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About eRA

Research at UCT continues to grow year-on-year: every year, more research contracts are signed, and the
number of postgraduates and postdoctoral fellows continues to grow. UCT continues to increase our
publication count and attract more donations and funding. At the same time, the business of research
management is rapidly changing with the exponential growth of big data, open access and international
collaboration. Furthermore, universities face additional challenges as governments restrict research
funding and donors demand more from research groups. It is clear that supporting the research
enterprise of a university is becoming an increasingly complex task. In order to remain on top of our game
and continue to make our mark both locally and internationally, UCT is implementing an electronic
research administration (eRA) system, to provide technological solutions to the problems we have
identified. The cornerstone of the system is Converis, supplied by Clarivate Analytics.

The research project lifecycle was a cumbersome administrative process, made all the more difficult by
minimal online systems, duplicate data entry, a lack of templates and many manual steps involving
internal mail or hand delivery. The implementation of eRA is changing that, lifting the administrative
burden through automation, and streamlining the process at every step of the research project lifecycle.
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As the diagram to the left shows, eRA will provide s the
diagram to the left shows, eRA will provide researchers
with:

a ‘one-stop shop’ to manage and track the administrative -

workflow within a project lifecycle and beyond

user-friendly software that guides them from the point
where an idea is born and a funding opportunity
identified, through to post- publication with automatic
CV updates

streamlined and automated workflows, where all parties
involved — including ethics, finance, and research
contracts — are automatically notified of a project
application coming their way

the opportunity to track their applications and approvals
through the automated process, reducing the risk of an
application lying unseen in an inbox

enable researchers to keep on top of their contract
compliance requirements and integrate with SAP to track
project funds. Through its online portal, researchers can
create and manage their CV which they can draw on to
apply for grants and funding and use to create a publicly
visible profile.
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What eRA means for the university

The implementation of eRA is freeing up resources so that UCT can offer more comprehensive
research support and more efficient administration. eRA will allow for:

e  improved strategic understanding of all research

e improved ability to track research impact and collaborations

e  reduced financial risk through improved financial controls

e  improved support for researchers, including proposal development, and

e  better management of data, analytics and reporting to support strategic decision-making and
control.

The implementation of eRA is being overseen by a team of specialists who are working on developing
the systems according to UCT’s needs, rollout of live modules, training of relevant staff and ongoing
help-desk support.

Advanced reporting
& research analytics

804

Partnerships and
collaboration
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Module 1: Logging on to the eRA
system

e Lesson Objectives:

e Learn how to login to the eRA system

I UNIVERSITY OF CAPE TOWN
U CT Resea rC h PO rtal gl IYUNIVESITHI YASEKAPA * UNIVERSITEIT VAN KAAPSTAD

Research support hub Research & innovation UCT libraries UCT eResearch

q

Welcome to the University's Research Portal

Visitors to the portal can find out more about UCT's research strengths, projects, and publications, or search for and
People connect with potential collaborators.

If you know which research ar=a, organisational unit or researcher you are looking for you can use the general search

Faculties and departments bar below. Alternatively, you can browse and filter the information using the toolbar on the left.

UCT research outputs

Research equipment and General search
services e
:

Research keywords

Access the eRA system by using this link: https://eraonline.uct.ac.za/converis/portal/overview?lang=en GB

Click on Login at the top right-hand corner.

If you are not already logged in to another UCT platform, you will be prompted to enter your UCT credentials to
login.
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Sign in with your UCT userame and password.

[Sun student number ]
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Y Search er Rybicki, Edwa

L ViewProfle [1 AccessAdvancedAnalytics B CV  + | Acgab

Edward Peter Rybicki /
9 Cape Town
Publications & EdRybicki@uctacza

Award Management

APC and Page Cost
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CV Activities
Ethics Submissions Things to do
Revtows » 1 Shortlisted h require
Notifications
»3 for
Statistics

» 39 Research output(s) saved in draft status

View All

View All

View Al
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Module 2: Differentiation of roles

Lesson Objectives:

e Learn to distinguish between the different roles associated with the Ethics module

e Learn more about the workflow process for the Ethics Module

e Adefinition of each role that will interact with the Ethics Administrator module
Dashboards

2 Search Help F o Rybicky, Edward Peter (Ed)

L ViewProfle [ Access Advanced Analytics [ CV 4+ AddNe

Dashboard .| Edward Peter Rybicki  c«

9 Cape Town

Publications ’ e: EdRybicki@uct ac za

Award Management

APC and Page Cost
forms
CV Activities
Ethics Submissions Thlngs to do
Reviews
» 1 Shortlisted research application(s) require additional Information View All
Notifications
» 3 Research application(s) for completion View All
Statistics
» 39 Research output(s) saved in draft status View All

The dashboard has the Ethics Submissions tab on the left-hand side which will lead you to all Ethics applications that:
have been submitted. This is a dashboard that the researcher will see. There are other roles that have access to the
Ethics functionality.
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Switching Roles

You can switch to different roles by using the orange down arrow on the top right as shown in the steps below:

1. The Researcher Role

|1 Swich Rote I RCAI Contracts Manager Rybrchi
[

& Research Portal

archer Rybechs Eomard
© My Settings e
PR—

X Logout

(Medissa)

1
1
Researcher Abahams. Meissa 1
APC and Page Cost ¥
torms 1
RO Adminisiration UNVERSITY
OF CAPE TOWN
CV Actties 1

Resesrch Funging Admuestrato:

n UNIVERSITY OF CAPE TOWN
Ethics Submissons m"‘as to do
Reviews Cepartment Admunstiator Dept
1 Shortlisted research application(s) require additional information ¥ of Historical Studies (Faculty of
Wumante. )
Noutcaons
3 Research application(s) for completion V. Commitios Adminisirater

39 Research output(s) saved in draft status V' Commities EXCO. Rybichi,
Edware Peter (E9)

1
1
1
Satistics Rybichi Eowaro Peter (£4) i
1

1819 Research output(s) returmed for clarification
1

" Faculty Coordunator: Faculty of
(UNVERSITY OF
CAPET.)
3 Research application(s) conditionally awarded v

2 Funding application(s) are incomplete View &1

Recently edited

This & 381 20 et he RO Funging Admin e Rybce. Edward Puter - Dast of Wscuiar & Col Bciegy

The Ethics process has 3 roles that interact with the application namely:

* Researcher (based on the relation to the application form, the Researcher can access the form either as the
Ethics applicant, the named HoD to complete the Declaration section of the form, or as a named reviewer)

¢ Committee Administrator
e Committee EXCO !
¢ Reviewer

The first time that anyone signs onto the eRA system, they are given the Researcher role by default.
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2. Committee Administrator

NCR Comtracts Manager NySehs
Pater (090

Messarcher fRybichs, Cowerd
Poter (Ed)

Rerearcher Abianams Meliass
Mebans)

HO Advaisbaton UNVENSITY
oy OF CAPY TOWN

Porsan dats Things to do Punsting
UNIVER MTY OF CAPE TOWN
%2 pendag Penge b 26
Oepartment Admisiaw stor. Dept
of Miasoricad Studies (Faculty of

Recently edited ———

Nin rwartly wdied e I Commitins Advvenisti atie I

Hytechi € dwmard Pater (Ea)

Commatine EXCO Hyhichs
Ehward Pates (L)

Facumy Coordinascr Faculty of
Mumanites IUNIVER SITY OF
CArFE T )

In order for the system to work correctly, any user who is assigned the Committee Administrator role needs to be
listed in the Administrator Staff on the related Committee Form.

3. Committee EXCO

B Ve Pt (T A -
Edward Peter Rybicki » «u ' :::'_‘;m:n*' [—
o Copm e

B e Besesrcner Ryseeks Cowars
Pater 10

Berenrcher Abcanams Mebase
Medsee)

MO Acmisiatrason UNVERSTY
OF CAPL TOWN

Feve s ch # unang Aserirsatr st
Ty
L ) Things to do UNIVEN BTV OF CAPE TOWN
Owpartrmmnt Aderist sfor Oyt
oo 1 Shorthsted research application(s) reguere addutional information Ve Mintemcal Studies (F seuity of
Sumane |
L R
4 Rosearch applicationds) for completion ¥ Commmmes Advieaaion
Stanance Sytacni Eoew Peter ()
39 Research oulpulis) saved in draft status v
1819 Research outpul(s) retuimed for clarnfication v, Cosrinases; Fomdny of
Mumanties UNVER STY OF
2 CAFET )
v
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Committee EXCO: Assess the outcome of the ethics review process or confirm the outcome of the ethics review
process for a particular submission.

A description of each role is listed in the table below:

Anyone can create an Ethics Application form by virtue of being a Researcher Person
on the eRA system. Once an initial Ethics Application form has moved beyond

the Draft step, and for all subsequent submissions for the same study, only

those users who are named on the Application Form as members of study staff

will have access to make changes to a submission form. There are two other

instances in which the Researcher role is required:

¢ Online Ethics Application forms require certain declarations to be
acknowledged. The person who captures an Ethics Application form needs to
select the name of such declarer/s. The existence of the Declarer's name on the
online Ethics Application form will give the Declarer the necessary rights to
acknowledge the related declaration.

¢ Similarly, Committee Administrators capture online Ethics Review Sheets on
which they select the name of the Reviewer. The existence of the Reviewer's
name on the online Ethics Review Sheet will give such Reviewer the necessary
rights to complete a review on the online form.

The Committee Administrator role is the role required by the Administrators Person
who work in the Research Ethics Committee (REC) office associated with a

particular set of Ethics Application forms, e.g., the Administrators who work in

the office of the HREC. This role is required in order to orchestrate the

progression of an online Ethics Submission through the review process, i.e.:

¢ check whether a submitted form has been completed correctly;

¢ submit the form to EXCO in order for EXCO to assess whether the submission
can be expedited, or whether it must be subjected to a Full Committee Review;
¢ create Ethics Review Sheets for a particular submission if required, and
manage the response to such individual submission reviews;

11| Page



¢ depending on whether the review track for the submission is expedited or
full committee review, manage the workflow through the appropriate steps to
arrive at the overall outcome of the ethics review process;

e create a review response letter to the Pl or Applicant providing the overall
outcome of the review of the submission (this is done off the system); and
finally

e to attach the review response letter to the submission and save it in the
required workflow status that will pass it back to the Pl of the study concerned.  Person
The Committee Administrator role is also required to maintain the list of EXCO
members, and the list of Administrator staff on the related online Committee
Form.

(NOTE: In order for the system to work correctly, any user who is assigned the
Committee Administrator role needs to be listed in the Administrator Staff on
the related Committee Form.)

The Committee EXCO role, is the role required by the EXCO members of the REC Person
office associated with a particular set of Ethics Application forms, e.g., the EXCO
members of the HREC. This role is required in order to perform the following

tasks on the system:

e Assign the review track appropriate to an online ethics submission, i.e. the
expedited process (no committee review required - usually assigned in the case
of low risk research only), or a full committee review (the more commonly
assigned track);

¢ |f deemed a requirement, provide Reviewer/s names for which someone with
the Committee Administrator role must create online Ethics Review Sheets;

¢ Assess the outcome of the ethics review process (in the case of an expedited
review), or confirm the outcome of the ethics review process (in the case of a
full committee review) for a particular submission.

(NOTE: In order for the system to work correctly, any user who is assigned the
Committee EXCO role needs to be listed in the list of EXCO members on the
related Committee Form. EXCO members will need to have both the Committee
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Role Name

Reviewer

Description

EXCO role and a Researcher role. The Researcher role is required when they are
names as the Reviewer on an Ethics Review Sheet.)

The Reviewer is recommended by the Committee Exco role as an independent
external adjudicator in the review of the researcher’s application. The
Committee Administrator appoint the Reviewer once the Exco member has
made their recommendations for who should be added to the system as a
Reviewer. The Reviewer will receive the respective review sheets once
appointed and vet the research ethics application. The reviewer will then
complete the review with their suggestions determining whether the
application may go forward with being approved or declined.

Entry
Point
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Module 3: Selecting an Ethics

application form

Lesson Objectives:

e Learn about the sections of the form which are completed by the Researcher or a person who is associated

with the Research study

e Learn about the completion of an Ethics application form and at what point the Committee Administrator

interacts with the form.

Dashboard AllCU
Research Qutput

Award Management

IP Management

CV Activities Things to do

®

» Research Output 'o
} Award Management
Patent/IP

CV Activity

v Ethics Management

Pre Screening Questionnaire

Ethics Application
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Dashboard = Add niw ERcs Apphcalion

Dashboard Add new Ethics Application
Research Qulput
Award Management
Select the appropriate ethics application type
1P Managesment
Ethics Applcaion Irfreruatoren mlaod ey sobociod ethecs appdscabon
CV Activities
w Rossarch Ethcs CommiSiess o Foesoaich Ethics Commitioes
] Ethics Management
IFREC Apphcaton
Pre Screening
Guestionnaires CHED Facuty Appicaton @ I

Roles: Researcher
Click on the Add New Content button.
From the dropdown, click on the Ethics Management tab, then select Ethics Application.

A list of all the Ethics application form types will be displayed before you. From the list, click on Research Ethics
committees, then select the CHED faculty Application form type.
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Module 4: Completing an Ethics
application

Once the relevant form type has been selected, you may go ahead and complete the respective tabs as required.
This can be done in the role as a researcher.

The first tab to be completed is the Key Information tab. Please read carefully through the requirements of each
field and pay special attention to the areas where hint text is provided as a guide to completing the form.

Once you have completed all the information on the first field, please click Save. This will allow for the system to
generate and assign an ID number for this application.

3. Research

Methodology * Hore ~

1.Key Information 2. Project Details

Please cnmplete sections 1 thrr.:ugh 8. [For a step-by-step guide click here}

NB: All sections must be completed. If N/A please indicate so. If any section is left blank, your
application will be sent back for completion.

Is this specifically for degree or any other qualification purposes?

If you answer yes, and you are both a staff member and = student, plesse ensure that you are logged in using your student profile.
Yes ~

If yes, please state level of degree

PhD ~

Other degree not listed above

Type of ethics review

CHED Faculty Application -

System ID Number

This is & system-generated number used to identify this application

Proposal Reference Number

This is & system-generated number used for approvals
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Since you have completed the first tab, you may now click on the Project Details tab.

1.Key Information 2. Project Detaily X Ressarch Methodology

Fuil tithe of ressarch project (Mo abbreviations to be used)

Research site{s] where the propect will be cared out.

Rassarch (i) whess crogect wil be camied oot

Research questions

pacdy the ressarch gueston(s) being evaluated in he propct

More =

Complete the fields as required. Once you have completed all the relevant fields, click Save at the bottom of the

screen to save the captured information. You should be able to successfully capture information on the template

selected.

Capturing Information (Research Methodology tab)
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Wil gata collection involve any of the following:
Accens 15 confidential Infoemation withoet! pricr Consent of participants

Salett yos o 0 -
Par being required %0 an act which might chminah self respect Of Cause them 10 exyx shame,
of regret
Select yor or no -
Par bewng exp og which may be exp " ol Of up Q. OF 10 pr which may have
wrpleasant or harmiul s effects
Selett yer or no -
The use of s, Basks of procedures which may be experienced as 3] o unph
Seletd yor o -
Ay form of deception
Salect you or no -
Describe in detall your data pe for both and apge used. Please include detads o
1. Choice of case studbes (¢ appiicabie)
2. Taeget p )/ On v of par
3. Samping G ey {1 samping = required) ! Selecton of paDOpants
4. Sampile size / Numben(s) of partcipants
5 Rec partcipants (actual )
L oS criteria.

NE. Omeing any of the above could resull in your sppiication being sent back 10 you.

WAl diy Sollesme involvs By of th Rallawing:

T WS o

Tl E i & 55 L
vy el

Tl oy il o -
il b’ M

P e O ]
A E ek b B =)
Ty B R P
Tl E s i S =
PO WD

Tl F yen or -t

AT e AR T T
Tarle B g e [
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Navigate to the Research Methodology tab.

Complete all the fields provisioned on this tab. Once you have captured all the required information, click Save at

the bottom of the screen to save the captured information.
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1.Key Information

2. Project Details *

3. Research Methodology

I More -

Please complete sections 1 through 5. (For a step-by-step guide click here

NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review

will be sent back for completion.

Is this specifically for degree or any other qualification purposes?

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

Select yes or no

~

If yes, please state level of degree

Select purpose

~

4. Attachments

5. Declaration and

6. REC Review
8. Queries
9. Qutcome

10. Amendments

11. Renewals/Reporting
Closeout
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. Hey Ibarmation 2. Project Details 1. Resaaach Methadology 4. AfsEhmants =

Please snsurs that all relevant documents are attached to this application before submitting for review.
Thee preferned file formal is FOF.

hzwci Conas o sun hw. Far froai s sge of § up i 17, paressial
il Brul Pl Bddal Wi B Py Trasrila gl et ihe ] il
whare y. Englinh B b el P st b o Ry
Wlage mi ey 16 Gt Sfeie e Eagirah reriion s Deed sigeired.
AT o 0 b Ansih 34 b, B Pk, L GRpEE L.
wic hare

D el ettt Peiife Glelusisel peimeiaion T

Hrdat ey o0 i

Hyes, plowse peorichy darfadn, and orce avadably, aach guriskerper prrmessicn baicw

Flitdas SN Tt gubli b fa ok Ghod Wil bere Probirably s ared upbied Mot o ik & ghs
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Attach information about Ene person(E]invohved in this aoplication s ndicated bk

Al b ' il wreeilnalin i el g o Pare

Fiiinin allalh afny e g agpemeesd s Pevd
Ak copare of e wifacy brpareeyg B vyl efiory sl wapervinoen e

W oo s lg ey s erefoed e ey rhaly et e boed @ sagraed wfler of parfs apalen bee
na By Sl beregalar B30 0 n rrewes gy, e Lae wilaeers B rr e

P prvroed ARy = R0 08 D gl BTLEC R AR

Wb B P AR A Y i VRt TO B DT R it PR B e PG, Tk DRG]

I8 promn Wbl man rued apge v pranae sflaik yias repssl P

Signatures;
Anmeh any othed wigrature files hane [if nessdiarg)

Pleaze attach any other supporting documents that may_be required:
Fla gie ATLEER frp iy supparbng Sosurments Thal miay B jequined

= - i

Navigate to the next tab by clicking on the word More (or guided by the blue drop down arrow), then select the tab

called Attachments.
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Complete the form as required, attaching the required documentations in the prescribed file format. You will do this
by clicking on the File icon under the specified heading and searching for the file that you would like to upload.

Once you have uploaded all the required attachments and completed the form to the best of your ability, click Save.

1.Key information 2. Project Details 3. Research Methodology 4. M!Khmeml -

5. Declaration and
Please ensure that all relevant documents are attached to this apI, aculty g tting for review.
The preferred file format is PDF.

6. REC Review

Attach information about this study 3s indicated below;

Please attach your full research proposal here

0. Queries

n 9. Outcome

Attach Participant informed Consent doouments here For participants from the ages of § 10, Amendments
documents and child assent forma are reguired. Translated participant informed consent ¢

whvre necessary. Engiah versions 1o Be uploaded initially. Translated versicns must be o 11, Renewala/Repodting
SLAge, Whan 185 p0NEng 10 queres, ONoe The English versson Ras been approved Closeout

™
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1oy IPSPRELEA 3 Proghen DuBile 3 MeSRaRE ey ‘iﬁ::m::” =

Daclaration by applicant:

1

1

| B rided sand s nicaed] LT 175 R panalbls Condies of Heassich Poliey, UCT s Raasksdch | ihies Codds fon Deusanch Irrecheing 1
Huaman Participanss, UE T Aulorsblp Meactioes policp. and the relevas] ressarch siblcs. ocodes in my lscully asdios depacimsnt. I
1

|

| will coradeE fhin resasich sccording o sl sl pl 1egelsicry end gl requsremanis as well oy nabcned ard infer=aticngl «odes ared
guidialings i rry docapliee,

| nderiake bo Canmy Sl my ressanch in auch & vy Bhak:
Thar vt b mtll rect ¢ comi proambitd 4™ ©F lirdaive oo thel ek te o O urdwir sy el adll S © oo pACemie (Fel TR i R £ thek
community beng vicdad

T Vst rua asii] b o Lo 10 e’ it ool vl g sl by arw diladdee

| will rernpact infelmcfual property ighin ardd ecdd ary pracics thel sould cosmaifeie plagiarism

| am satiafied that 1

T T R T T T P T Lo e R PR R P TS P T T PP

Tk remenac b rmsthodiologry bn oflcaly sound snd (et whete Bumas: parSs lpants o commasBas s coscorned fhat atisntion has
Breen givim 8 s ol pilescy ansd digrity ol ha part wredl Ty g Primm b by Thary gew degwm

Ethicad e s ard pro<ce s saa 1egaidineg dats colli-oico, atctage caneruiig, sl protes tan have been auiably sddnesesd

Navigate to the next tab by clicking on blue drop down arrow on the Attachments tab. Select the Declaration and
Faculty Review tab.

Complete the Declaration by Applicant and all related sections up until the Project completion date on this tab.

Once you have completed these fields, click Save & close at the bottom of the screen. A popup box will appear.
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Select next step

Please select the next step below and add
an optional comment

Draft

Choose this status if you wish to continue working
on this record at a later stage

[of i EXCO initial
The Certificate of Approval will be issued for a term
of one year

From the popup box, select the Committee Exco Initial Assessment stage.

Click Done. You will be returned to the Dashboard.
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Module 5: Reviewing the Ethics
Application as the Committee EXCO

Once the Researcher has completed the application it will be reviewed by a Committee EXCO.

This will be reviewed by a Committee EXCO role.

ce  InCites  Joumnal Citation Reports

Q, search Help

Dashboard > My Profile 9 View Profile

Researcher:
Dashboard

K Research Portal

Departmental Authority:

Research Output
£ My Settings

Award Management Committee Administrator:
» Logout
APC and Page Cost forms
Committee EXCO:
IP Management
Reviewer:
CV Activities .
Supervisor:
Ethics Management
Student:

Ensure that you are logged in as the Committee EXCO.
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Dashboard

Files

Committees

Ethics Management

Reviews

Person data

Internal Organisations

Khalied Hanslo / e
e: Khalied Hanslo@uct.ac.za

Things to do

~ 1 Ethics application(s) require review

CHED TRAINING
Last edited by Khalied Hanslo on 07/04/2022 at 9:53 AM

Q, Search

Committee E

Hanslo, Khalied a

+

Add New Content

7

View All

Find the application you would like to review under Things to do by clicking on the link below Ethics application(s)

require review.
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1.Key Information 2. Project Details 3. Research Methodology More = 1

4, Attachments 1

Please complete sections 1 through 5. (For a step-by-step guide click here I
p 9 ( poy-ster g ) 5. Declaration and

NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review , your application :
will be sent back for completion. .
6. REC Review (3] !

Is thi ifically for d th lificati ?
s this specifically for degree or any other qualification purposes 7. Collated Responses :

If you answer yes, and you are both a staff member and a student, please ensure that you are lo |

Select yes or no ~ 8. Queries '
I

If yes, please state level of degree 9. Outcome |
Select purpose = 10. Amendments :
Other degree not listed above 11. Renewals/Reporting I
Closeout ;

A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on
Edit/Open to open the form. |

1
The Committee EXCO is required to navigate through all the respective tabs to check the information which has I
been captured by the previous role/s, noting the areas where comments can be left in text boxes provided as well as:
spaces where files can be uploaded (if applicable). Then, click on More (or guided by the blue drop down arrow) and !

navigate to the REC Review tab.
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| Exhecs Chair Indtial Review I

E=ricn Chadr coemameenin

Erpaied o full Feviars

Full commitien revias -

Firane wugeet! reviewen who should compists a reviers 1heet

Senerals propousl rmber

On this tab, the Committee EXCO will review the application and perform an initial review under the section for
Ethics Chair Initial Review and completing all the relevant sections as required.

=

Then, click Save & close.
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Select next step

Please select the next step below and add
an optional comment

Returned for clarification
Send back to Applicant for clarification,

additional information or outstanding
documents.

Committee EXCO initial assessment
The Certificate of Approval will be issued for a
term of one year.

Committee Admin post EXCO review

Send reviewed application to Ethics Admin for
processing

A popup box will appear. The Committee EXCO can move the form to the Returned for clarification stage for clarity

if required. If the Committee EXCO is happy with what has been captured so far, the form can be sent to the
Committee Admin post EXCO review stage.

Then, click Done.

You will be returned to the Dashboard.
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Module 6: Reviewing the Ethics
Application as the Committee
Administrator (Post-EXCO review)

Once the application has been reviewed by the Committee EXCO a Committee Administrator will review it

This will be reviewed by a Committee Administrator role.

Q Search Help Researcher:

Dashboard > My Profile © view Profile

1 Switch Role ] Researcher:

Dashboard

Research Portal Departmental Authority:

[ 5
Research Output
£+ My Settings

Award Management Committee Administrator:

x

Logout

APC and Page Cost forms
Committee EXCO:

IP Management
Reviewer:
CV Activities X
Supervisor.

Ethics Management
Student.

[J p» CHED TRAINING ™  Committee Admin post
Primary Investigator: Hanslo, Khalied EXCO review

Created by: KhaliedTest
Created on: 07/04/2022

Last updated on: 07/04/2022

Ensure that you are logged in as the to the Committee Administrator role. Find the application you would like to

review by clicking on the Ethics Management tab and navigating to Ethics Applications on the left navigation bar. A
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list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on

Edit/Open to open the form.

1.Key Information 2. Project Details 3. Research Methodology More ™ -~

4. Attachments
Please complete sections 1 through 5. (For a step-by-step guide click here) 5. Declaration and

NE: All sections must be completed. If N/A please indicate so. If g Faculty Review”

will be sent back for completion. A AR

Is this specifically for degree or any other qualification purposes? 7. Collated Responses

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

8. Queries
Select yes or no ~
If yes, please state level of degree glcutcome
Select purpose ~ 10. Amendments
Other degree not listed above 11. Renewals/Reporting
Closeout

The Committee Administrator is required to navigate to the REC Review tab by clicking on More (or guided by the

blue drop down arrow), to check the information which has been captured at the EXCO initial assessment stage,

noting the areas where comments have been left to inform the next steps.

Review Sheets

The Committee Administrator will be able to access the Review Sheets functionality in order to create review

sheets for suggested reviews, in preparation for a Committee review.

Click on the plus icon to add new review sheet(s).
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Ky Infarmation Feedback

Riview sheets should only be created from the application they ane reviewing,

Typs of Baview Shest
Ethics Rivire Shast e

Ethics Application

Change the Type of Review Sheet to an Ethics review sheet. Complete all the relevant details which includes linking

the associated Ethics application, tagging the reviewer as well as linking the respective committee.
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Select next step

Please select the next step below
and add an optional comment.

Reviewer to complete review

sheet

Once all the required fields have been completed, click Done at the bottom of the screen and save the record on

Reviewer to complete review sheet.

Ethics Admin Comments

Ethics Admin comments after Ethics EXCO review

4

You can leave a comment in the Ethics Administrator comments after Chair review space if you wish to do so.
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Then, click Save & close.

Select next step

Please select the next step below and add
an optional comment.

Committee Admin post EXCO review

Send reviewed application to Ethics Admin for
processing.

Committee review

Send application to Committee Reviewers for
comments or feedback.

A popup box will appear. The Committee Administrator can move the form to the Committee Admin post EXCO

review stage for clarity if required. If satisfied with the process so far, the Committee Administrator will move the

form to the Committee Review stage.
Then, click Done.

You will be returned to the Dashboard.
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Module 7: The Reviewer can
complete the review sheet once it
has been created

Once the Committee Administrator have reviewed the application a Reviewer will review it
This will be completed by a Reviewer role.

Ensure that you are switched to the Reviewer role. Find the application you would like to review by clicking on
Review sheet(s) to be completed and then clicking on the link below.

Things to do

v 1 Review sheet(s) to be completed

CHED TRAINING (Review of Ethics Application )
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Key Information * Feedback

Review sheets should only be created from the application they are reviewing.

Ethics Application

CHED ETHICS

Once you have clicked on the relevant application, the form opens with Key Information, click on the pencil icon to

reveal the entire application.

5. Declaration and
Faculty Review *

-

4. Attachments

-, -
6. REC Review
N

7. Collated Responses
8. Queries
9. Outcome

10. Amendments

11. Renewals/Reporting
Closeout
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1.Key Information * 2. Project Details M%Egazﬁ:;'; . ‘ 6. REC Review ~

Ethics Admin Initial Review

Is this application complete and ready for review by Chair/Deputy Chair?

Select yes or no ~

Comments (Ethics Admin Initial Review)

Ethics Chair Initial Review

Ethics Chair comments

Expedited or full review

Select review type for Ethi ~

The Reviewer is required to navigate to the Declarations and Faculty Review tab by clicking on More (or guided by

the blue drop down arrow), to check the information which has been captured.

Back

Once the Reviewer has checked the form, they can return to the review sheet by clicking Back at the bottom of the

application to complete their findings and provide feedback.
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Recommendations

Reviewer comment

Committee

The commitiea will automatically link lo this review sheet allar it is sent for review

Centre for Higher Education Development rd

The Reviewer may insert their feedback with regards to Synopsis, Queries, Risks, Recommendations, and finally
their Reviewer comment.
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Select next step

Please select the next step below
and add an optional comment]

Review declined

Reviewer to complete review
sheet

Review complete by Reviewer

Once the Reviewer has completed their review they click Save and Close then will move the form to Review

complete by Reviewer or Review declined if they have decided to decline the application, the Committee

Administrator will send it back to the Researcher to advise them.
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Module 8: Checking the Review
Sheet as the Committee
Administrator

Once the Reviewer has completed the review sheet it will then be moved to and be checked and reviewed by the

Committee Administrator.

Dashboard > My Profile O view Profile

Y switch Role I Researcher:

Dashboard

£ Research Portal Departmental Authority:
Research Output

£ My Settings

Award Management

Committee Administrator:
% Logout

APC and Page Cost forms

Committee EXCO:
IP Management
Reviewer:
CV Activities X
Supervisor.

Ethics Management
Student.

Log in as the Committee Administrator role

rThings todo ]

[ v 1 Review Sheet(s) ready for processing ]

[[CHED ETHICS (Review of Ethics Application ) |

From your list of Things to do choose Review Sheet(s) ready for processing
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Reviewer *

Please select one reviewer below, then click done to send it to this individual for completion.

Name Organisation
Hanslo, Khalied (UNIVERSITY OF CAPET...)

Reviewer Comment

Synopsis

4

The Committee Administrator is required to navigate through the application to check the information which has

been captured by the Reviewer.
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Select next step

Please select the next step below and add
an optional comment)

Additional review post-applicant feedback

Save the form in this status once it is ready to be
viewed by the Reviewer

Review complete by Reviewer

Review processed

After the Committee Administrator has completed checking the review they can click Save and Close and the next

step to select is Review processed or send the form for another review by the Reviewer by selecting Additional

review post-applicant feedback.
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Module 9: Reviewing the application

once reviews are completed by

Reviewer role

Ensure that you are logged in as the Committee Administrator role. Find the application you would like to review by

clicking on the Ethics Management tab and navigating to Ethics Applications on the left navigation bar.

O view Profile

1 Switch Role

K Research Portal

Dashboard > My Frofile

Dashboard

Research Output

£ My Settings

Award Management
*x Logout

APC and Page Cost forms

IP Management

CV Activities

Ethics Management

Researcher:

Departmental Authority:

Committee Administrator:

Committee EXCO:

Reviewer.

Supervisor.

Student.

- —

A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on

Edit/Open to open the form.
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More * ~

4. Attachments

5. Declaration and
Faculty Review *

6. REC Review I

The Committee Administrator is required to navigate to the Rec Review tab by clicking on More (or guided by the

blue drop down arrow).

Committee Comments o

Comments from committee meeting or reviews

Look over the reviews that have been completed by the respective Reviewers. The Committee Administrator can

then add comments under the Committee Comments field.

5

Then, click Save & close.
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Select next step

Please select the next step below and
add an optional comment.

Committee Admin post-committee e
review

Cancel Done

A popup box will appear. The Committee Administrator can move the form to the Committee Admin post-

committee review stage.
Then, click Done.

You will be returned to the Dashboard.
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Module 10: Reviewing the form as
Committee Administrator (Post-
committee review)

Ensure that you are logged in as the Committee Administrator role. Find the application you would like to review by

clicking on the Ethics Management tab and navigating to Ethics Applications on the left navigation bar.

Science  InCites  Joumnal Citation Reports  Essential

Q, search Help

Dashboard > My Profile O view Profile

1 Switch Role Researcher:
Dashboard
K Research Portal Departmental Authority:
Research Output
£ My Settings
Award Management Committee Administrator:
» Logout

APC and Page Cost forms
Committee EXCO:

IP Management

Reviewer:
CV Activities

Supervisor:
Ethics Management

Student:

- —

A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on

Edit/Open to open the form.
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1.Key Information 2. Project Details 3. Research Methodology

4. Attachments

Please complete sections 1 through 5. (For a step-by-step guide click here) e ——
NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review* , your application

will be sent back for completion.
6. REC Review

) . . 5
Is this specifically for degree or any other qualification purposes? 7. Collated Responses

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

Select yes or no ~ 8. Queries
If yes, please state level of degree 9. Outcome
Select purpose e 10. Amendments
Other degree not listed above 11. Renewals/Reporting

Closeout

The Committee Administrator will navigate to the Collated Responses by clicking on More (or guided by the blue
drop down arrow).

Ethics Admin Comments o

Ethics Admin comments after Committee or Reviewer assessments

The Committee Administrator will capture information from the assessments which have been captured or
discussed in relation to the Ethics application.

5

Then, click Save & close.
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Select next step

Enter a comment about the status change
(optional).

Committee review

Committee Admin post-committee review

Committee Admin reviews external
information

Committee Admin post response review

0

A popup box will appear. The Committee Administrator can move the form to the Committee review stage for

clarity or additional reviews if required. If the Committee Administrator is happy with what has been captured so

far, the form can be sent to the Requires applicant feedback stage for further input from the PI; to the Committee

Admin reviews external Information stage if there are external reviews to be considered; or to the Committee

Admin post response review. NB: For the next test, select the Requires applicant feedback stage

Then, click Done.

You will be returned to the list of Ethics applications.
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Module 11: Reviewing the form as
the Pl when returned to you by
Committee Admin

Ensure that you have switched to the Researcher role. Find the application you would like to review by clicking on
the Ethics Management tab and navigating to Ethics Applications on the left navigation bar.

ience  InCites  Joumnal Citation Reports sential Science Indicators  EndNote

Q, Search Help Researcher: b ;

Dashboard > Ethics Applications =+ | Add New Content

Dashboard Ethics Applications (1)

Research Output
Award Management
APC and Page Cost forms = .
Filter Export Report Deduplicate
IP Management
CV Activities Select / Deselect all Updated on descending ~ o 101501100 MA1cf1pp
Ethics Management
0O » EESSy e ™ Approved active
Primary Investigator: - = =
Pre Screening Created by:
Questionnaires Created on: @
Last updated on:
Ethics Applications Edit/Open

A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on
Edit/Open to open the form.
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1.Key Information 2. Project Details 3. Research Methodology

4, Attachments

Please complete sections 1 through 5. tep-by-st ide click h
P 9 (For a step-by-step guide click hers) 5. Declaration and

NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review* , your application

will be sent back for completion.
6. REC Review

Is thi ifically for d th lificati ? .
s this specifically for degree or any other qualification purposes °

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

Select yes or no ~ 9. Outcome
If yes, please state level of degree 10. Amendments
Select purpose ~ 11. Renewals/Reporting
Closeout

Other degree not listed above

The Researcher/Pl will navigate through all the tabs, checking information that has been captured so far. Navigate
to the Queries tab by clicking on More and check if there are any queries which require clarity from this role.

1.Key Information 2. Project Details 3. Research Methodology

Queries

Queries from the REC prior to approval

Deadline to provide query responses

Please click here to download the Queries Response template. Save it to your computer, fill it in and upload it
below. Also attach any other documents that may have been requested.

(@]

To respond, download the Queries Response template, complete it, and upload it using the file icon.
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5

Then, click Save & close.

Select next step

Enter a comment about the status change
(optional).

Requires applicant feedback

Committee Admin reviews external
information

A popup box will appear. The Researcher/PI can move the form to the Committee Admin reviews external

information stage or to the Committee Admin post response review stage (depending on the
requirement/scenario).

Then, click Done.

You will be returned to the list of Ethics applications.
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Module 12: Reviewing the form as
the Committee Admin once returned
by the PI

In this module you will review an Ethics Application as the PI, when returned for clarity by Committee Administrator.

Q, search Help

Dashboard > My Profile o View Profile

Switch Role Researcher:

Dashboard

Research Portal Departmental Authority:
Research Qutput

o n”

My Settings

Award Management Committee Administrator:

Logout

APC and Page Cost forms
Committee EXCO:

IP Management
Reviewer:

CV Activities
Supervisor:

Ethics Management
Student:

Ensure that you are logged in as the Committee Administrator role. Find the application you would like to review by
clicking on the Ethics Management tab and navigating to Ethics Applications on the left navigation bar.

- ——

A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on
Edit/Open to open the form.
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1.Key Information 2. Project Details 3. Research Methodology

4. Attachments

Please complete sections 1 through 5. (For a step-by-step guide click here) 5. Declaration and
NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review*

will be sent back for completion.
6. REC Review

Is this specifically for degree or any other qualification purposes?
P y g Y 9 purp 7. Collated Responses

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

Select yes or no ~ 8. Queries

If yes, please state level of degree 9. Outcome
Select purpose = 10. Amendments
Other degree not listed above 11. Renewals/Reporting
Closeout

, your application

The Committee Administrator will navigate to the Queries tab by clicking on More (or guided by the blue drop

down arrow), checking information that has been uploaded by the PI.
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. . . 3. Research | "
1.Key Informaticn 2. Project Details Methodology * 8. Queries ~
Queries
[Queries from the REC prior to approval [
Y
Deadline to provide query responses
Please click here to download the Queries Response template. Save it to your computer, fill it in and upload it
below. Also attach any other documents that may have been requested.
| Chair comments after viewing queries
airto proviae ICS nIStrators with mstroctions after reviewing queries response sheet from appllcam
Vi
[Ethics Admin comments after applicant feedback ]
-
4
rEthics Chair instructions after applicant feedback ]
4

Comments can be added by the Committee admin after feedback from the Researcher/PI, in the spaces provided.
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Cancel

5
.

Then, click Save &

close.

Select next step

Please select the next step below and
add an optional comment.

Committee EXCO initial assessment

Requires applicant feedback

Committee EXCO final review o

Cancel

Done

A popup box will appear. The Committee Administrator can move the form to the Committee EXCO Initial

assessment stage or the Requires applicant feedback stage (depending on the requirement and who is required to

provide feedback). If the Committee Admin is satisfied, the form can be moved to the Committee EXCO final review

stage.

Then, click Done.

You will be returned to the list of Ethics applications.
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Module 13: Reviewing the form as
the Pl when returned to you by
Committee Admin

Ensure that you have switched to the Committee Exco role. Find the application you would like to review by clicking
on the Ethics Management tab and navigating to Ethics Applications on the left navigation bar.

i bl C B
Durbibsomid
Deosnmantal Autssdity:
Research Cufpst
C My Sectings
Award Masagimin Committes Adminstradonr
® Logout
APT and Page Cosl forms
IF Mansgement
CV Acthities P——
—
O » ™ Committee EXCO final
Primary Investigator: review
Primary Investigator:
Created by.
Created on:
Last updated on:
Edit/Open

A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on
Edit/Open to open the form.

58| Page



1.Key Information 2. Project Details 3. Research Methodology

4. Attachments

Please complete sections 1 through 5. (For a step-by-step guide click here) e ——
NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review* , your application

will be sent back for completion.
6. REC Review

Is this specifically for degree or any other qualification purposes?
P v g v 4 purp 7. Collated Responses

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

Select yes or no ~ e
If yes, please state level of degree o

Select purpose = 10. Amendments
Other degree not listed above 11. Renewals/Reporting
Closeout

The Committee EXCO will navigate to the relevant tabs, reviewing information that has been captured by the
Committee Admin. Navigate to the Queries tab by clicking on More (or guided by the blue drop down arrow) and
capturing comments relative to the discussion/information.

By navigating to the Outcome tab, a decision can be reflected in the respective fields as required.

5

Then, click Save & close.
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Select next step

Please select the next step below
and add an optional comment.

|Commit1ee Admin final preparation I e

A popup box will appear. The Committee Admin can either retain the form on the Committee EXCO final review

stage or, if satisfied, can move the form to the Committee Admin final preparation stage.
Then, click Done.

You will be returned to the list of Ethics applications.
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Module 14: Final preparation by
Committee Administrator

This module will demonstrate the how a final review and preparation is conducted by the Committee Administrator

after the final Committee EXCO review.

Science InCites  Journal Citation Reports  Essential Science

Dashboard = My Profile

Dashboard

Research Qutput

Award Management

APC and Page Cost forms

IP Management

CV Activities

Ethics Management

O view profile

Y Switch Role
K Research Portal
£ My Settings

% Logout

Researcher:

Departmental Authority:

Committee Administrator:

Committee EXCO:

Reviewer:

Supervisor:

Student:

Ensure that you have switched to the Committee Administrator role. Find the application you would like to review

by clicking on the Ethics Management tab and navigating to Ethics Applications on the left navigation bar.

o »
Primary Investigator:
Primary Investigator:
Created by:
Created on:

Last updated on:

™ Committee Admin final

preparation

A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on

Edit/Open to open the form.
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1.Key Information 2. Project Details 3. Research Methodology

4. Attachments

Please complete sections 1 through 5. (For a step-by-step guide click here
P an >- phvsteR g )" 5. Declaration and

will be sent back for completion.
6. REC Review

Is thi ifically for d th lificati ?
s this specifically for degree or any other qualification purposes 7. Collated Responses

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

Select yes or no ~ 8. Queries
If yes, please state level of degree
Select purpose e 10. Amendments
Other degree not listed above 11. Renewals/Reporting

Closeout

NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review* , your application

The Committee Administrator will navigate to the Outcome tab to see the decision made the Committee EXCO and :

if anything needs to be prepared in advance of alerting the applicant to the outcome.

5

Then, click Save & close.
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Select next step

Please select the next step below
and add an optional comment.

Committee EXCO final review

Committee Admin records e
outcome

6

Cancel Done |

A popup box will appear. The Committee Admin can either move the form back to the Committee EXCO final

review stage if any further clarity/correction is required or if satisfied, the Committee Admin will move the form

along to the Committee Admin records Outcome stage.
Then, click Done.

You will be returned to the list of Ethics applications.
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Module 15: Recording the outcome
by Committee Administrator

In this module you will learn how the outcome of the assessment of the Ethics Application by Committee
Administrator is recorded.

InCites  Joumnal Citation Reports  Esse

Q, search Help

O view Profile

Dashboard > My Profile

1 Switch Role Researcher:

Dashboard

K Research Portal Departmental Authority:
Research Output

£ My Settings

Award Management Committee Administrator:

» Logout

APC and Page Cost forms
Committee EXCO:

IP Management

Reviewer:
CV Activities

Supervisor:
Ethics Management

Student:

Ensure that you have switched to the Committee Administrator role. Find the application you would like to review
by clicking on the Ethics Management tab and navigating to Ethics Applications on the left navigation bar.

O » ™ Committee Admin records
Primary Investigator: outcome
Primary Investigator:
Created by:
Created on:

Last updated on:
Edit'Open
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A list of all Ethics applications will be displayed. Select the form you would like to review in the list by clicking on
Edit/Open to open the form.

1.Key Information 2. Project Details 3. Research Methodology

4. Attachments

Please complete sections 1 through 5. (For a step-by-step guide click here) P ——
NB: All sections must be completed. If N/A please indicate so. If ¢ Faculty Review* , your application

will be sent back for completion.
6. REC Review

] . . 5
Is this specifically for degree or any other qualification purposes? 7. Collated Responses

If you answer yes, and you are both a staff member and a student, please ensure that you are lo

Select yes or no ~ 8. Queries
If yes, please state level of degree
Select purpose e 10. Amendments

Other degree not listed above 11. Renewals/Reporting
Closeout

The Committee Administrator will navigate to the Outcome tab to reflect the decision made by the Committee
EXCO. Depending on the outcome, a letter will be generated whether the application is conditionally approved or
approved, by clicking on the check box under the relevant section. The Levy payment and additional supporting
documents can also be uploaded depending on the outcome.

5

Then, click Save & close.
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Select next step

Enter a comment about the status
change {optional).

Committee EXCO final review

Committee Admin records outcome

Not approved

Approved with conditions

Modifications Required

Cancel Done

A popup box will appear. The Committee Admin has the following options available depending on what was
decided:

For clarity/correction:

Committee EXCO initial assessment
Committee EXCO final review

Reflecting the decided outcome:

Not approved
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- Approved with conditions
Modifications required
- Approved Active

Select the applicable workflow stage.

Then, click Done.

You will be returned to the list of Ethics applications.

O
Primary Investigator:
Created by:
Created on:
Last updated on:
I Edit/Open I

'™ Approved active

When the Applicant logs into eRA after the application has been approved, the outcome will be Approved active.
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Accessing the FAQ and Logging a Call on ServiceNow

Please use the frequently asked questions (FAQ) to quickly check for solutions to common problems.
If you can’t find the information that you need on the FAQ, you can log a call through Service Now.

Accessing the FAQ

Go to the research support hub: http://www.researchsupport.uct.ac.za/

Research systems
overview

Find out more about the electronic research Request research systems related Meet the eRA team

administration system at UCT. assistance and log iIssues or problems

eRA systems frequently asked questions.

Logging a Call on ServiceNow

Go to the research support hub: http://www.researchsupport.uct.ac.za/

The electronic research administration (eRA) system

Research systems
R

Research systems
overview
= caich
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