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1. Project Tree Page  
When you open a project from your Work Area you will be directed to the Project Tree page for the study.  On this page 

you will see the title of the project in the top left corner of the page. Directly below the project title is a button called Go 

Back to Work Area, which can be used to go back to the Work Area page. 

In the Project Tree you will see various levels (or hierarchies) of applications.  At the top of the tree of all projects is the 

Clinical Trial Initial Application (CTIA) or Observational Study Initial Application (OSIA), depending on the type of forms 

you selected for the project. All other types of forms in the system are considered “sub-forms” of the CTIA or OSIA and 

are visually represented as branches, showing a “parent-child” relationship between the forms.  More information about 

sub-forms and how to create them can be found in the QuickGuide: Creating a Sub-form.  

 
Figure 1 

 

2. Application Overview 
The Application Overview is a collapsible menu located to the right of the project tree.  When you select a form in the 

tree, you can maximize the Application Overview by pressing the Overview + button (Figure 2).  

 
Figure 2 
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The Application Overview displays information about the form selected in the tree (Figure 3), such as: 

• Status: The current status of the form within the review process. 

• Review Reference: Each form receives a Review Reference once it is submitted to the REB. If the form has not yet been 

submitted, this will show as “N/A” (see Figure 4). 

• Last Modified: The date the form was last edited. 

• Action Required: – Indicates whether any mandatory questions on the form still need to be completed. 

 
Figure 3 

 
Figure 4 

1. Project ID number for study in Stream. 

2. The reference code for the application form, in this example it shows the reference code for the CTIA. See the list of 

reference codes for each application form in Tables 1 and 2 below. 

3. The date that the application was submitted. 

4. This is a unique, sequential numeric identifier assigned each time the form is submitted.  This number allows REBs to 

differentiate the submission versions when the same application form has been submitted multiple times.  

 

TABLE 1 – REFERENCE CODES FOR CLINICAL TRIAL APPLICATIONS:  

Study-Wide Applications Site-Specific Applications 

CTIA – Clinical Trial Initial Application 

SWAM – Study-Wide Amendment 

PSIA – Participating Site Initial Application 

PSAM – Participating Site Amendment  
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SWCR – Study-Wide Continuing Review  

SWRE – Study-Wide Reportable Event  

SWCL – Study-Wide Closure  

PSRE – Participating Site Reportable Event 

PSRE – Participating Site Continuing Review  

PSCL – Participating Site Study Closure 

 

TABLE 2 - REFERENCE CODES FOR OBSERVATIONAL STUDY APPLICATIONS: 

Study-Wide Applications Site-Specific Applications 

OSIA – Observational Study Initial Application 

OSWAM – Observational Study-Wide Amendment 

OSWCR – Observational Study-Wide Continuing Review  

OSWRE – Observational Study-Wide Reportable Event  

OSWCL – Observational Study-Wide Closure  

OPSIA – Observational Participating Site Initial Application 

OPSAM – Observational Participating Site Amendment  

OPSRE – Observational Participating Site Continuing Review  

OPSRE – Observational Participating Site Reportable Event 

OPSCL – Observational Participating Site Study Closure 

 

3. Actions on the Project Tree Page 
While on the Project Tree page, there are various actions available, each represented by icons (Figure 5).  The actions 

available at any time will change depending on what page you are on (e.g., Work Area, Project Tree).  Figure 5 shows the 

actions available on the Project Tree page.  The function of each action is described below in Table 3. 

 
Figure 5 

 

TABLE 3 – ACTIONS ON THE PROJECT TREE PAGE 

Action Name Description 

Create Sub-form Can be used to create a PSIA and/or site-specific post-approval applications  

Project Takes user to the Project Overview page. (Refer to the Project Overview Guide for more information).  

Roles 
Can be used to give a user access to the CTIA/OSIA or PSIA of an existing project. Can use to remove a 

user’s access, or to view the list of users that have been given a role 

View as PDF Generates PDF of the current application form which can be downloaded 

Correspond Can be used by researchers to send a message directly to the REB of Record 
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3.1 Roles 
Roles can be used to provide other users with access to a project.  Once the user has been assigned a role, they gain 

access to the existing application forms for the project AND new forms created in the future.  The two types of roles you 

can give are described below: 

1. Study-Wide roles: Granted on the CTIA or OSIA for the study. Provides access to all existing application forms PLUS all 

forms created in the future for this study. 

2. Site-specific roles: Granted on the PSIA for a participating site. Provides access to all existing & future forms for this 

site, PLUS read-only access to all current & future study-wide forms.   

To give a user a role, click the Roles button with the CTIA/OSIA or a PSIA selected in the project tree. A pop-up window 

will appear where the email address of the user being given the role can be typed into the “Collaborator email” field 

(Figure 6).  Next, select the type of role you want to give from the drop-down menu (e.g., Lead Site Study Staff, 

Sponsor/CRO, etc.), then click the green Share Role button. 

 
Figure 6 

Ensure the email address provided is associated with an active Stream account, otherwise a message will appear saying, 

“User does not exist on the system”.  A green Invite button (Figure 7) will also appear, which can be used to send an email 

notification to the address provided, with a link to the Stream account registration page where the user can self-register 

for an account1.   

 
Figure 7 
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1 - All system email notifications are sent donotreply@infonetica.net. If necessary, you should whitelist emails from this sender to ensure they 
are not misclassified as spam.  

For more information about using roles, refer to the Adding new study team members using Roles QuickGuide. 
 

4. Actions – Inside the Application 
This section describes the system actions available from inside a section of an application form (Figure 8).  Some actions 

(i.e., Documents, Signatures, etc.) also have a corresponding area or Tab that serves a similar purpose and is accessible 

from the Project Tree page.  

 
Figure 8 

The number of actions available at the top of the page at any given time depend on the size of the screen you are 

working from.  If the screen is too small to display all actions simultaneously, the remaining actions can be found by 

pressing the More button (Figure 9).  

 
Figure 9 
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4.1 Previous/Next 
While you are inside a section of a form, the Previous and Next buttons (Figure 10) will always be visible at the bottom of 

the page. The buttons can be used to navigate from one section to the subsequent section (or preceding section). Any 

work done on the current section is saved anytime either button is used. 

 
Figure 10 

 

4.2 Navigate 
The Navigate button (Figure 11) takes you back to the Navigation tab on the Project Tree page which acts as a table of 

contents for the application, showing each applicable section and the number of questions they contain. Using the 

Navigate button saves all changes made to the application. 

 
Figure 11 

 



  

Applicant User Guide:  
Application Features v6 (April 2026)   Page 9 of 20 

4.3 Documents 
The Documents button (Figure 12) can be used to view and/or download any documents uploaded to the form.  

 
Figure 12 

To download a document in the same format it was uploaded (i.e., PDF, MS Word, etc.), click the Download button at the 

far-right side of the window in row of the desired document (Figure 13).  

Alternatively, you can use the checkboxes to select the desired documents, then click View Selected at the bottom of the 

window to view the documents in a PDF within a new browser tab. Or click Download Selected to download a ZIP folder 

containing the selected documents.   

 
Figure 13 



  

Applicant User Guide:  
Application Features v6 (April 2026)   Page 10 of 20 

You can also view and/or download form documents from under the Documents tab with the form selected in the 

project tree (Figure 14).   

 
Figure 14 

 

4.4 Collaborators 
To view the complete list of all users with access to the current form (including the Project Owner2 and Form Owner3), 

click the Collaborators button while in any section of the form (Figure 15), or go to the Collaborators tab (Figure 16) on 

the Project Tree page with the form selected in the project tree. 

 
Figure 15 

2 - Project Owner is the user who created the study in Stream, or had ownership of the study transferred to them. 

3 - Form Owner is the user who created the application form within the project, or had form ownership transferred to them. 
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Figure 16 

 

4.5 Submissions  
When an application form is submitted, a record of the submission is recorded under the Submissions tab of the form.  

All submissions of the form can be downloaded in PDF format using the View as PDF button located in the right-most 

column of the row containing the submission (Figure 17).  When a form is submitted multiple times, the status of the 

previous submission automatically changes to “Archived” when the subsequent version is submitted. 

 
Figure 17 

 

4.6 History tab 
The History tab displays all previous events that have been recorded on the application, since it was created (i.e., 

signature requests, roles given, status changes, etc.).  The events are listed in chronological order by default, but the 

table can be sorted by any column.  Some events recorded to the History tab have a document attached (Figure 18), 

which can be downloaded in PDF format by pressing the Download button in the column on the far-right column of the 

row.  
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Figure 18 

 

4.7 Signatures 
Each application must be signed electronically.  To view a list of all current/previous signatures or signature requests for 

an application, press the Signatures button (Figure 19) from within any section of the form. You can also click on the 

Signatures tab (Figure 20) with the application selected in the project tree.  

 
Figure 19 

 
Figure 20 
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TABLE 4 – SIGNATURES TAB 

Tab Available Information 

Type The role of the signatory (i.e., Principal Investigator, Department Head, etc.) 

Signatory Email The email of the person who signed the form 

Signed Date The date the person signed the form 

Validity 
Forms become locked once a signature is applied. If the form is unlocked at any point (including when a 

form is sent back for changes), any signatures/requests on the form will become “invalided”.  

 

4.7.1 Signing a Form Directly 
Users can apply their signature to the application from the final section of the form called “Agreement & Approval”. This 

section is where electronic signatures are recorded for each person required to sign the form (i.e., Principal Investigator, 

Department Head, etc.).  

Below the signature question you will see a blue Sign button (Figure 21) which users can press to sign the form directly, 

without a signature request4. 

4 - The Sign button will not be available if the signature has already been requested. 

 
Figure 21 

Once the Sign button is pressed, an attestation appears in a pop-up window. To proceed with signing the form, click the 

green Accept button at the bottom of the window (Figure 22). 

 
Figure 22 
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Next, click the green Sign button and a second pop-up window will appear to enter your login credentials.   

 
Figure 22 

Re-enter your username and password. Then press the blue 

Sign button at the bottom of the pop-up window to 

complete the signing process4 (Figure 23).  

 

 
Figure 23 

 

4.7.2 Requesting a Signature 
If completing an application but not authorized to sign, use the Request Signature button (Figure 24) to request the 

signature of the appropriate individual.  

 
Figure 24 
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This will bring up a pop-up window (Figure 25) where the email 

address of the signature recipient can be entered along with an 

optional message.  Click the Request button to complete the 

signature request.  

 

 

 
Figure 25 

 

4.7.3 Signing a Form (responding to a signature request) 
When you request a signature from a user on a form, an email notification is sent to the user which includes a hyperlink 

to the application in the system where the Sign button (Figure 26) is visible from the Project Tree page5.   

For more information on responding to a signature request, refer to the Responding to a Signature Request QuickGuide. 

5 - The Sign button is also available from inside any section of the form.  

 
Figure 26 

While inside a section of the form locked through signatures, a banner will be visible at the top of the page which says 

“This form has been locked through signatures/requests” (Figure 27).  The form can still be signed while the form is 

locked by a signature request. 

 
Figure 27 
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4.8 Rejecting a Signature Request 
If your signature is requested, you may choose to reject the request by pressing the Reject button (Figure 28). A pop-up 

window will appear where you need to re-enter your login credentials and provide a reason for rejecting the signature 

request6.  

6 - It is mandatory to provide a reason when rejecting a signature request. 

 
Figure 28 

 

4.9 Submitting an Application 
Application forms are automatically submitted once the final required signature has been applied to the form.  Note: An 

email notification is sent once the form has been successfully submitted. 

 

5. Completing an Application 

5.1 Smart Questions 
The Stream system uses smart application forms. This means questions of the form will appear or be hidden based on the 

responses you provide.  If you notice some questions or sections are skipped, it can be attributed to the use of smart 

forms. 

 

5.2 Panel Comments  
While completing the application form, you can create Panel Comments as a means of communicating messages to other 

members of the study team. These comments are visible to all members of the study team who have access to the form 

in the system7.  To add a new Panel Comment, click the speech bubble icon at the top right of any panel within a form 

section (Figure 29).  This will cause a pop-up window to appear showing all panel comments made previously on the 

form.  

7 - Panel comments are never visible to the REB, even once the form has been submitted.  
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Figure 29 

To add a new comment, press the Add New Comment button (Figure 30), then type your comment into the text box.  

Once finished press Save and the comment will be recorded.   

 
 
 
 
 
 
 

 
 

Figure 30 
 

5.3 Help Text 
You will notice some questions on the application form have a white “i” inside of a blue circle which means the question 

has Help Text available. To view the help text for a question, click the blue Help text icon (Figure 31). The help text will 

appear in a pop-up window (Figure 32).    
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Figure 31  

 
Figure 32 

 

5.4 Mandatory Questions 
All questions labeled with an asterisk (*) are mandatory. All mandatory questions on the form must be completed before 

you can sign or request signatures (Figure 33). 

 
Figure 33 
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5.5 Document Upload Questions 
To upload documents to the application, click the blue Upload Document button visible on all document questions 

(Figure 34).  Then click Browse within the pop-up window (Figure 35) to select the file you want to upload8.   

8 - All major file types are supported including MS Word or Excel documents, text files, and PDFs (all files must be < 150 MB). 

 
Figure 34 

Enter a Document Date and Version, if applicable, then press the green Upload button (Figure 35).  Documents should be 

uploaded with a suitable document name to aid the REB in identifying the document.  The document names entered 

when uploading a document provided are reflected in the final REB approval letter.  Multiple documents can be uploaded 

to questions whenever necessary.   

 
Figure 35 

 

5.6 Save 
Changes made to the application can be saved at any time by pressing the Save button (Figure 36).  Progress is also saved 

automatically whenever you use the Previous, Next, or Navigate buttons. 
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Figure 36 

 

Questions? Click here to submit a support ticket  

 

https://support.ctontario.ca/

