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RAIS QUICKSTART GUIDE  
  
 
 
 

Signing-off on a research ethics application as the 
departmental signatory  

This quick guide describes basic navigation for departmental signatories (chair, director, dean or their 
designate) to sign-off an online research ethics application for a researcher (faculty member, student).  

• Sign-off a new application  

• Sign-off an amendment request for amendments to an approved application 
 
Once signed off, the application is automatically received at Research Ethics. 
 
VPN Requirements:  
 
If you are accessing RAIS off-campus make sure that your device is connected to Virtual Private Network (VPN). 
Otherwise, you will be taken to a white screen with an error message.  
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You can access UVic-
RAIS through RAIS 
login & Support page.  
 
Log-in to RAIS with 
your Netlink ID and 
password 
 

 
 

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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NEW APPLICATIONS 
and AMENDMENTS 
TO APPROVED 
APPLICATIONS 
 
On your RAIS 
homepage, the 
applications requiring 
your approval will be 
listed under the 
Signatory tab. 
 
TIP: The purple 
triangle indicates 
there may be an 
application requiring 
your attention.  
 
TIP:  Clicking 
anywhere on the 
home row will take 
you to that 
application’s project 
page. 
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NEW APPLICATIONS 
 
As a Signatory you 
can complete any of 
the following actions: 
 

• View application 

• Download PDF 

• Assign new 
signatory 

• Sign-off 

• Send back 
application 
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AMENDMENTS TO 
APPROVED 
APPLICATIONS  
 
Go to the Post-
Approval Activity 
(PAA) tab to access 
actions available for 
the amendment 
request.  
 

• View application 

• Download PDF 

• Assign new 
signatory 

• Sign-off 

• Send back 
application 

 
NOTE: Actions on the 
left side of project 
home page apply to 
the most recently 
approved 
applications, not the 
most recently 
submitted 
amendment.  
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NEW APPLICATIONS 
and AMENDMENTS 
TO APPROVED 
APPLICATIONS 
 
 
Select View 
application to return 
to the application 
screen.  
 
TIP:  The application 
form has multiple 
sections, which 
expand or collapse as 
needed.   
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If you have a Conflict 
of Interest, or are not 
the correct person to 
approve the 
application, select 
Assign new 
signatory. 
 
TIP:  Start typing the 
name of the new 
signatory to select 
from the drop down 
list.New signatory 
cannot be part of 
research team. 
 
Click OK to reassign 
the application to the 
new signatory. 
 

          
 



Updated October 2023 

 
6 

# Instructions Screenshot 

7                               

 
Select Send back 
application if 
additional 
clarification or 
information is 
needed. 
 
TIP:  This function can 
also be used if you are 
not the correct 
signatory.  
 
Note:  Comments can 
be viewed by the PI 
and any team 
member with View 
and edit access. 
 
Click OK to return the 
application to the PI. 
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Select Sign off to 
submit this 
application to 
Research Ethics for 
ethics review and 
approval. 
 
Click OK. 

 

 
 

 


