
 

 
RAIS QUICKSTART GUIDE 

 
 
 

Submit amendment to an approved 
application 
 

Basic navigation for users creating and submitting an amendment to research ethics application approved on 
Research Administration Information System (RAIS).  Additional resources for users are available in RAIS login 
and support page. 
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Note for Faculty Supervisors of Student Researchers & Post-doctorial Fellows for Capstone Projects, 
Theses & Dissertations.  
 
Only faculty members, adjunct professors or sessional instructors as Principal Investigators (PI) can start an 
amendment form. 
 
Once the PI has started the amendment application the added Principal Applicant (student researcher, or 
post-doctoral fellow), or team members with “View and Edit” permissions, will have access to the 
application in order to complete it.  
 
Only the PI has the option to submit the amendment application for departmental sign-off.  
 
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. 
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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/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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From the “Human 
Ethics” page select 
the application you 
want to make 
changes to. 
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Once in the summary 
page of the protocol 
select one of the 
following:  
 
-Amendments, or 
 
-Annual renewal with 
amendments (if the 
approval if close to 
expiry) 
 
 

When initiated, the 
amendment can be 
found under the 
“Post-approval 
activity (PAA)” tab.  
 
 

You should now be 
able to edit the 
application by clicking 
on the edit icon next 
to the amendment.  
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Complete the 
Summary (see 
instructions at the top 
of the summary 
form).  
 
Then go to relevant 
sections under 
“Application” to make 
the changes. 
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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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Once the PAA is 
initiated, team 
members with “View 
and Edit” access can 
edit the application.   
 
Only the PI has the 
option to submit the 
application.  
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Make sure to save 
your work before 
navigating outside 
the application page.   
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Select  the 
appropriate 
designate to sign-off 
on the amendment . 
 
NOTE: The signatory 
on the amendment 
may be different from 
the signatory on the 
original application.  
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Upload any amended 
and/or new 
attachments including 
recruitment materials, 
advertisements, 
consent forms, 
questionnaires, 
surveys, etc. ensuring 
that the changes are 
marked  
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For amending existing 
attachments:  

1) remove/delete old 
version;  

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

3) upload amended 
attachment to 
appropriate section.  

 

TIP: Save documents 
as PDF wherever 
possible. 
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For adding new 
attachments:  

Upload new 
document to the 
appropriate section or 
section S.  

Please do not upload 
appendices that did 
not require changes. 
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Make  sure that 
sections in Summary  
and all changed 
sections are marked 
as Complete before 
an application can be 
submitted. 
 
You can leave the 
other sections as “Not 
changed”.   
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Before submitting 
your completed 
application to the 
signatory, Principal 
Investigators must 
read the terms and 
conditions. 
 
Select I Agree. 
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By selecting Submit 
application, an 
electronic workflow is 
created requesting 
the signatory’s sign-
off on your 
application.  
 
Signed-off 
application will be 
submitted 
electronically to the 
Human Research 
Ethics Board for 
review.  
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NOTE: Post-Approval 
Activity (PAA) tab 
contains all actions 
related to your post-
approval application 
(amendment, 
renewal, completion, 
etc.) such as 
View/Edit, Download 
PDF, Withdraw, etc.  
 
 

 

 
 
 

 


