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QuickGuide: Note to File

REBs can use the Note to File action at any point in the review process to create a note to file for a submission.
The note will be recorded to the Submission Timeline along with the action and can be viewed/downloaded by
any REB Members who have access to the submission.

Creating a Note to File:

1. While on the Submission Timeline for an application, you will notice a button in the Actions Menu called
Note to File. If you do not see the Note to File action at the top of the page, click the More button.

Example study 6 Q, Review Application Assign to Meeting | | fp Assign Reviewers | = More

|Click 'More' button |

Sp Assign Staff
Project Id: 5774 Applicant Name: Assign Panel
Current Committee: DEMO REB Current Status: 3¢ Withdraw Application*
Application Type: Clinical Trial Initial Application Meeting: © Register Conflict

) ) [E] Collate Comments

Clock Status: Start (1/100) days elapsed. Assigned Reviewers:

B Study Summary Page
Conflicted Users: None Site:

| # Note to File |

2. Click the Note to File button which opens a blank document within a pop-up window. Type the note to file
directly in the window, then press the blue Note to File button in the bottom right-hand corner and when
prompted, confirm you wish to perform this action.

} Note to File X

Action Date:

Type your note to file directly in the text editor

Timeline Notes:
Not shared with Researchers
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3. A pop-up window will appear where you can download the note to file in PDF format by clicking the blue
Download button.
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Attachment X

Example note to file

Cancel Download

4. The Note to File action will be recorded on the timeline, along with the other actions performed on the
submission.

Show Hidden Timeline Events [

Search events. ..

Action Event Date Clock Status Clock Information Attachment Email
MNote to File 14/Apr/2026 14:28 ® 1/100 days elapsed. 52
Full Board Review 14/Apr/2026 T:39 1100 days elapsed.

© 0 0

Assign Staff 13/ Apr/2026 16:01 0/100 days elapsed. - — -
Click on paperclip icon in
the row to download the

Application Complete* 13/Apr/2026 16:01 0/100 days elapsed. note to file in PDF

Submit Application 10/Apr/2026 17:08 0/100 days elapsed. L

Questions? Click here to submit a support ticket
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https://support.ctontario.ca/

