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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.

Instructions Screenshot

Note for Faculty Supervisors of Student Researchers & Post-doctorial Fellows for Capstone Projects,
Theses & Dissertations.

amendment form.

Only faculty members, adjunct professors or sessional instructors as Principal Investigators (Pl) can start an

Once the Pl 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.

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

How to access RAIS

1. Log in to RAIS # using your NetlLink ID and password.
2. Access from off-campus requires use of the UVic VPN. If your personal computer or laptop is not
connected to the VPN, you'll get a white screen with no instructions.



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

Instructions Screenshot

human ethics

From the "Human
Ethics” page select

the application you RESEARCHER
want to make
2 Below is the list of all your research ethics applications.
changes to.
Search
1D * Title * Type

Once in the summary
page of the protocol
select one of the

POST-APPROVAL
ACTIVITY (PAA) w

POST-APPROVAL

ACTIVITY (PAA) v

following: & Amendments

+ + Annual renewal
—Amendments, or Annual renewal

Annual renewal
. Annual renewal with amendments
-Annual renewal with with amendments
amendments (if the L\ completion
. ‘!3' Completion
approval if close to g -
. . Unanticipated event

explry) Unanticipated event

When initiated, the
amendment can be

found under the HISTORY POST-APPROVAL ACTIVITY (PAA) HREB RESPONSES SUBMISSIONS
“Post-approval
activity (PAA)" tab Post-approval activities (PAA) on the application.

PAA type PAA status Last status

change

YOU ShOU|d now be 01 Amendment Pre-submission Feb. 22, 2022, 9:07 a.m

able to edit the i ' o '
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) Summary
+ Study amendments summary Not started O
Then go to relevant Application
4 SeCth.nS L{nder + A. Research team Roiagsed O
“Application” to make
R e e e e Mat chanead €Y
the changes.
Save your work as
each section is
completed . - 0. Free and informed consent In progress O
Don't save, or make
changes to sections [ © Saveasin progress ]
3> | that don't need to be
amended. & save as complete
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Once the PAAis
in |t|ated team List all current research team members (including any UVic students or research assistants who will use the received
! . " - data or biological materials to fulfill UVic thesis, dissertation, or academic requirements) and assign level of access to
members with “View the application. Inclusion here satisfies only UVic institutional requirements. If you grant "View and Edit™ access to
. more than one person, be aware that the system will not notify users if and when others are making edits to the
and Edit” access can I e d .

application,
edit the application.

DO NOT add the Pl or PA to this table as that will cause technical permission issues.

Access:  # View and edit project @ Viewonly 3% Receive notifications Contribute funding

Only the Pl has the
option to submit the
application. + Add new

Institutional V4 ® = S  Remove
affiliation

Make sure to save
7 | your work before @ Saveall | Gotosummary
navigating outside

the application page.
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- T. Signatory/Departmental sign-off Not saved... A

Select the Chair/Director/Dean or their designate to sign-off on this application for submission. Once signed-off, the
application will be submitted to the Human Research Ethics Board for review. 7]

Se | e Ct th e We encourage that you check with the signatory (or their assistant) within 5 business days to ensure that the application is signed off
accordingly.

appropriate
deSignate tos | g n -Off By signing-off the application, the signatory is affirming that adequate research infrastructure is available for the

conduct and completion of this research project.
on the amendment . o

The signatory must be one level of authority higher than the principal investigator. If the principal investigator is also the chair, director

or dean, sign-off must go one level up, to the person to whom y

)

our position reports.

8 .
NOTE: The signatory
Signatory name
on the ame nd ment Please choose signatory from the suggestion list.
may be different from [Start typing then select ]
the signatory on the
original application.
Upload any amended
- 8. List of uploaded documents Not started 0
and/or new
attachments including I l
. . Review thellZ document requirementglist and the uploaded documents to ensure that you have all the applicable
recruitment materials, documents. Make sure to remove all duplicates. Upload appendices as individual documents, instead of clustering
advertisements appendices under one attachments. Incomplete applications and applications with incorrectly uploaded appendices
9 ! will not be reviewed. You will be notified in this case.
consent forms,
. . App. i Descriptive  File Type of Date File
qu estionnaires, version name name document uploaded version

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;

4/4000 ch
Supporting documents
Important Changes for Student Researchers and Their Supervisors.pdf

10 (Other REB approvals, Name: Important_Changes_for_Student_Researchers_and_Their_Supervisors.pdf, Version: V1); October 19, 2018 [
3) upload amended £ Uoload
attachment to
appropriate section.
TIP: Save documents
as PDF wherever
possible.
For addi ng new - S. List of uploaded documents Complete o
attachments:
Review the (& document requirements list and the uploaded documents to ensure that you have all the applicable
U p I oa d new documents. Make sure to remove all duplicates. Upload appendices as individual decuments, instead of clustering
appendices under one attachments. Incomplete applications and applications with incorrectly uploaded appendices
document to the will not be reviewed. You will be notified in this case.
11 appropriate section or “ App. # Section £ Descriptive # File

section S.

Please do not upload
appendices that did
not require changes.

version

name name

V0.2 G Recruitement tcps2-2018-  Recruitment  Sep. 82021, V1 @
en- document 9:53:30 a.m.
interactive-
final.pdf

X upload
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Make sure that
sections in Summary

human ethics » summary » edit application
and all changed c

Collapse all | Expand all Download PDF
sections are marked
+ A. Research team In progress O
as Complete before
12 | an application can be + B. Project information In progress O
submitted. + C. Project funding complete (@
+ D. Multi-jurisdictional research Not started O
You can leave the
other sections as “Not
changed”.
Before submitting
your completed
application to the
59 natory, Princi pa l By submitting this application as the principal investigator, | affirm that:
Investigators must « 1 have read this application and it is complete and accurate.
read the terms and = The research will be conducted in accordance with the University of Victoria regulations, policies and procedures

governing the ethical conduct of research involving human participants and human biological materials in all relevant

conditions. sections of the national research ethics policy ((Z' TCPS 2).

The conduct of the research will not commence until research ethics approval has been granted.

1 will seek an amendment if this application is modified.

13 | Select | Agree.

Adequate supervision will be provided for students and/or staff involved in this project.

I1Agree

I,
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By selecting Submit
application, an
electronic workflow is
created requesting
the signatory’s sign-
off on your
application.

14
Signed-off
application will be
submitted
electronically to the
Human Research
Ethics Board for
review.

+" Submit application @ Save all Go ta summary

NOTE: Post-Approval
Activity (PAA) tab
contains all actions
related to your post-
approval application
15 | (amendment,
renewal, completion,
etc.)such as
View/Edit, Download
PDF, Withdraw, etc.

HISTORY POST-APPROVAL ACTIVITY (PAA) HREE RESPOMNSES SUBMISSIONS
Post-approval activities (PAA) on the application.
ID PAA type PAA status Last status View/
change Edit app
01 Amendment Pre-submission Feb. 22, 2022, 9:07 a.m.

&
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