. Click on Open
8. Click on Upload

2) Click on the
yellow +

3) Type in Cover
eet including .

R e

y additional supoo i

Document Name -

in the right hand cornei

ocumentation for your a

| Uplosd File - Google Chrdin ) Click o]
B httpsy//su.rims.acza/EFcl oo Upload,

w ""6) Select file
Organize ~ New folder from your PC

upload File

Location | Choose File | No file chosen

i Favorites

e

M Deskiop 9 Ethics Reviewers_ Steps doing the chairs... 2013/02/12 08:3
5) Click on ¥ Drovbo 9 Elyiras issue with attachments on reviews.. 2013/12/02 03:1

Choose file <3 Recent Places %4 Elviras issue with attachments on review's.. 2013/12/02 03:1

& SkyDrive ] Documentation test 2014/03/28 07:5
L&l Google Drive ] CV for test 2014/03/28 07:5
Remember fo click on Save afier each sl © |21 Coversheet including all changes 2014/01/31 120
1. Group Information = . 9 Consent assent form 2012/04/25 01:5
Please complete this section for every experimen - Libraries ) Completing the REC BEE New Applicatio..  2014/02/25 032
piease provide the following information for each & Apps 0 ¢hild_assent_parent_permission_du noan __2012/04/25 01:5

specie: R & L2 Documents WA Channne tn 1A CRaem - i
“Gietary Restnetons 7] gl <[
“Single Housing|____ 7| File name: Coversheet including all changes ¥ -

=Provide names person(s) who will be responsible for

Rzagabone hgpedegaged agiie U le A B it el W P20 Y

Completing the Form
Once you have made all the changes click on Complete

Complelting...

Submitting your changes
On the Components for Initial Application click on Submit

Mrs. Lee L Louw - Research Development.

4 TEST RECORD FOR MANUAL Protocol
208 2008

Protocol SU-ACUD14-00002
@ (22 submissions (1)

(2 species (0) o
& 3 tnkages (@) Components for Initial Application . WS
£ Management

1) stachments () Curent Submision

- ()

O contacs omDocwmentMame o me saws [ Gew | Remow
@ 2 Access SU Animal Ethics Application Form-20140416

“application Form Application Form B compisted, b3 2
/Add Institution Forms/Supporting Documents

sonersa oy IMTOEM copyrghe © 2014 ntocd nearmaiosl, nc.
y oves

Adding your supervisor
1) Click on the Add New Person to Review Path, to add your supervisor
2) Select the first letter of the supervisors surname
3) Scroll for the drop down list for your supervisors name
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4) Once you have selected it in the dropdown list click on Select

1) Click on Add New
Person to Review Path to

1 1 A9 YQUESUREIVISON,. - (- tkea/osapproves ~

Protocol SU-ACUD14-00002 - Mrs\

Refresh Route Route Path - REC: AUC Add New Person td/Review path | Submit
Step 1 Submitted to REC: AUC Office y. winston Wi Beukes B

Submitted to REC: AUC Office rs. Lee L Louw B

No comments have been recorded yet

(2 Personnel - Inter

Ml https://surims.|

_‘ if AME1982546-D62D- B¢

surname

”;2) Select th
3 o} ne

028-95BA-F75

4) Once you have = 4
selected your

supervisors name
click on Select

Personnel

| [cacoerewriclunvoeonsruvwevs —
oo oot Tesearch Davalopmant o =
[Search for a particular entry Filter by Position [ ——— =
I ] I [egmneh TRre

|| [Profies vt more than one Tisted wiith Primary ~ 3) Scroll the drop

down list to find your
Supervisors Name

———

Routing Step Insert

® Approval Required

Your supervisors name should now be displaying as an inserted step make sure the correct name is

displaying. To remove an incorrect name click on the - (remove icon) and then add the correct
name.

5) If the Supervisors details are correct click on Submit.

Your supervisors name

should display as an Inseted
Protacol SU-ACUD1 0002 - Mrs. Lee Sw “TEST RECORD FOI

5) Click on

Refresh Route goute path - REC: AUC
Inserted Step Inserted Step 5, ee | Louw

Step 1 Submitted to REC: AUC Office  py,

_To remave an incorrect
inston WA ELIhEE 5

name clic the remove
icon and then add the

correct name

Submitted to REC: AUC Office 1,

Bl . B o s
= Eaciacd il ale Mrs. Lee L Louw - Research Development
e
e ==
= 2 submissions (1)
for Initial licatic 2

Current Submission

FormDocument Name Eat | status Upload | Remove

SU Animal Ethics Application Form-20140416
“Applicaion Form Appllcation Form e meleted * 2
Itis now sent
d Institution Documents
Routing Progrése—
Open Full &
SU-ACUD14-00002 - Hrs. Lee L Louw TEST RECORD FOR MANUAL"

who Notified Decision It

rs Lee L Louw TeMay 2018 110737 AN

iments have been recorded yet
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RESPONDING TO CHANGES REQUESTED BY THE REC: ACU ADMIN
OFFICE

1. Once your application has reached the REC: ACU Admin Office, the office will conduct an
admin review to check the completeness of your application.

Any missing documentation will be requested and you will receive an email in your outlook
inbox requesting that you make changes to your application. Please follow the steps
describe in the above sections under “Accessing Supervisor Comments and Making Changes

to the Eform” But this time you will only attend to the comments made by Winston Beukes
or Clarissa Graham and not those made but your supervisor.

*7.6 By submitting this application form I hereby indemnify the University against all loss,

whatsoever cause which may be incurred as a result of the proposed research project beir %
invitees.

Remember to click on Save aft

| save

15[ 5 check || REC: ACU New Application Form
= In/out || 1 of 10 pages

U Eﬁm || 15-May-2014

i @ Content ‘

B et |[SectionA
Project Information

“*TITLE OF RESEARCH PROTOCOL (Please include the species of animal to be studied
THIS IS A TEST

) \{ 1) Click on the review l
: |
i c 73/ | y) Param=~...‘l=“"lEI ﬁ

.} https://su.rims.acza/CONOT/CONOTCENTER2.asp?Param=~H~&ReportTo B

Previous Comments
fp—
Winston Beukes 15-May-2014 2:25:11 PM
Add blaa blaa blaa
( Attend to the
<

comments made by
Winston Beukes or
S E :

to circk on Save afts

|Type of Application v

c T

3. Once you have made the specific changes click on Complete on the top of the eform.

4. On the Components for Initial Application click on Submit

Protocal SU-ACUD14-00006

o s
& L Susmissions (1) [ mr=m A

Dspeciest0) Click-on
& ot 4
@ (0 Linkages (0) Components for Initial Application Submit [Bubmic B E
£ Mamsgement

Arachmenes (1) Current Submission

5 Communizations (0)

B coas FormiDocumnt Name Eat stz Uposd | Remove
® O Acess SU Animal Ethics Application Form-20140416 ‘ R | i P 2

add Institution Forms/Supsoring Dosuments

5. On the Refresh route screen click on Submit

Protocel SU-ACUD14-00006 - Mrs. Lee L Louw “THIS IS A TEST® (Rejected/Disapprovad)

Refresh Route Path - REC: AUC Add New Person to Review Path | Submit
Houte Step  Submitted to REC: AUC R
1 DOffice

Submitted to REC: AUC
Office

Submit

No comments have been recorded yet
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RESPONDING TO CHANGES REQUESTED BY THE REC: ACU COMMITTEE

Notification of Changes Required

After your application has gone through the Admin Review and all requested documents have been

submitted your application will proceed to the committee for review. If the committee then requires

further information or changes before making their final decision you will receive an email with a

letter indicating what modifications or additions are required.

includinging a Modifications

Required letter or a Deferred
Letter which will indicate all

changes required by the

Sent: Thu 2014/05/15 15

Dear Louw, Lee L

Please find attached feedback from the REC regarding the ethical clearance for your project SU-ACUD14-00006, THIS IS A TEST.
A copy has also been sent to your supervisor and head of department for notification.
Kind regards

‘Winston Beukes
REC (ACU) Coordinator

The required changes will be included in the attached letter. Make sure you attend to all the items

listed in the letter.

)

UNIVERSITEIT:STELLENBOSCH+UNIVERSITY
jou kennisvennoot » your knowledge pariner

Modifications required

- evAlrequired
=-changes will be

> listed-herein the
Fuis s atefetter

_aFeviswed on 01-Jan-2014 by Research Ethics Committee: Animal Care and Uss via
¥6llowing modifications are required before final approval will be granted:

Pleass attend to xyz

Applicants are reminded that they are expected to comply with accepted standards for the use of animals in research and
teaching as reflectad in the South African National Standards 10386: 2008. The SANS 10386: 2008 document is available on the
Division for Research i

Please remember to use your pratocol number, 5U-ACUD14-00006 on any documents or correspandence with the REC: ACU
concerning your research protocol.

If you have any questions or need further help, please contact the REC: ACU secretariat at WABEUKES@SUN.ACZA or
0218089003,

Sinceraly,
Winston Beukes
REC: ACU Secretariat

Research Ethics Committee: Animal Care and Use

CRITICAL
WARNING

Please note you must login and open the record to be able to make any changes.
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Opening the Record
Once you have logged onto InfoEd https://su.rims.ac.za follow these steps

1. Click
2. Click

on My Animal Use
on Show list

3. To open click on the yellow folder next to the number

Friday, May 16, 2014

Logged in User: Mrs. Lee Louw
InfOEd % Fi:d Furnding ﬁ CV Database

im workFIew Admin
‘]ﬁn Program Teals
i Meeting Dates
@ Help - Dev

@) Help - Mgmt

---Show/List

‘ e (7] 1] ‘ | Records Found: 5. ‘ Povered By
Exit Help Portal = .infOEd
[ My Projects | Actions Number® Title Sponsor/PI/Department Quick Status Delete C‘:f: ::“f’;‘;“:u‘:“ é“;'
- Com training 1 Com Trainingl:  SANHARP Bursaries - NRF (South Africa) —
= Start: THIS IS A TEST  West Marica M i % My Calendar
RECORD FOR  Research Development ¥
TRAINING ONLY | May 2014 L
~inAnimal Use Com Training 2 Com Training 2: s/m T W T|F|s
e D"‘ Start:01-Jan-2030 THIS IS ATEST West Marica M . 12| 3
RECORD FOR  Research Development i x
TRAINING 4]s]e[7]a]s]10
PURPOSES ONLY 11]12]13)14[15[16]17
= SU-ACUD14-00002 TEST RECORD i - 1818 |20| 21 22|23| 24
Start: FOR MANUAL Louw Lee L i
- Research Development o 25|26127128129130|31
'552)':gl|0k on = SU-ACUD14-00005 THIS IS A TEST: My ¥|[2014 ¥
Start: LEE LOUW

SU-ACUD14-00006 THIS IS A TEST
Start:

3) Click on the
yellow folder to
go to the

[ My safety Protocols

appliaction

[ Technology Transfer

[ My Research Outputs

[ My Profile

Creating a New Submission
4. On the Submissions screen click on Respond

""-"‘"*"‘-»M#‘,\ LW N S mh‘/-ﬁ P oy

Louw Lee L i x
1-Day ¥ (|1 hr. v
Research Development 2y L

A Action Items
Louw Lee L i x
Research Development My Workflow Maps

My Messages [}

\

5. Select “Response to Modifications” If modifications were requested or click on “Response to
Deferral” if your project was Deferred.

298,002 8 ot
oene rd tslo Accsss Show | Wrs. Lee L Louw - Research Development
[ Change Project Tnformation |
Protocol SU-ACUD14-00006 ELizi
[=]
Submissions [ 4) Click on Respond J =
[Tvpe | igator Submitted On Date| [Approved From [Approved To [Review Date|Open| Delete|
| mitial Application| 15-May-2014 [Modifications Reauired Respond | | lotdan2014 | @ | @ |
e el |
5) Click o tﬂej‘\f' TS aCafprotatoljAdminiSratonevie @, pouered 8y IMTOED copyright & 2014 tototd tternstionsl, 1nc.
applicable
<o Selat Submission
response

If you selected the wrong option go back to the submission page and next to the
wrong one go click on Delete. The response link will appear again and repeat steps 4-
5.
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FOLLOW THIS STEP TO DELETE A WRONG SELECTION

| a https://su.rims.acza/compliancenet/ui/devsubmissions.aspx?Projid=473CDD9B-CCOD-46F9-8896-C50D9A1B34D9
’ x
The page at https://su.rims.acza says:
e Abes shor | fars, oo £ Louw] i
Deleting this submission will stop the route. s e e
— Delete this item? B
OK Cancel -
- s
s mggmé)sgll%e%%‘e sidbs PP e P e |
iniial Application 15 eweasas sssdfications Reauired | Jorsanz01s | @ | @ |
[ Response to Modifications| [under pevelopment | [ [ (el @ |
2) Click on |

— { Delete
sovered & INFOEA copyrigne W

Making the required changes

6. On the “Components for Response to Modifications” or “Components for Response to
Deferral” screen click on the Edit icon.

) = AT
Done Back Save Forvard Help Access Shew | Mrs, Lee L Louw - Research Development SU-ACUD14-00006
Protocol SU-ACUD14-00006 Edit Mode

& 2 submissions (2)
= |2 1nitial Application (2)
(2 1nitial Application
[2) Response to Modifications
|2 Amendment (0)
2 Progress Report (0)
122 Final Report (0)
2 Adverse Event (0)
I2 Protocol Deviation (D)
I wetification (0)
22 Modifications and Extensions (0)
2 species (0)
# [ Linkages (o)
# [ Management
[ attachments (1)
2 communications (5)
D Contacts
# 2 Access

Components for Response to Modifications ‘ 6) Click on \ Submit 1
[ Edi |
Current Submission
|Form/Document Name | [ S | Status | Uplead | Remove |
SU Animal Ethics Application Form-20140416 | | = | Completed ‘ ap 2 ‘

Add Institution Forms/Supporting Documents
Existing Protocol D Attach D Type View Include

SU Animal Ethics Application Form-20140416 Application Form & N/A

1. On the open eform untick the Complete box

CRITICAL

DO NOT CLICK ON COMPLETE UNLESS YOU ARE DONE WITH ALL THE CHANGES Only
untick Complete once. Every time you untick Complete and then tick it Complete
again InfoEd creates a new version of your application form. If you are unable to

WARNING finish all the changes requested rather click on Save. You can then return to your

being created.

application at a later stage to finish the required changes without a new version

All fields are now editable. You can make changes to all fields and you can upload
new versions of your attachments.

REMEMBER TO SAVE AFTER EVERY CHANGE

InfoEd Training Manual: REC: ACU Researcher Submitting Changes Requested

© Stellenbosch University
May 2014

13




Updated By: Mrs. Lee L Louw @ 15-May-2014 2:07:18 PM

B Complete 5]

[ soe

3 Check
In/Out

Remember to Save ‘
after each addition 1) Uncomplete
the eform
UNIVERSITEIT-STELLENBOSCH-UNIVERSITY
our knowledge partner

All fields are now editable and £ |
you can add new versions of
L. All sections must be completed and al information must be included in the form. attachements

|Animal Ethics Guidelines

2.Please note that all fields marked with a red = ) are mandatory.

licant) or approved other pers:
i d

pl specialised aspects
committes, safety officer, and pers ing the use of

4. The application must be written simply and briefly, providing adequate infermatien for expert review but alse at the same time being
understandable to lay persons.

& e smplcilionhoull e ot fie Bacror e S RIH i ol o o ol b oxiiesvdishie- ol
opment (DRD).

and use of animals for scientific purposes so that you understand your obligations in terms ther

10. Fields that are not mandatory and are not applicable can be left blank

11. In the case of fields that are mandatory but are ot
vour answer

 applicable to your application you must type in the words "Not Applicable” as

12. Sentences in red, highlight things you need to know or consider when completing a question

Al s N P pimrtirsisopundl M N Gt sttt o . o N csirinnso S|

Making Changes to Questions on the Eform
To make changes to questions in the eform, type in your change in the relevant text box, or
change your selection to dropdown lists or tick boxes as required.

Please note that certain questions are hidden based on your answers so changes
to choices in dropdown lists or tick boxes may cause certain sections of the form
to no longer display and in other instances it may require you to answer
additional questions.

Adding New Versions of Attachments
Please consult steps 1-5 on page 6-7 on how to add new versions of documents

Adding the coversheet
Please consult steps 1-8 on page 6-7

In step 3 (i.e. Document Name) please include that this is a response to the committee in the name of
the document. E.g. cover page for changes requested by REC: ACU committee.

Completing the Eform
7. When you have completed all the requested changes tick Completed and the Click on Save

Updated By: Mrs. Lee L Louw @ 16-May-2014 11:05:31 AM

[ save ||REC: ACU Application Form [ Complete ﬁ|
Check ‘ New application for ethics clearance )
In/Out
|-Tahle of ‘ 8) Click on
Contents C I t
@ Quest ‘ omplete
|52 Hist | 8

=T . "M““\r\ Al A s, g, A ™ ‘,‘_'.'-h,\"’i-‘\“‘.“
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Submitting the Changes

1. On the “Components for Response to Modifications” screen click on Submit

2.

your supervisor

CRITICAL
WARNING

If you are a student you must click on Add New Person to the Review Path
and add your supervisor. Please consult steps 1-5 on page 8 on how to add

3. Click on continue
4. Once it is submitted click on Done to close the screen.

~ Submission General -
—

https://su.rims.ac.za/ComplianceNET/Ul/DevSubmission.aspx?projid=473CDD9B-CCOD-46F9-8896-C50D9A1B34D9&objectid=D3C584E2-4647-49E4-BOFC-L &

Done Back Ssve Forvard Help Access Show

.. 2 Amendment (0)

122 Progress Report (0)
. I Final Report (0)

9 THIS IS A TEST
Mrs. Lee L Louw - Research Development
1) Click on Edit Mode
Submit
Components for Response to Modifications _/submit 1
Current Submission
Form/Document Name Edit Status upload Remove
SU Animal Ethics Application Form-20140416 B Completed e &

Add Institution Forms/Supporting Documents
Existing Protocol Document Attachments

|2 Adverse Event (0}
.. I3 protocol Deviation (0)
122 netification (0)
" |22 modifications and Extensions (o)

22 species (0)

—
Submit - Google Chrome

Document Type View Include
SU Animal Ethics Application Form-20140416 Application Form 6" N/A

2 Linkages (0)

12 Management
[ Attachments (1)
|22 communications (5)
2 Contacts

) Access

STUDENT: Click on Add

F rofocol %JfACUDlztf 006 - Mrs.
ew Person to Review:i
Path

nt)

Refresh

Route Path - REC: AUC Add New Person to Review Path

L Louw "THIS IS A TEST" (Under

Route 4
Step Submitted to REC:
. A S Mrs. Lee L Louw E

Submitted to REC:
AUC Office

No comments have been recorded yet
—— —

Mr. Winston WA Beukes BE

Continue

Continu ‘

le 2014 InfoEd International, Inc

3) Click or

ke

| .
—
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