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1. Introduction 21 May 2020

This guide will take you through the steps to create an application for Ethics approval within Infonetica Ethics
RM, when a student will be completing the application.

» The Pl / Supervisor must enter the basic information before passing on to their student to complete

» All PhD and Masters students will have access to Ethics RM

» Access for Honours students must be requested by the Academic Supervisor once for each academic course

» The student can complete the application then notify the Pl / Supervisor who will then be able review the
content and provide feedback by adding comments to the relevant sections

» Once the application is complete the Pl / Supervisor submits the application for sign off

» All ethics applications must be submitted by the PI / Supervisor

» A Word template of the application form is available for drafting prior to pasting to the online form, if

preferred (see Section 6 overleaf)

NB The research may not start until ethics approval has been obtained

2. Request access for Honours students

» Academic supervisor calls SSC to request Honours student T Academic supervisor will need the
access to Infonetica Ethics RM: course ID when making the call

» x86000 7.30am — 6.00pm standard business days

When an academic supervisor requests access to Infonetica for an Honours Student, access will be granted for all
Honours students on that course, so only one call to SSC per course is required

NB

Request to set up course can be submitted via a standard service
request but the SLA is 4 days so it’s quicker to call

NB

3. Create a new application

IR | Create Project
Work Area v
Work Area Project Title:™
#f# O | Test Project 1234 o
Home Notifications General J
) Main Form
Actions » I .
Notifications Signaturg
—— o | Please Select..
[ ] [ ] 0 O Please Select...
Ciee bolder Deele Ebides rois Eriac AEC - Animal Ethics Commitiee Application Form X
AHREC - Auckland Health Research Ethics Committee Application Form ~1
BSC - Biological Safety Committee Application Forms
UAHPEC - The University of Auckland Human Participants Ethics Committee Application Form
A. From the home page, click on the Create Project tile —
B. Within the pop up box, enter the project title _
C. Select the relevant form from the Main Form drop down list
D. Click Create Once created, the form type cannot be

NB amended, you will have to delete and
start over




4. Complete the basic information

A. Select the Question Applicant Details or Applicants

B. For Principal Investigator, start typing your name

and select from drop down list

C. Use the mouse or vertical scroll bar to move down

the form to add student details

D. Select the Yes radio button against the
relevant Student question(s)

E. Enter the student First Name and Last
Name

F. Click on the Roles action button

UAHPEC - The University of Aucklant¢
Participants Ethics Committee Applic

AHREC - Auckland Health R{*" Gusstions
Introduction Introduction
Appl Icatlon Form Eligibility for UAHPEC review Eligibiity for UNHPEC revil

Saction

Section A

Section B

Questions Section 1 Applicants
Information for Researchors nirogustion I J_

Project Detaild  Applicant Details o
Eligibility and CoeEET )

Actions
Version: Beta
Prewous Hext Naragale
Principal Investigator @

ST | e A2 Principal Investigator Contact Detaits q
5 d \

Francesca Fogany(francesca fogarmy@gmail com) }
k ) Fraser Alexanden(l alexandergdauckiand ac nz) ~

Cottaborators !‘.cmgh(nnnu Frances Backhurstf backhursiBauckiand ac nz)
oAk c. Alagia Gog
Student Research 1.6. Will a student her or h be i Ived in the |
A& Is this a student research project? | project? \
= Yos Mo = Yes Mo )
A9 s this a summer studentship?” 1.6.a. Provide the name, contact detalls and project role of each of the
student researcher(s):
o5 No ris)
A10 Student Contact detalls Name and Centact details:

Title

Title

First Name" |

Last Name" |

First Name® [ o
ol Last Name" I . /

Student 1D

Degree /

Student ID*

Department [
School”

5. Share Role with the student

G. Enter the student’s email address

All PhD, Masters and Honours students will be set
up within Ethics RM with their
@aucklanduni.ac.nz email address,
e.g. fcrul39@aucklanduni.ac.nz

An Honours student’s email address will not be
NB ' recognised within the system until they have
logged in for the first time

Sharing the Student Role will ensure that the student has Read and Write access to the application

NB Students will not be able to submit the application for sign off

Points to note:

» The student will receive an email notification including a link through to the form
» They will then be able to complete the rest of the application
» They will inform you when they have completed the form, allowing you to then review and add any comments

for them to make further updates

» Once complete you will be able to submit the application for sign off (the student will not be able to submit the

application for sign-off)

Share Roles

Shawing & foam enables olhers o viewiedit the same form depending on the kevel of access you give them, Please select the

users you wish bo share this form wilh
e\_}. Collabarator (Head Only)
Note: [ form Ras nof yet been shaned with any el DHEG Dosegects A
[ CSinent I
s o

=Ny

H. Select the role Student from the drop down menu
I. Click on Share Role

Collaborator (Read Only) v




6. Downloading the Word template of application

» A Word template of the application is available for drafting the application prior to pasting to the online form

Work Area v
Work Area
‘ﬁ‘ 9 FAQ
Home Notifications Gemera\
Actions «

Notifications Signatures

Conlaclo‘zlwon

0

Transfers

Templates

Decument Name

A. From within the Home page, click Help

B. Click on Templates

C. Click on Download against the
appropriate application
template

D. Click on OK to open the Word
document

AHREC Application form - MS Word
version
Showing 1 to 1 of 1 entries

Date

¥ Added

Description

MS Word version of the online AHREC Application form to be
used for collaboration in preparation for the online submission.

Dewnload

19/07/2019 Download

fous Next &

Opening AHREC Application form - MS Word version.docx
You have chosen to open:
15| AHREC Application form - MS Word version.docx
which is: Microsoft Word Document (206 kB)

from: https://auckland.forms.ethicalreviewmanager.com

What should Firefox do with this file?

Microsoft Word (default)

() Save File

Do this automatically for files like this from now o

0K

‘l"/ Cancel

» The Word document can then be completed, passed between student and Pl / Supervisor for feedback and

updates, using tracked changes to monitor updates
» Once the document is finalised the content can be copied and pasted into the relevant sections of the online

form within Ethics RM

» The online application can then be submitted for sign off by the Pl / Supervisor
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