RESEARCHER MANUAL
SUBMITTING A RESEARCH ETHICS NEW APPLICATION FORM

Please use the ROMEO platform to submit a Research Ethics New Application Form for a NEW project. If
you are making changes to an existing project that is already in ROMEO, please complete an Event Form
(Amendment Form, Annual Renewal and Study Progress Form, etc.) within that project’s application.

Please note: Romeo is compatible with Internet Explorer, Firefox, Microsoft Edge, Google Chrome and
Safari. If you have any problems or questions, please contact the Office of Research and Innovation at

reb@unbc.ca.

It is always good practice to save your application before changing tabs or leaving the application for
an extended period of time. At any time, you can save your application and continue working on it later.

1. To access Romeo, go to https://unbc.researchservicesoffice.com and click on “Research Portal” (see
below). You will also find a link to ROMEO along with self-help and reference materials on the UNBC
Office of Research and Innovation website (https://www2.unbc.ca/office-research-and-
innovation/romeo-research-portal#Romeo Forms). This link will take you directly to the login page
(Step 2).

[(C~e0

by processpathways

ROMEO

- Research Portal

2. Login using your UNBC credentials (username@unbc.ca) and password. If you do not have a Romeo
account, contact the Office of Research and Innovation at research@unbc.ca. You may be required to
verify your identity with the mobile device “Authenticator” app or MFA Hardware Token issued by UNBC
ITS to verify your identity, so please ensure that you have this available when you login.
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3. Once you have logged into Romeo, you will be brought to the Home Page (see the example below).
To access all application forms available on Romeo, click on “APPLY NEW”.

BACK TO HOME | seach

Applications: Drafts
Applicstions: Requiring Attention

Applications: Undsr Review
Agplications: Post-Review
‘Acplications: Withdrawn
Events, Drafts

Events Requiring Attention
Eeminders

Role: Project Team Member
Role: Reviewer

Office of Research and
Innovation

APPLYNEW | News | Useful Links

You will be brought to a screen (similar to the one below), which lists all of the available online
application forms.

Under Research Ethics, select “Research Ethics New Application Form”.

BACK TO HOME | Searcn

New Application Forms

Research Ethics
Application Name

Ressarch Ethics New Appication Form

L APPLONEW | Mews | UsstulLinks

Description Status
please use this formfor al UNBC sgefursdcion prects. Studes may ol the study ofpatients o heakhcare aroviders and retrospacti chart reviaws, Suciesaso may moke

intendews, focus groups, observations, the o or t review (where ions are performed as part of the study). They do.

not nclude pesformng dinical nterventions or muk-junsdictional studies elgbile fnr harmarmzn ‘ethical review. Onical ntEr‘rEnDuns are defneﬂ as: the zd istration o testing of drugs, medical Open
devices, medical imaging or dagnostx techniues; and the taking of blood ar other specmens. Pleae note multijursdictional studies that wish to be reviewed thiough Research Ethics British | ™

ol (RE8C)re AT £ s sbeTed Tough Ramas, Bt nstead o e HBTETad Biough e PO Resech E1cs Datform (PREF)RIS. Fesse Folom néETAcEons faund on
the Research Echics BC webpage [ht

Research Funding

Application Name
GrENt/Contract Submesion Form

Description Status
The Grant/Cantract Submesion Form must bie competed by ressarchers appling for an extemal Qrant or contract. It can 3 be used for P and HRI grants. apen

BC Real Estate Grant

The ntent of the Rea Estate Foundabon of Brtish Coiriaia Partnering Fund, generated by an endowment to UNBE by the RealEstate Foundation of B & to asset faculty and students i
GbaNng 30d Veragng Undng for research a0 eduCatonal OGBS That Sheak t0 Ehe Qoals af T Foundaton PAENEma FUNG 3 butkned beOW. UNBC 31 the Real Estats Foundaton of | Open
Brissh Columbia share 2 mutual nterest in advancnp practces for the use and conservation of nd that enhance the socal, economic and envronmental wekbeng of northem communtiss.

§ The X Reserch Avard seogorts the devdlopment 1 iemertaton o (sech prOSCs conducle 1 e Reseich D Canre 3 URSC and rovtesth gorsof e Cradan
Research 207 Cente2 (RDC] Resgarct i Ressarch Dats Cantrs Natwork, The RDC Research Award i ko incended to 'n btaning extemal fundig for the ressarch n the Oven
P — Tha Offce of Ressarch and Inhovation & commtted to promoting and enhancng research capacty 3t UNBC. A such, and o batter espand to the naads of the UNGC research communty, | o

the Office of Ressarch and Innovation has repiaced the ndvidual intemal grant compettions with the Research Stratagic INtatives Grant (RSIG).

Jonte & Insie Evestment Fund

UNBC's refreshed strategic plan, Ready: 2023-2028, renews our vision and msson and reaffinms our commitment to education, research, and community impact. The Ignite & Inspi
invescment Fund (1) & amed at nGng, NSpIng, and wadng changs That aigns with ur NSTRLCON vion of "L430ng 3 Suftanalie Futlre” 03 a0Vances the STaLegic goas f the pan. | Open
The fund wil support new and innovatne proposals that resuk n impactiul and sustanzble outcomes.

Responsible Conduct of Research

[Application Name [Description Status
| Data Acouisition and Destruction Form |Please complete ths form F you are acquiing gata from the Canadan Insttute for Heath Information (CIHI) or from anather nstEution under a data/information sharing agreement. open
|Resanshie Conduct of Ressarch Cartfication | complete this form to confrm compistion of the snine traning n Responsbie Canduct of Research (CIT1 Program) [open |

4. You will be brought to a screen similar to the one below. Under the “Project Info” tab, complete:

o Title: Title of the project;

e Start Date and End Date: Enter the proposed project Start/End dates for the full study, inclusive
of human participant involvement.

o Keywords: Provide any appropriate keywords (you can type or copy and past keywords into the
box instead of using the “add” function).

Please note: fields marked with a red asterisk (*) are mandatory.
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Application Ref No: 6746 Project Title: TESTING ROMEO Nov 2023 Application Form: Research Ethics New Apphcation Form
Project Work Flow State: presubmssion

save | | Close | | Punt | | Exporttoword | | ExporttoFOF | | Submit | | withdraw

[“Propectints | _Projec Teamefo_|_ Reseach thics New Appbcation o | _Atachments | _Approva | Loge | G|
Lo TESTING ROMED Nov 2823

Start Date: =
End Date: =
Keywords: o] Add

Clear all

Related Avards
¥ you are 3 student, please ignore this section and continue to the next tab.

¥ you are a non-student { e.g faculty, staff) and have apphed fog or have been awarded, research fundng, cick ‘Search’ to lacate and attach the rebted research funding. If the relsted research funding & not found piease ignore this section and continue to the next tab.
Search

Award File No Title Avard Status Pi Last Hame PI First Name

Sponsors Summary Nates
Na records to display

Related Awards: If there is any funding associated with this certification that is being administered at
UNBC through the Romeo Research Portal, please go to the bottom of the Project Info Tab under
Related Awards and click on “Search” to add the associated Romeo funding file. If research funding is
being administered externally, this will be captured later in this application.

Pawered by Process Pathways.

Application Ref No: &7
Project Work Flow State:

Title: TESTING ROMEQ Now 2023

Application Form: Reszarch Exhics New Agglcation Form

ubmesin
save | [close | [Pnt| _Bxporttoword | _BporttofDF | | submit | | withdraw

Projectinte | Project Team nfa || Research thics Hew Applcation Form | Atochments | _spprovels | Logs | _fors |
Tite

TESTING RGMED Mow 2823

Start Date: =
End Date:
Keywords: 8] Add

Clear all

Related Awards

¥ you are a student, please igniore this section and continue to the next tab.
¥ you e  non-scudent ( .9 faculty, staff) and have zpplied fog or have been awarded, rasesrch funding, cick "Search’ to bocate znd atzach the relsted ressarch funding. IF the relsted ressarch funding & not found pleass gniore this sscton and contmus to the next tab.
Search
Award File Mo Title Avard Status P Last Hame i First Name

Sponsors Summary Nates
No records to display

A new “Award Application List” window will open. Search for and select the Romeo funding file
associated with this certification using the search fields below.

59 Awards

Please select awards related to File#: 60000

Submit | Cancel

search

All Avards.
Only the first 50 matches will be displayed

File No Title

Primary Investigator Status Owner Group
- St — O, — losed =
soocemm Or. — fosed
-

0. eum—
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5. Click “Save” before moving to the next tab. It is always good practice to save your application before
changing tabs or leaving the application for an extended period of time. At any time, you can save your
application and continue working on it later.

6. Proceed to the “Project Team Info” tab.
The Principal Investigator information will auto-populate with your profile information. Please contact

the Office of Research and Innovation at research@unbc.ca if your profile information is incorrect or
out-of-date.

External project team members: If Co-investigators are external to UNBC or are with UNBC and do not
have a ROMEO profile and will not require access to the application form, their name, institution,
contact information, and role in the study can be added in the Investigator Comments text box.

All identified project team members can contribute to an application form pre-submission, but only the
Principal Investigator can submit an application form.

Students or researcher under supervision, team member or research coordinator:

If the application form has been initiated by a student or researcher under supervision, a team member
or a research coordinator, the role of Principal Investigator will automatically be populated with that
individual’s information. This must be switched using the “Change PI” button (red arrow below).

This will open a pop-up window. You can search for your supervisor’s Romeo profile by typing their first
and/or last name into the search boxes (red rectangle below) and clicking “Search” (red arrow below).
This will bring up a list of all Romeo profiles with this name. Select the correct profile for your supervisor
by clicking the “Select” button (green arrow below). If your supervisor does not have a Romeo profile,
click “Close” and have them contact the Office of Research and Innovation to be added to the list.
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| £ investigator List T o x
Close

Instructions : Search for and select the frsﬁ'cher profile you want to load to this application file. If the project team member does not have a researcher profile, contact your system administrator for guidance.

|
Start With ® Any part
Last Name: balogh

| First Name:
I
" Search | Reset

Options Last Name First Name Primary Affliation

v v v
- Select Balogh Sharleen Office of Research and Innovation
Close

Once the PI for the application has been changed to the academic supervisor, you will need to ensure
that you add yourself as a Project Team Member so that you will continue to be able to access and
edit the application. Click on “Add New” under “Other Project Member Info” (red arrow below).

Application Ref to: £745  Project
Project Work Flow State: fre cuse:

e | |Com| Pomt. | EworioViod | |Ewediwror| [Sumt] |wihdew

e T e B T )

Phanat. msermE Phanaz
[ = ey
Primary dddvess Mesrmate Address:
Prafeed dddees Country e -
S —
el
- Fae e npyen

A pop-up window will open. Do NOT hand type your information into the boxes or it will not link to your
profile and you will not be able to access the application. Instead, to add your information, click “Search
Profiles” (red arrow below). Another window will open. Type your first and/or last name into the search
fields and click “Search”. Select your profile from the list and click “Select”.

If you are a student working on your thesis/project research, as lead investigator, please indicate your

role in the project as the “Principal Applicant” from the “Role in Project” drop-down menu (green
arrow below).
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Click “Save” (blue arrow below) before moving to the next tab.

'Elnmjmrnmumbersdn . L

i
Sl ity

Project Team Member Info
Do not hand type data for this section. To add more project team members to this application form, dick Add New to search for and select from other researcher profiles. Click [?] for mare info.

‘ | Search Profiles | | Refresh | @
1

Prefix: ] Last Name: First Name:

Affiliation: [ -]

Email: Fax; [ |

Phonet: [ | Phonez: [ |
Mailing Alternate Address:

Primary Address: ‘

Use Of Address: ® Primary Address O Alternate Address

Comments: ‘

Once this step has been completed, if you save your application to continue working on it at a later time,
after logging into the Romeo Research Portal the application can be located for editing:

e Asastudent, the application will be found under “Role: Project Team Member” under the
“Applications: Drafts” (red arrow below);

e As the Principal Investigator (academic supervisor), the application will be found under “Role”
Principal Investigator” under the “Applications: Drafts” (green arrow below).

BACK TO HOME | Search File No -] | APPLY NEW | News | Useful Links |

Role: Principal Investigator

Apphcations: Drafts (s}
spplications: Requiring Attention ©
applications: Under Review ©
applications: Post-Review ©
‘applications: Withdrawn ©
Events: Drafts (L]
Events: Requiring Altention ©
Reminders ©
Role: Project Team Member ~
applications: Drafts ©
Applications; Requinng Attention @
applications; Under Review ©
Applications: Post-Review (L]
Applications: Withdrawn ©
Events: Drafts @
Events: Requiring Aftention ©
Reminders ©
Apphcations: Chaie ©
Applications: Reviewer (New) ©
Applications: Reviewer (In Progress) ©
Events: Chair ©
Events: Reviewer (New) ©
Events: Reviewer (In Progress) (L]

7. Proceed to the “Research Ethics New Application Form” tab. You will see a screen similar to the one
below. Answer all of the applicable questions under all of the sub-tabs shown in the red rectangle
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below. You can open a sub-tab by clicking on its title. Questions with a red asterisk (*) are mandatory,
but please answer all questions relevant to your application.

Click on “Save” to save the information on the sub-tab before moving onto another sub-tab. At any
time, you can save your application and continue working on it at a later time. It is always good practice
to save your application before changing tabs or leaving the application for an extended period of time.

Powered by Process Pathways

Application Ref No: 5745 Project Title: TesTaic ROMEO Hov 2023 Application Form: Research Ethics New Applcation Form
Project Work Flow State: fre-submission
Save Cose Pt Export to Word Export to POF Submi. Wehdraw

roiect Team info |- Research Ethics New Application Form

= (TP T

1. Study Dates and Funding Information [ 2. Conflict of interest | 3. Study Type and Risk Assessment l 4. Summary of Study and Recrutment l * 5. Security of Data and Confidentiabity of Personal Information 1 * 6. Number of Participants and Locations for Study j

[ "7 Participant Information and Consent Process | *8 Class-Bused Projects | *9.COVID-19 |~ 10. Declarations |

© 1.1) Prease choase one of the following

© You plan to start collecting data immediately after obtaining ethics and any other required approvals
You plan to start data collection at a later ate i.e., 2 months or more after submting application

8. Proceed to the “Attachments” tab. This tab allows you to upload all required attachments. Ensure
that all documents are named using a consistent and informative naming convention (e.g.,
“consent_form_v1_date”).

Documents that pertain to your study may include TCPS2 CORE Certificate (required for all
undergraduate and graduate student researchers engaged in human participant research); Other REB
approvals; Consents from Aboriginal groups or organizations; Other required consents; Safe Research
Plan for In-Person Research involving populations that may face increased risk of COVID-19, or
communities where local policies and protocols are in place regarding the pandemic; Participant
recruitment materials (e.g., posters, letters, email scripts, and media advertisements); Participant
information letter(s); Participant consent form(s); Interview protocols, questionnaires, survey
instruments (As per TCPS2, Article 10.5, in studies using emergent design in data collection final versions
of questionnaires or interview schedules must be submitted to the REB as soon as they become
available); Research assistants/transcriber confidentiality agreement(s); Research contract(s); Research
proposal; Any other applicable documents.

Click the "Add Attachment" button at the bottom of the page to attach all support documents (red
arrow below).

Application Ref No: 572c  Project Title: Tes78/6 ROMED lov 2023 Appication Form: Research Ethics Hew Application Form
Project Work Flow State: re-Submission

Save Close. Pt Export to Word Export to PDF Submi Withdraw

[ Projectinfo | Froject Team info | - Research Ethics New Application Form amachments | approvals | logs | Emors |

Please use "Add Attachment” button at the bottom of this page to attach all y support for your [Ethics New Form. Ensure to use a and it tive naming for
each document file name, including a version number.

Documents that pertain to your study may include:

TCPS2 CORE Certificate (required for all undergraduate and graduate student researchers engaged in human participant research); Other REB approvals; Consents from Aboriginal groups or organizations; Other required consents;
Safe Research Plan for In-Person Research involving populations that may face increased risk of COVID-18, or communities where local policies and protocols are in place regarding the pandemic; Participant recruitment materials (e.g.,
posters, letters, email scripts, and media advertisements); Participant information letter(s); Participant consent form(s); Interview protocols, questionnaires, survey instruments (As per TCPS2, Article 10.5, in studies using emergent
design in data collection final versions of questionnaires or interview schedules must be submitted to the REB as soon as they become ; Research anscriber confidentiality agreement(s); Research contract(s);
Research proposal; Any other applicable documents.

Plaase refer to thase Guidelines and Templates in preparing supporting documents:

Research Risk Assessment Guidelines pdl
Information Latter and Consent Form Gisdalines docx
Information Letter and Consent Form Template docx.
Confidentiabty and Mon-Disclosure Agreement temglate docx
REB Tempiate for New Application Development docx
Recritment_Poster_Template docx

Add Attachment
NGTE : The maxmum individual aftachment size Is 10MB. All attachments larger than 10ME will stall the system, and your data may be lost.
Havsever, you may upload muliple attachments, provided that each is no larger than 10MS.
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A pop-up window will open. To upload an attachment, click the “Browse” button (red arrow below).
Enter a Description, if applicable. Enter the date of submission as the “Version Date”. Under the “Doc
Agreement” pull-down menu, select the type of document you are uploading (research proposal,
consent forms, recruitment posters, etc.). Click on “Add Attachment” (blue arrow below).

= Upload Attachment x

Description:

upload e
Attachment:

Version Date:

Doc Agreement  [--Salect One-

Add Atiachmant Cancel

Click “Save” to save the information on this page.

9. “Approvals” tab. There is no information to be entered in this section. The application will
automatically route to the Office of Research and Innovation Research Ethics Board for processing.

Powered by Process Pathways

Welcome: Sharleen Balogh

Application Ref No: 7941

Save Close Print Export to Word Export to PDF Submit Withdraw
[ Project Info Project Team Infa * Research Ethics Board New Appl Form - Research [ ttachment Approvals |7 Logs Errers |
Approvals

This application s pre-programmed to route to the following signing authority levels

Role Active Exceptions
Division Signing Authority

Department Signing Authority
Faculty Signing Authority

Office of Research Services/Office of Research Ethics

10. “Logs” tab. There is no information to be entered in this section. You can toggle between “Event
Workflow Log” and “Event Log” (red rectangle below) to see where your application is at in the
approval process and to see any relevant log or communication activity.

Event Form: Research Ethcs Board Annual Renesal and Study Progress Form
Save Clase Frint Export to Word Export to FDF Submit
i Bourd Al Rl nd Sy Progres Forn | utschenents | Lo |
Activity Log Workflow St Workflow Message User Role/Group
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11. “Errors” tab. This section will show you where there are errors in your application form. All errors
must be corrected before you are able to submit your application.

o 8009230 - Ref Mo : 2437

Event Form: Research Ethics Board Annual Renewal and Study Pragress Farm

FI
Project Titke : Tastng Romeo

Save | | Close |  Print | ExportloWord | | Exportto FOF | | Submit

[ Eventiafo | - Research Ethics Board Annusi Renewal and Study Progress Form | Attachments | Legs | Enc

Resaarch d Study - 1. Projact Funding:L.1 Have there bes ianges to the funding for this protacol snce the most racent ethics approval? & required.

Research Ethics Board Annual Renewal and Study Progress Form -> 2. Confict of Interest:2.1 Hew Conf
E ired.

st - Have there been any changes n the confict of nterest status of the Pricipal Investigator, Co-nvestigatas, or members of the research team that have not previously been reported to the Research
thics Board? is requ

Resaarch d Study - 3. Particpants:3.1 What staga of recrutment is your study? is required.
Research Ethics Board Annual Renewal and Study Progress Form -> 3. Partiapants:3.2 Provide further detak around the recruttment of particpants for your study. s requred.

Research Ethics Board Annual Renewal and Study Progress Form -> 3. Partiagan

3 How many particpants have wEhdrawn cansent in the study? & required.

Research Ethics Board Annual Renewal and Study Progress Form - 4, Stu

5:4.1 Provide a brief sumerary of the

ress of the study. is required

Research d Study - 4. Study Progress:4.2 Snce the mast recent ethics approval, has there been any new information or changes in scientific knowledge that might affect the ethical bass of the research design? s requred.

Research d Study «> 4. Study Brograss:4.4 Unantcina!

Broblems - Have thers been any unantcinated problems expenenced durng the courss of the ressarch? & requrad.

Research Ethics Board Annual Renewal and Study Progress Form -5 5. In-Person Research activbies with increased rsk of communicable diseases:.1 Since the most recent ethics appeoval, has there been any new ifomation or changes in the Pubic Heath Officer's ongaing updates and recommendations that impact this
study? & required.

12. Final Processes. Click to “Save” the information entered in your application. You can also choose to
“Print”, “Export to Word”, or “Export to PDF” your application.

Event: File No: 6009230 - Ref No : 2437
N o

PL: W and Inos Ewent Form: Research Ethics Baard Annual Renewal and Study Progress Farm
Project

Save print | | Exporttoword | | ExporttoPDF | | Submit

[ vt oo | Resaarch Eics e Aol Rl an Sty Progrss Form | itachmants | Lo | e

Hatsis)

13. When you are ready to submit the application, click “Submit” (red arrow below) and a Work Flow
Action comment box will pop up. If you have any additional comments, enter them here. Please do not
put any confidential or sensitive information in the comment box, as this can be seen by reviewers and
Office of Research and Innovation staff. Once you submit, the Research Ethics New Application Form will
be routed to the Office of Research and Innovation.

PLEASE NOTE: If you are a student, or a researcher under supervision, your academic supervisor MUST
submit the application from their own Romeo account (after changing the Pl and adding yourself as a
Project Team Member with the role of “Principal Applicant” described in Step 6 above). If the
application is submitted from a student account, it will be returned to the student by the Office of
Research and Innovation for re-submission by the Faculty Supervisor. This enables the supervisor to
review all materials that are being forwarded for review under their professional responsibility for the
conduct of the study.

Powered by Process Pathways Weicome: Sharleen Balogh
Application Ref No: 7941 Application Form: Research Ethics Board New Application Form - Behavioural
Research

Save Close. Prnt Export to Word Export to PDF Submit

Project Info Project Team Info |+ Research Ethics Board New Application Form Behavioural Research | Auachments Approvals | Logs ] r
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14. At any time, you can view the status of your application either:

a) under an individual application’s “Logs” tab, or

Powered by Process Pathways en Balogh

Application Ref No: 7341 Application Form: Research Ethics Board New Application Form - Behavioural

Research
Save | | Close | | Prnt  _ExpottoWord _ExportioPDF | Submil | | Withdraw
[ * Project Info T Project Team Infc T * Research Ethics Board New Application Form - Behavioural Research T Attachments T Approvals Logs }--

b) from the Home screen, under “Applications: Under Review”.

APPLYNEN | News | Usehd ok

15. After the REB has reviewed your application and made their approval decision, you will receive an
email from do-not-reply-unbc@researchservicesoffice.com indicating whether your application has
been approved or if provisos have been issued. If revisions are required, you will receive a Requested
Changes Memo from the UNBC Research Ethics Board attached to the email, detailing the changes
suggested from the review.

16. To revise your application, log in to your Romeo account (following the instructions in Steps 1 and 2
above). The application that requires attention will be highlighted in red text (“Applications: Requiring
Attention”) under either the “Role: Principal Investigator” list (red arrow below) or the “Role: Project

Team Member” list (green arrow below), depending on your role in the application.

Powered by Process Pathways | Product Info elcome: Sharleen Balogh | Home | MyProile | Contactus | Help | Logout

4

‘ Office of Research and
Innovation

BACK TOHOME | Search File No ~| ® APPLYNEW | News | UsefulLinks |

A

Role: Principal Investigator

Applications: Drafts (26)
Applications: Requiring Attention*® @
Aplications; Under Review 0]

Applications: Post-Review

Apglications: Withdrawn 0
Events: Drafts ©)
Events: Requiring Attention ©
Beminders y
Role: Project Team Member

Applications: Drafts
Applications: Reouiring Attention
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Click on the appropriate Quick Link. A new window will open, listing all applications in that category that
require your attention. Locate the correct file and click “Edit” (red arrow below).

Contact Us

BACK TO HOME | Search \ir\‘ic = @ APPLY NEW | News | Useful Links

Reset Filters Export To Excel

| File No ‘ Project Title Principal Investigator Application Type Status Snapshot

v v v |.an - v
view | | Edit | | Clone Ms. Sharleen Balogh (Office of Research ~ "ooc" j
J—— Tostippication #8 r gt 2 . Project Status: Per -
Latest Workflow and Innovation v Workflow Status: Pending Info by ORS

Project Status: Pending
Workflow Status: Pending Info by ORS

Vi 3 Cl
e At lone 6007878 Test application 4

Latest Workflow

17. The application will open.

Please make any changes directly within the Romeo application by clicking on each tab and revising
your responses as required.

Revised support documentation (i.e., consent forms, recruitment posters, etc.) can be attached to the
“Attachments” tab (as in Step 8 above). Please identify any changes to the support documentation by
underlining and highlighting new text and striking-threugh removed text from the original submission.
Please provide each revised document with a new name using a consistent and informative naming
convention (e.g., “consent_form_v2_date”).

Please also upload a Response Letter to the "Attachments" tab. Please copy the provisos listed in your
letter requesting changes received from the REB, paste them into a blank document, and provide an
explanation or justification below each proviso of the changes made, or not made. Please save the letter
(e.g., Response_Letter_v1_date) and attach it to the "Attachments" tab. Select the “Researcher’s
Response Letter to REB Requested Changes” from the “Doc Agreement” drop-down list (red arrow

below).
E Upload Attachment X
vol niti
let
Description:
%
Browse
rur :::JtI:;:nent' @
\Et ’
Allowed File Types:
agl ipeg. jpg. png, doc, docx, xls, xisx, bd, pdf, ppt, ppbx, pps, ppsx, msg
Allowed File Size: 10 MB
Version Date: =)
Doc Agreement --Select One-- 2 -

Add Attachment Cancel

ttag
=2ac|
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18. When you are ready, click to “Re-Submit” your application (red arrow below) to the Office of
Research and Innovation. As in Step 13, a Work Flow Action comment box will pop up where you can
add any additional comments. As before, please do not include any confidential or sensitive information
in this comment box. If you are a student, you will need to notify your supervisor so that they can re-
submit it from their own Romeo account on your behalf. This enables the supervisor to review all
materials that are being forwarded for review under their professional responsibility for the conduct of
the study.
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19. The application will be automatically routed back to the Office of Research and Innovation for
review by the REB. If further revisions are required, you will be notified by email, as you were with the
initial provisos.
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