Submit amendment to an approved
application

Basic navigation for users creating and submitting an amendment to research ethics application approved on
Research Administration Information System (RAIS). Additional resources for users are available in RAIS login
and support page.
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Instructions

From the 1

i elect
the application you
want to make
changes to.

Screenshot
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Once in the summary
page of the protocol
select one of the
following:

-Amendments, or

-Annual renewal with
amendments (if the
approval if close to

expiry)

When initiated, the
amendment can be
found under the
0 -approval

T 6

You should now be
able to edit the
application by clicking
on the edit icon next
to the amendment.
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Instructions

Screenshot

Complete the
Summary (see
Instructions at the top
of the summary
form).

Then go to relevant
4 | sections under

0 i

the changes.
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Save your work as
each section is
completed.

i save, or make
changes to sections

3
amended.
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Instructions Screenshot

For amending existing
attachments:

1) remove/delete old
version;

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

10 | show removed text;

3) upload amended
attachment to
appropriate section.

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

Upload new
document to the
appropriate section or
section S.
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Please do not upload
appendices that did
not require changes.
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Instructions

Make sure that
sections in Summary
and all changed
sections are marked
as Complete before
an application can be
submitted.

You can leave the
0
16

Screenshot

human ethics » summary » edit application

+ A. Research team

+ B, Project information
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In progress O
In progress Q

[

il e

o = =W - ur 33 st 53 resssrEk

N ) S

i R T

e T

13

Before submitting
your completed
application to the
signatory, Principal
Investigators must
read the terms and
conditions.

Select | Agree.

By submitting this anplication as the principal investigator.} éﬁﬁm thitiaw
i ' 1 nave réat tnis application drt'it is cormpiete ana accurafe.

= The research will be conducted in accordae wutIL the University of Victoria
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