
 
RAIS QUICKSTART GUIDE  

  
 
 
 

Submitting required changes to your research 
ethics application and appendices 
 
This quick guide describes how to submit changes to your research ethics application (instructions for re-submitting 
amendments start on page 6) within the Research Administration Information System (RAIS). 
 
IMPORTANT: Principal Investigators (PI), Principal Applicants (PA), and anyone with View and edit permission on the 
application can submit changes when the application has undergone an ethical review or has been returned by the Ethics 
office.  
 
Additional resources for users are available in RAIS login and support page. 
 

VPN Requirements: If you are accessing RAIS off-campus connect to Virtual Private Network (VPN). Otherwise, you 
will be taken to a white screen with an error message.  
 
  

# Instructions Screenshot 

1 

 
You can access UVic-
RAIS through RAIS login 
& Support page. 
  

 

https://www.uvic.ca/research-services/info-for/rais-login-and-support/index.php#ipn-human-research-ethics-module
https://www.uvic.ca/systems/services/internettelephone/remoteaccess/
https://www.uvic.ca/research-services/info-for/rais-login-and-support/index.php#ipn-human-research-ethics-module
https://www.uvic.ca/research-services/info-for/rais-login-and-support/index.php#ipn-human-research-ethics-module
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# Instructions Screenshot 
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Select "Human Ethics" 
from the Homepage, 
and then click on the 
“Researcher” tab. 
 
  
 

 

 
 

3 

 
Select Edit Application 
to add or revise content 
in your application form. 
 
All changes to the 
application will be 
tracked. Once the 
application is re-
submitted you can view 
changes under 
Submissions tab.    
 

                                                 

4 

 
Multiple sections of the 
application expand or 
collapse as needed.  
Click on the section to 
complete the required 
fields. 
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# Instructions Screenshot 
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Save your work as each 
section is completed. 
 
TIP:  If additional input 
or review is needed, 
save your work as In 
Progress. 
 
TIP:  The status icon 
indicates where you are 
in the process of 
completing your 
application. 
 
 
     
 

 
 
 

 
 

 
 
 
 

6 

 

Updating existing 
attachments:  

 

1) remove/delete old 
version;  

2) underline newly 
added text and use 
strike-through to show 
removed text;  

3) upload new or 
updated attachment to 
appropriate section.  

 

TIP: Save documents as 
PDF wherever possible. 
 
TIP: Do not remove or 
upload appendices for 
which changes were not 
required.    
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# Instructions Screenshot 
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Once all the revisions to 
the application form 
and/or attachment 
documents are 
complete, you can re-
submit your application 
directly to the Ethics 
office.  
 
 
TIP:  Anyone with View 
and edit access can re-
submit an application. 
 

 
 

8 

 
TIP:  The home page for 
your application shows 
where your application 
is in the submission and 
approval process. 
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The Submissions tab, on 
the Summary page of 
your application will 
show all the versions of 
the application 
submitted to the Ethics 
office.  
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Submitting required changes to your research 
ethics amendment application and appendices 
 
This quick guide describes how to submit changes to your research ethics application within the Research Administration 
Information System (RAIS). 
 
IMPORTANT: Principal Investigators (PI), Principal Applicants (PA), and anyone with View and edit permission on the 
application can submit changes when the application has undergone an ethical review or has been returned by the Ethics 
office.  
 
Additional resources for users are available in RAIS login and support page. 
 

VPN Requirements: If you are accessing RAIS off-campus connect to Virtual Private Network (VPN). Otherwise, you 
will be taken to a white screen with an error message.  
  

# Instructions Screenshot 

1 

 
You can access UVic-
RAIS through RAIS login 
& Support page. 
 
   

2 

 
Select "Human Ethics"  
from the Homepage 
 

 

 

https://www.uvic.ca/research-services/info-for/rais-login-and-support/index.php#ipn-human-research-ethics-module
https://www.uvic.ca/systems/services/internettelephone/remoteaccess/
https://www.uvic.ca/research-services/info-for/rais-login-and-support/index.php#ipn-human-research-ethics-module
https://www.uvic.ca/research-services/info-for/rais-login-and-support/index.php#ipn-human-research-ethics-module
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# Instructions Screenshot 

3 

 
The amendment can be 
found under the “Post-
approval activity (PAA)” 
tab.  
 
 
You should be able to 
edit the application by 
clicking on the edit icon 
next to the amendment.  
 
 
 
 

               
  
 
             

        

 
Amend all relevant 
sections of “Summary” 
and “Application” 

 

5 

 
Save your work as each 
section is completed. 
 
Don’t save, or make 
changes to sections that 
don’t need to be 
amended. 
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Updating existing 
attachments:  

 

1) remove/delete old 
version;  

2) underline newly 
added text and use 
strike-through to show 
removed text;  

3) upload new or 
updated attachment to 
appropriate section.  
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# Instructions Screenshot 

 

TIP: Save documents as 
PDF wherever possible. 
 
TIP: Do not remove or 
upload appendices for 
which changes were not 
required.    
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Once all the revisions to 
the application form 
and/or attachment 
documents are 
complete, you can re-
submit your application 
directly to the Ethics 
office.  
 
 
TIP:  Anyone with View 
and edit access can re-
submit an application. 
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The Submissions tab, on 
the Summary page of 
your application will 
show all the versions of 
the application 
submitted to the Ethics 
office.  
 

 
 

 

 


