[ RISE Pl User Guide for new applications ]

Introduction:

This user guide was developed by the Office of Research Services (ORS) for all Principal
Investigators (Pl) and study team members within RISE (Researcher Information Services -
Ethics), the new on-line system for applying and managing research applications. This
document provides a brief overview of the RISE system, and basic guidelines for the submission

of new applications.

Previous applications submitted to ORS for ethical review were entered and managed in a
system called ORSIL. ORSIL tracked and managed researchers, applications, amendments and
renewals. All the approved Animal Ethics applications since January 1, 2000, from ORSIL have
now been converted to RISE.

Approval Process for New Applications

Role

Order and Flow

Principal Investigator
(PD)

After completing the application and you are ready to submit, the
system will ask you which department you would like the application
sent to for approval. Once selected, your application will be sent to
the department head of the department you specified for review and
approval.

Department Head

After reviewing the application, the department head can either send
it back to the Pl if they need clarification or have questions, or
approve the application. If approved, the department head will
forward the application to the Animal Care Committee Administration
(ACCA) for review.

Animal Care
Committee
Administration(ACCA)

After reviewing the application, the ACCA can send the application
back to the PI with questions or clarification, or the ACCA will forward
the application for Committee Review, either full review or an
expedited review, depending on the type of application.

Committee Members

The application will be reviewed at the next expedited or full
committee meeting. Expedited meetings occur every 2 weeks, and full
committee meetings occur monthly.

After the application has been reviewed the Pl will receive an email
notification with the result of the meeting, and either provisos or an
approval certificate.

Principal Investigator
(P

If provisos have been sent from the committee, the Pl must complete
the list of provisos and submit them to the ACCA who will then
forward the provisos to the next expedited meeting.

ACCA

Once the provisos have been reviewed at the expedited meeting, the
ACCA will notify the PI if further provisos are required or if the
application is approved.

Principal Investigator
)

Once the application is approved, the PI will receive an email
notification of the approval as well as the approval certificate.




Track and Monitor the Application through the Approval Process

The states show the status of an application throughout the approval, amendment, and
renewal process.

As your application moves through the approval process the states will change. Listed below
are some states and what they mean:

e Pre-submission - when Pl and study team are completing the application

o Department Review - when application has been submitted for department review and
approval

¢ Changes Required by Dept. Reviewer - when department head requests changes from
the PI.

o ACC Staff Screening - when the application has been approved by the department
head and is now being reviewed by the Animal Care Committee Administration.
Changes Required by ACC Staff - when Animal Care Committee Administration
requests changes from the PI.

Assigned for Full Review - the application will be reviewed at the next Animal Care
Committee meeting.

e Assigned for Expedited Review - the application will be reviewed at the next Animal
Care Committee Expedited meeting.

e Provisos Pending - Provisos have been sent to the Pl from the Animal Care Committee.

e Approved - the application has been approved.

Access to RISE:

To access RISE, users will have to log on through Campus Wide Login (CWL). The CWL account
set up is the same account used if you have logged on to my.cv.ubc.ca. After logging on
through CWL, PI’s and staff listed on previous animal care research applications will have to
enter their Researcher Number, which will be sent to them from ORS. Entering their
Researcher Number will connect the researcher and staff to their profile and applications from
the existing system (ORSIL). This connection is only completed once, the first time the
researcher logs on to RISE. After that the researcher will log on using their CWL password and
will be directed to RISE, no Researcher Number will be required.

) CWL Authentication - Microzoft Internet E xplorer
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Campus-Wide Login
Update Account Campus-Wide Login Authentication
Reset Password

Yaou must have a CWL account (usernarme and password) to gain access ta this application.
Need help?
Questions and Answers m If you have a CWL account, log in below,
= If you don't have a CWl account, create one now,
m If you can't log in using your CWL username and password, contact the support staff at
help@itservices.ubc.ca,

Contact Support

About CWL

Login Mame | |

Password | |

Enter your CWL login ID -
and password here
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http://my.cv.ubc.ca/

UBC Campus Wide Login (CWL) screen

3 No Title - Microsoft Internet Explorer

This is your first time using RISE and we need to connect you with your RISE account and previous
applications, if any. If you know your researcher number, please fill in the box below and click the submit
button. This will update your information in the CWL system and log you in the RISE system.

If you don't know your researcher number, please contact Administration at ors@ors.ubc.ca for it

Researcher Number: | |

Unce you log In, please take a moment and update your peNgona! profile. The information in your profile has been
brought over from the UBC Research Ethics systerm and s i
profile will cause errors in the approval process as well as d

Enter your researcher
number here

For example, if your appointment is not updated then your a
approval. Also, if you emall address is not updated, you will
apphcation, provisos, and approval

e W NN .S

Enter your researcher number

New PI’s or new study team members needing access to RISE must contact Lynn Macdonald at
Lynn.Macdonald®@ors.ubc.ca to have their account set up. Once registered, Lynn will send the
new user their log in ID and password, and at their first login the new user will be prompted to
change their password. All PI’s or study team members listed on an application must be
registered in the system.

At the first login, all users must view and update their profile if necessary as the profile is a
very important part of RISE. A user’s profile will determine what access they have depending
on their rank, what department to electronically send their applications to for review and
approval using the appointments listed, and what email address to use when notifying the user
on provisos, approvals, renewals, etc.


mailto:Lynn.Macdonald@ors.ubc.ca

a My Home for Michael Walker - Microsoft Internet Explorer
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uBC The University of British Columbia e :
@ Office of Research Services -

Home Committees

My Hore for John Smith

FI andistat;

My Home for John Smith | Click here to update
your personal info first

My Roles

Welcome to your Personal My Home, the central resource for manaaging your
Studies. Please select the tabs below for information on what each one contains. Ta

PI & Staff view or update your profile_, plgase select the link to your name in the top right

L L corner, If your ariginal application was entered on UBC's previous researcher system

[ORSIL) and was converted over to RISE, some fields in your application will be
missing as those fields were not entered into the ORSIL system. If you wish to enter
. those fields please do so iffwhen you submit an amendment. Please see the
I would like to ... - . .
] amendment tab for instructions on how to subrmit an amendment.,

[ (=] Create Mew Application
[ 51 send Feedback ]

My Inbox Applications amendments Renewals Inactive Reports

In-Box contains applications, amendments and renewals that require you to complete an
activity. Once you have completed the activity, the application will no longer show in
. : vour In Box, A title bar summarizes each section of the applications, amendments, and
L& Animal Care Committes renewals by showing the Application ID, which is the systerm generated application

i IR number, the Short Title which the application is known as, the State which shows the

Committee Meetings

A Mame

Click your user name at the top of the screen to update your profile

3 Profile Properties - osoft Internet Explorer

The University of British Columbia i G i
Office of Research Services John ith | My Home | Praj

Home Committees

Root = John Smith

John Smith 3. Click ‘My Home’

) when finished
Name: John Smith Rank: Professor

Pruperties Account  Motification Settings

Select View: [Detail |5

Please seloct "Apply " at the bottormn of #h : ade to your profite, Once the chahges have
been saved, select the "My Horme " link in 1 ° Ver]fy and Complete

X age, which is the central resource for
managing aif vour studies, your personal info

Person
Salutation: 2. Scroll down and
click ‘Apply’ button

* First Marme and Middle Initial:
|Juhn |

. Created: March 2, 2004 1:58:07 PM PST
IS"a.fE WETITEE | Updated: August 12, 2004 11:27:15 &M PDT
lull

Rank:

mufessur

Follow steps 1, 2, and 3 above to update your personal info




The Pl and Study Team Member Homepage:

Your personal “My Home” is the central resource for managing your studies. The system will
assign role(s) according to the user’s rank and responsibilities which are listed on the left side
of the page under “My Roles”. All Pl and Study Team Members will have a user role called “PI &
Staff”. Some users will have multiple roles listed such as Department Approver, Committee
Member, Facility Manager, or Peer Reviewer. To switch among user roles, click on the “role”
which will have a hyperlink to navigate to that role’s workspace.

=TIy Top navigation bar
Your profile, ‘My Home’, Projects and logoff

=
UBC : i B i
B?fﬁ' clén(;}{il:;:}’a? :hﬁgg:!:lcgglumbm John Smith | My Home | Projects | Logoff

Home Committees

My Home for John Smith [ Layout | [ Properties | [ Help |

PT and Staff My Roles
Shows all roles that

vou plav in RISE

Smith

My Roles
: ¥ Home, thn_e central_ resource for manaaging your
Studies. Please select the tabs below f = - o one contains. To
PI & Staff view or update your profile, please sel top right
carner, If your original application was earcher system
(ORSIL) and was converted over to RI ion will be
missing as those fields were not wish to enter
those fields please do so if the
amendment tab for | ctions on how

Workspace tabs
Provides lists of
vour items

Committee Member

I would like to ...

[ G_ Create
[ =3 send Feed

Application ]

« )

My Inbox applications Amendments Renewals Inactive Reports

Committee Meet\ugs In-Box contains applications, amendments and renewals that require you to complete an

A Mame activity, Once you have completed the activity, the application will no longer show in
: woue In By, 4 title bar summarizes each section of the applications, amendments, and
&R Animal Care C L. showing the Application I, which is the systern generated application
£ Activities Short Title which the application is known as, the State which shows the
Shows available

activities

Overview of your study team member homepage

The Top Navigator Area contains the following hyperlinks:

1. Your Name: Allows you to view your user profile in the RISE system

2. My Home: Allows you to return to the default homepage, which is the central resource for
managing your research applications, and to view your roles.

3. Projects: will allow users to create and view reports.

4. Logoff: Allows you to logoff from the RISE system.

My Home Workspace Activities:
Create New Application: Activity used to create new applications within the RISE system.

Within the My Home Workspace there are the following tabs:

1. My Inbox: The default tab which shows all new applications in “pre-submission” or those
currently requiring action on your part. Applications in your Inbox require your immediate
attention and should be dealt with in a timely manner.

2. Applications: Contains all of your applications in all states. Applications since January 1,
2000 are listed.

3. Amendments: Contains all of your amendments in all states. Amendments since September
2004 will be listed.

4. Renewals: Contains all of your renewals in all states. Renewals since September 2004 will be
listed.

5. Inactive: Contains all your completed, closed, or terminated studies since January 1, 2000.
6. Reports: Contains custom reports built by the system administrator.



Creating New Applications:

To create a new application, click the “create new application” button on the left hand side of
the My Home page. This will take you to the first page of the application form. Please note
that all fields with a red asterisk are required items. The system will not allow you to proceed
to the next screen or submit the application unless all required fields have been answered. In
the application there are two functions at the top and bottom of the form: “back” and
“continue”.

- The “back” and “continue” buttons allow you to move through the application form one
screen at a time.

Edit/¥iew - Microsoft Internet Explorer

UBC| . : - .
The University of British Columbia Edit: Application - AD4-0576

Office of Research Services

Save | Exit | Hide/Show Errors |
Priwmp To: |1. Study Teamn / /
1. STUDY TEAM \ / Click here to advance
C o . to next section
Activities in the application form ——
LIV ESLUIgalUr Tmd =L
have a Faculty Appointrment
1.1. {i.e., Instructor I or II, Senior
o . Instructor, Assistant Professar,
* Please select the Principal Investigator for the study: Associate Professor, Professor,
Michael Walker Adjunct Professor, Honorary

Professor, Research &ssociate, or
Erneritus Professor). This includes
Clinical Faculty appointments in the
Faculty of Medicine, If this is a
Teaching protocol, please list the
Principal Supervisor,

To meet the Canadian Council on
Animal Care (CCAC) requirements,
an on-line animal care training
program is now available, If you
are involved with animals in
research, teaching, or testing, you
must be trained in animal care and
ethical issues involved in animal
use. If you have completed this
training, please update your
profile. If you have not, please log
I T iy = ] el e

1.2.

Associates Directly Involved in the Care and the Use of Animals in this study:

Please list all individuals (CD—InvestigatDrs,_Staff, Students) involved in the

The first page of an application

Other activities in the application form on the blue title bar:

- “Save” button allows you to save your work in progress. This will allow you to return to your
application later or have someone else on your study team edit and save the application.
Please use this button often. Also note that each time a user hits “continue” the system will
automatically save the data from the previous page.

- “Exit” button allows you to exit the application and return to the application homepage. You
will be prompted to save your work prior to the exit.

- “Print” button allows you to see a print-friendly version of the application in progress,
although it will not show data entered in questions where data is collected using another view.
E.g. all the properties asked with animal information, the print view will only show the
summary view for the animal information question on the application.

- “Jump to” button allows you to jump to different sections of the application form. This is
especially helpful when you are resuming work on a previous created application. Be aware
though that if you are completing a research application the “jump to” allows you to view
pages of other application types like breeding, teaching, invertebrates, so be aware that you
are only jumping to views that are applicable to your application and not completing forms for
other types of applications.



Adding the Principal Investigator (Pl) to an Application:

The RISE system allows only one Pl. The Pl must be registered in the system as they are chosen
from a system “pick list”. The user creating the application must be sure to add themselves as
either the Pl or a study team member otherwise they will not have access to continue to the
next page. The Pl may be added to the application as follows:

- Click on the “Select” button: A pop- up window will show all users currently registered
within the system. You may use any of the fields to help search for the user - under “Last
Name”, the first few letters of the user’s last name will suffice.

- Click “Go” when you have entered sufficient information.

- Select the name from the list below by hitting the circle next to their name which will
highlight the name, then click the “OK” button at the bottom right of the screen. The name
should appear in the PI field.

3 Edit/View - Microsolt Intemet Explarer Click to select PI from list

Edt Wiew Favoites Tooks

Help

The University of British Columbia

Office of Research Services 7 Seloct Person - Microsoft Internet Explorer _lol x|
[==pasc | Help

1. STUDY TEAM / Filter by [Last B [Go| [ clear | advanced
o 1e50f42 B [
Alast First Qrganization =

1.1. © Allard Michael Animal Care (Dept)
* Please select the Principal Investigator far the study: O anatomy head Anatomy and Cell Biology
Rlichaalllsken © Animal Care dean WP Research (Faculty)

© Animal Care head Anirnal Care (Dept)

O Animal Care pi Animal Care (Dept)

© Assistant ~ssociate Clinical Microbiology

O Bally Marcel Anatomy and Cell Biology

© De Melo Caralyn Research Services (dept)

O faculty ytest Research Services dePt)

O fong
1.2, © fong

Use popup name selector to find Pl

Associates Directly Invalved in the Care and the Use of A ' Godbey

© Harrold Pat E. UBC
|£] Done )
O Hegele Richard Animal Care (Dept)
© Haorwitz Marc Clinical Microbiology =

W 1es50f4z B M

m Cancel

Please note that only the user added as the Pl may submit the application. All study team
members listed may begin and complete an application on behalf of the PI, however, only
the user listed as the Pl will have the “submit application” activity available.

Adding Study Team Members to an Application:

The RISE system allows many study team members and they all must be registered in the
system as they are chosen from a system “pick list”. If a study team member is not in the ”pick
list”, either the user or the new study team member must be registered by emailing their
name, department, rank, phone number and email address to Lynn Macdonald at
Lynn.Macdonald@ors.ubc.ca. The new user will be registered in the system within 24 hours and
will have to be added to the application by a study team member once that is done. The user
creating the application must be sure to have added themselves as either the PI or a study
team member otherwise they will not have access to the application. The study team
members, once added, will have access to the application using their RISE account. The study
team members may be added to the application as follows:

- Click on the “Add” button: A pop- up window will show all users currently registered within
the system. You may use any of the fields to help filter the search for the user - under “Last
Name”, the first few letters of the user’s last name will suffice.

- Click “Go” when you have entered sufficient information.

- Select the name from the list below by hitting the circle next to their name which will
highlight the name, then click the “OK” button at the bottom right of the screen. The name
should appear in the study team member list.
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1.2,

Associates Dirgdily Involved in the Care and the Us

Please list # individuals {Co-Investigatars, Staff, 54
study, Alassociates listed on this study will have 2
the appfffation before submission. Once submitted
have aftess to read and track the application, Tod
from e list below, select the box next to their narm

Last First
Hame Mame
There are no items to display.

Completed ani |

Employer Rank Flining

=lolx|

nadian Council on
AIC) requirements,

One or Mo os plore 1o x|
0 D 0 0 Help
Filter by |Last | | | clear |advanced
Total Selected: 4 [ 4 1250f123 D M
A lLast First Organization IS
[0 zbhott Steven WEBRIDGE, IMC.
[T administrator System Animal Care (Dept)
Allard Michael Animal Care (Dept)
[0 anat q
o Use popup name selector to find team members
[0 &nimal Care head Animal Care (Dept)
Animal Care pi Animal Care (Dept)
Animal Care dean WP Research (Faculty)
[ Animal Care cm animal Care Committes
Animal Science pi of A5 Animal Science {Dept)
[ Assistant Associate Clinical Microbiology
0 Bally Marcel Anatomy and Cell Biology
[0 Bateman Carolyn Animal Care (Dept)
[ Carter Lynne

Total Selected: 4

o 1oesefiiz M

Animal Care (Dept)

Continue adding study team members following the above instructions. To remove a study
team member from the application, place a check mark in the box found next to their name

and click “remove”.

Nickname of Study:

The nickname of the study is an abbreviated form of the title of study and is used by the PI and
study team members to identify the study under the Application tab and on the Application
homepage. The name entered here is also what the study is known as to the Department
Approver and Animal Care Committee for the approval process. This title will not be printed on
the certificate. Grant titles and title of application is asked on page 2 of the application.

1.3.

the Principal Investigator and Study team?

* Mickname of the Study, What would you like this study to be known as to

The name entered here will be what
the study is known as on your
homepage, to the Principal
Inwestigator and the Study

Tearm. This title will not be printed

| on the certificate, Grant titles and

title of application is asked on next
page.




3 Edit/¥iew - Microsoft Internet Explorer =]

Yiew Favorites  Tools  Help :’

Office of Research Services Edit: Application - 405-0097

The University of British Columbia

= | Save | Exit | Hide/Show Errors | Print.. | Jurnp Continue => |

To: |2. Grant Information =

2, STUDY DATES AND FUNDING

2.1 Study Dates

What is the Start and End Date of this Study? Use the calendar box to select the
dates.

* Start Date:
|1,-’26,-’2005 il {month/dayfyear)

End Date: o
it (rmonth/day/fyear)

2.2 Unfunded
Please list the title for any unfunded portion of the study.

* Title of Study:
|Test far links - WF

Source of Funds

It is important to clearly identify the funding associated with this application as this
will assure that any funds you identify below are made available to you as soon as
this application has been approved.

2.3 j
@ [ [B [ nee 7

/3 Edit/¥iew - Microsoft Internet Explorar =]

Click to select Funds Associated with study from the list "

File Edit ‘iew Favorites Tools

2.3

The Source of Funds question 2.3 lists all
funds awarded to the PI. Please select the
funds applicable to this study.

Please identify all grants, gra
clinical trials or internal fu
affiliate and received
University Indust

Zin-aid, for-profit awards, contracts, agreements,
for which you have ALREADY applied at UBC or an
pproval from the Office of Research Services (ORS),
aison Office (UILO), or a hospital, i.e. you have received an

In the Source of Funds question 2.4,
please list the details for all the funding
add applications you will be submitting for this

- study,
No Title Agency

There are no items to display.

Add funds you will be submitting for this study

originally submitted
on paper, there may be duplicate grants
listed in questions 2.3 and 2.4 due to the

2.4

Please enter all of the graefls, grants-in-aid, for-profit awards, contracts, conversion of data from our previous system
agreements, clinical g@dfls, or internal funds for which you have NOT YET applied at to RISe.
UBC or an affilia nd therefore do not yet have approval from ORS, UILO, or a If you have a duplicate listed, please
hospital, i.e, have not yet received an ORSIL grant number, remove it from question 2.4 by selecting
the box beside the grant and then selecting
Fund#®ssociated with the study, Not Yet Submitted: "delete”. We apologize if this has caused
add any confusion, and appreciate your help in

cleaning up the grants listed on your study.
Grant Mumber Grant Title Agency

There are no items to display.

* Are any of the Funds listed above Industry Funded?
Cves F No

Ta save information on each view as you are working, especially if vou are working on the view for a long period of time, select the "save" button
lacated at the top and bottorn of the view in the blue bar, Your work on each view will autamatically be saved once you hit the "continue" buttan,

T | Save | Exit | Hide/Show Errors | Print... | Jump Continue == |

To: |2. Grant Information =

[& l_ l_ ré_ |4 Internet

KN
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The Application Homepage:

After you have exited from or finished the application, you will be returned to be the
Application Homepage. All applications created within RISE are assigned a homepage in which
the Pl and Study Team can continue to update the application in pre-submission and
monitor/track its progress as it moves through the approval process.

Activities on the Application Homepage:

- View Application: Allows you to view the application once the application has been approved
- Edit Application: Allows you to edit the application in pre-submission state, or in Provisos
Pending state. Also allows you to view the application while it moves through the approval
process. The application will be locked while it moves through the approval process but if you
select “edit application” you can still view all the pages of the application.

- Submit Application: Allows the PI (only the Pl) to submit the application for approval. Once
the application has been submitted the activity will no longer show on the application

homepage.

- Print Friendly Version: Allows you to view a print-friendly version of the application on one

continuous page.

- Create New Amendment: Allows you to create a new amendment on an approved application
- Create New Renewal: Allows you to create a renewal on the application

=101x]
e

Studies > 1.3 SHORT MAME OF STUDY

Current State

1.3 SHORT NAME OF &

| Pre Submission |

Principal John Srith
Investigator:
I would like to ... Primary John Smit
[ = edie Application ] contact:
Printer-Friendly Versi :
[_'% rinter-friencly Version ] Category of Animal

Application :
Meeting Type:

pr | Submit spplication

Back to Home Folder

Basic information about Application

Help

Y ( AD4-0581)

Department: Animal Care (Dept)

Type Research
of Application:

Meeting Date & -
Time:

Committee

Activities available for Application

Reviewers:

LT LU

cm Animal Care

Uploading Attachments:

Secondary Reviewer:

Currespundenc:e Provisos

The Application Homepage

Certain questions on the application will ask you to upload attachments, if necessary.

Attachments to the applications are uploaded as follows:

1. Click “browse” to navigate to the file’s location on your computer hard drive or a shared

drive.
2. Select the file and click “Open”
3. Click “OK”

After the file has been successfully uploaded, it will appear as a hyperlink in the application

form.
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Signature from the Pl and Study Team Members:

On the last page of the on-line application a question asks “Please confirm that all associates
listed on this study have read and agreed to comply with this study”, and the user must select
yes or no. This question is equivalent to all the signatures for the study team members as it
confirms that all read and agreed to this study.

The Pl signs the application using the “Submit Application” activity. That activity states a

declaration and agreeing to the declaration by selecting “OK” to submit is equivalent to the
PI’s signature.
7} Edit/View - Microsoft Internet Explorer

% The University of British Columbia
Office of Research Services

Save | Exit | Hide/Show Errars |

Print... | Jumnp Ta: |8. Subrnit Application

8. SUBMIT APPLICATION

Please confirm that all associates listed on this study have read and agreed to comply
with this study,
¥ OYes OMNo

Please select Finish as the application is now complete, Please submit for review by selecting the submit
application button on the left side of the application homepage (button will only be seen and can only be
submitted by the Principal Investigator). Selecting Finish on this view does not submit this application for
review,

. Save | ExiFl Hi;lefshow Errors |
Print... | Jumnp Ta: |8. Subrnit Application

e I . S

Final Application submission

Submitting the Application and Department Review/Approval:

After you complete all the required information on the application, the Pl may submit the
application for department review using the “Submit Application” activity found on the left-
hand side of the application homepage. The “Submit Application” activity is only available to
the user who has been named as the Pl for the study. On that activity, the form will show the
Pl a drop down box with their department (or departments if more than one) and ask which
department will be approving this application. The PI will select the department, read the
declaration, and select “OK” to submit if they agree. The appointments listed for the Pl are
generated from the PI’s profile. Once the Pl has selected which department will be approving
the application, the application is electronically sent to the Head of the selected department
for approval. If a department is missing or incorrect, the Pl will need to update their profile by
selecting the link to their name in the top right corner of the page.

After successful submission, the application will move from the “Pre-Submission” state to the

“Department Review” state, and will move from the Inbox tab to the Applications tab. The PI

and Study Team can monitor and track the state of the application by viewing the application

under the Applications tab. The application will not be sent to the Animal Care Committee for
review until the application has been approved by the required department approver.

Note: The Submit Application activity will validate all fields in the application and prevent
submission if any required fields have not yet been completed. You must complete all the
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required information to successfully submit an application for review and approval. After

successful submission, the Pl and Study Team members will only have read access to the

application until any changes are requested by the Animal Care Committee.
3 Mitochondrial Study - Microsoft Internet Explorer

UBC : . - .
- The University of British Columbia . o B
Office of Research Services L i FEme | [Fre

Home Committees

Studies = Mitochondrial Study

Current State
| Pre Submission | Mitochondrial Study ( a04-0638)
Principal Michael Walker Department:
I would like to ... Investigator:
[ ﬂ Edit Application ] Primary Michael Walker
Contact:
[ .El,. Printer-Friendly Version ]

Category of Animal Type
Application : of Application:
Meeting Type: Meeting Date & -

pr| Submit Application

Time:
- alCount: O
Committee Submit Application
Reviewers:

Secondary Reviewer:

Correspondence Provisos

/Resourcefdministration/ Activity /form?Activity Type =com.webridge.enkity.E ! ] 4
Departmental Approwval 2l

Listed below are all the departments which you have an appomtment. Please zelect from the st which department vou would
like wour application sent to for approval Ifyou have a UBC and a hospital appoimntment, the application should be sent to the
TEC department for approval. If an appomtment 15 not showing, please update your profile.

|Research Servicas =

Declaration: Click to select department

I, the Principal Investigator, assure that all animals and invertebrates used in this proposal will be cared for in
accordance with the principles promulgated by the Canadian Council on Animal Care and the University of British
Columbia. 1 agree to emergency veterinary care by the University Veterinarians if there is evidence of pain or illness, as
well, all people using animals under my direction have been trained to use appropriate methods and have read and
agreed to comply with this application,

If vou have finfshed filling out vour application, select OK to subrni? the application, After vou select OX vou will no longer be
able to edit the application. You will recelive ernall when each approval [s granted or refused, changes are reguired, or provisos
are requested,

Agresing to the declaration above by selecting 0K do submmit Is equivalent to your sfghature,

Qe you submit this application, the department selected above will be notified,

If you are not ready fo subrait yvour apolication, click Cancel.

Submit application

_Kl Cancel | zl
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RISE User Guide for Amendments

Amendments can only be created on an approved application, and can be created by the
Principal Investigator or any member listed on the study team. Amendments can only be
submitted by the Principal Investigator. To create an amendment, select the application you
would like to create the amendment on from the Applications tab. The activity to create an
amendment is on the left hand side of the application homepage called “create a new
amendment”.

/3 Characterization of an activating PRE from Drosophila and Mice - Microsoft Internet Explol -0l x|

File Edit View Favorites Tools Help | :'
Q-0 -HNAGL e Lr-UEL

Address I@j http:,l',l'dev.rise.ubc.ca,l'uhcdev,l'Rooms,l'DispIayPages,l'LayoutInitiaI?Container=c0m.webridge.entity.Entity%SBOID%SB46?BQCBSDCZSGD‘?DBB'ﬂ Go

uBC . : o .
"?E The University of British Columbia Hugh W, Brock | My Home | Logaff

Office of Research Services

Home

Studies = Characterization of an activating PRE from Drosophila and Mice

Current State
| Approved | Characterization of an activating PRE from ( AD4-
Drosophila and Mice 0048)
[ 5 View application Description:
[é Printer-Friendly Version Principal Hugh '\, Brock Department/Division: Zoology
Investigator:
Type of Type of Animal Research
i Research Review:
My Activities Project:
Date Create a New Amendment 2/1/2005

1 would like to create... Appr
| ] New Amendment
[ 3 new Renewa ] smendments Renewals  Activities Log

Contains informal notes regarding the application by the Department Heads, Animal Care
Committee Members/administration, and the Principal Investigator,

The query produced no results,

A

=] ’_ ’_ ’_ |4 Internet
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4} Edit,/¥iew - Microsoft Internet Explorer ol ]

File Edit View Favorites Tools  Help | r
Q-9 -2 :|/!5“‘5"| - i W] - &

Address I@ http:,l’,l’dev.rise.ubc.ca,l’ubcdev,l’Resourcendministration,l’Project,l’ProjectEditor?ProjectType=_ﬂmendment&ProjectCreator'v'iew=com.webridge.tﬂ Go

UBC

The University of British Columbia
Office of Research Services

<< Back |

New: Amendment

Continue == |

il [ -

Above please enter the Description/Title of this Amendment:

PifReview Tvpesdasting DatesMeeting Location will be entered by the system.
PI: Review Type:
Meeting Date: Meeting Location:

Amendment Coversheet

The following is a summary of the changes you will be making to your application, It will serve as a guide to the Animal
Care Committee on the sections of the application you have changed, and allow you to provide any comments that you
feel might be helpful, We have listed the pertinent sections of the application form to the right of each question below.
Please note, comments entered on this amendment coversheet will not be added on the application. If comments are
made on the amendment coversheet but not changed in the application, the amendment will be returned incomplete by
the animal Care Committes.

Please amend the application when you have completed this amendment coversheet by selecting 'Edit Application' on the
application homepage.

Adding or deleting a project title and/or funding agency to this approved application?

N Kl

[&] pone ’_ ’_ ’_ |4 Trkermet

Once the PI or study team member selects the link to create a new amendment, they complete
a short one page coversheet indicating which sections they would like to amend. Once you have
completed the amendment coversheet, please amend the application with the changes by
selecting "edit application form” on the application homepage. The application will then be
unlocked for the user to amend. Comments entered on the amendment coversheet are not
automatically added to the application, this must be completed by the user. If comments are
made on the amendment coversheet but not changed in the application, the amendment will
be returned incomplete by the Animal Care Committee. Once the changes have been made on
the application, select “submit amendment application” sending the amendment for approval.
Once the amendment has been sent, the application will be locked again as read only. A
snapshot of the original application before the amendment changes were made will be kept
under the amendments tab.
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7} Amendment to Mitochondrial Study - Microzoft Internet Explorer

John Smith | My Home | Projects | Logoff

% The University of British Columbia
Office of Research Services

Home Committees

Studies > RQ Another test study > Amendment to Mitachondrial Study

Current State Amendment to Mitochondrial Study ( Ameooooo123)

| Pre Submission | Application: RQ Another test study
Description: AMD-MITO
Principal Department: animal Care (Dept)
Investigator:
[_-% Printer-Friendly Version ] Meeting Type: Meeting Date & -
Time:
Edit/Review Forms
f | Edit Amendment Forms
ﬂ? Edit &pplication Farms
@ fpplication Revision Correspondence REIEITEE
History
@ Print-Friendly Contains inforMsgl notes regarding the application by the Departrnent Heads, &nirmal
Application Care Committee Mg . e .
Available Amendment activities
My Activities

pr| Submit Amendment
Application

e S 1S

Activities for creating an amendment:

”edit amendment form” - to change or read the one page amendment document.

”edit application form” - to change and amend the properties of the application.

” application revision history” - tracks the pages where changes on the application were
made, who made the changes, and when the changes were made.

”submit amendment application” - select this activity when the amendment form is complete
and all the amendment changes have been made on the application. After this activity is
selected, the amendment will be sent for approval and the application will be locked again
with changes no longer allowed. * Any study team member can create and complete the
amendment form and changes on the application, but only the Principal Investigator can select
the “submit amendment application” activity.

15



User Guide for Renewals

The Pl will receive an email notification when the application is up for renewal. The Pl can also
see when an application is up for renewal by viewing the expiration date on the application
homepage.

The PI can renew the application by selecting the application that is up for renewal from the
applications tab, then selecting “create renewal” which is listed on the left hand side of that
application. Only the PI can renew the application.

Renewing an application does not allow changes to be made on the application. The application
will be renewed maintaining all aspects of the original study. If the renewal contains
modifications to the original study, the user will have to complete and submit an amendment
form to the Animal Care Committee as a separate process along with the renewal.

3 Mitochondrial Renewal - Microsoft Internet Explorer

Fe Edt Yow ke ook Heb |

Office of Research Services John Smith | My Home | Pro

5% The University of British Columbi =
ﬁ e University o ricis olumbia = | Ll:II;ll:lﬂ:

Home Committees

Studies > RQ study to test application renewals - Sep 2 2004 = Mitochondrial Renewal
Current State Mitochondrial Renewal ( croooooo2s)
| Pre Submission | Description:  rg test renewal
Prinl:ip_al Department: animal Care (Dept)
[ ﬂ TR eT ] Investigator:
Meeting Type: Meeting Date & -
[ .El,. Printer-Friendly Version ] Time:

£f | view Application Forms -

My Activities Contains informal notes regarding the application by the Department Heads, Animal
| Subrmit Renewal Care Committee Administration, and the Principal Investigator.

Application

The query produced no results,

Available Renewal activities
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