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STREAM

1. Correspondence

The Correspondence feature in Stream allows for communication and the exchange of documents between the
REB of Record and the study teams. Correspondence messages can be thought of as ‘sticky notes’ attached to a
submission.

Correspondence messages are specific to the submission version they were made on. This means when the
study team sends a correspondence message to the REB on their application, any subsequent submissions of
the same application form will not have the original correspondence message attached to it. To view messages
from the study team for an archived submission version, you first need to open the submission version that the
comment was made on, go to the Correspondence tab in the Project Overview, as described below.

Correspondence does not facilitate communication between REB members, or between REB office staff and REB
members. This be done using Panel/Form comments, or via external mechanisms (i.e., email).

REB users can access a repository of all correspondence sent for a study via the Correspondence tab on the
Project Overview page. More information about the project overview can be found in the Navigating Stream

user guide.

1.1 Correspondence Tab (Submission Timeline Page):

The Correspondence tab on the Submission Timeline page contains a list of any correspondence messages sent
by the study team (or REB) for the submission. Information about each message is displayed in the six columns,
described below in Table 1. You can sort correspondence messages by any of the columns by clicking on the
grey triangles to the right of the column header.

Project Id: 2744 Applicant Name: Dr. Lead Applicant
Current Committes: DEMO REB Current Status:

Application Type: Clinical Trial Initial Application Mesting:

Clock Status Start (1/100) days elapsed.

Conflicted Users: None Site:
Timeline Project Documents Data Contacts Correspondence
_ e - Display correspondence from previous submissions [
Correspondence + New Correspondence
Review Submission
Form Reference User Reference Date Message Attachment Version Number

Clinical Trial Initial Application - _ o
Dr. Lead 3744-PlA-Jan/2025-

CHEER DEMO 2 - DEMO123 - IWK i I 11/Mayf2025  Test message MNone 1
_— Applicant 49379

Figure 1
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TABLE 1 — CORRESPONDENCE TAB INFORMATION

Form
Reference

User

Review
Reference

Date

Message

Attachment

Description

The name of the application form, as displayed in the Project Tree

Name of the user who created and sent the correspondence message.

A unique identifier for the specific submission where the correspondence message
was created.

The date the message was sent/received.

Displays the first 40 characters of the correspondence message. Click the message to
open the complete message in a pop-up window.

A paper clip icon will appear if there is a document attached to the message,
otherwise the word “none” will appear. Click the paper clip icon to open the
message in a pop-up window with the option to download the attachments to your

computer.

1.2 Send a New Correspondence Message:

1. To send a correspondence message to the study team on a submission, click the + New Correspondence

=

button (Figure 2) from under the correspondence tab while the Submission Timeline page of the submission

you want to send a message on.

Tip: If your message is not associated with a specific form submission, we recommend sending it on the

Clinical Trial Initial Application (CTIA), Observational Study Initial Application (OSIA), or the site’s

Participating Site Initial Application (PSIA).

2. The Correspondence pop-up window will appear with a text box where the message can be entered. You will
see an upload button to upload any documents to the message, if necessary (i.e., tracked changes ICF).

Tip: The Form Owner and the Project Owner are automatically included on any correspondence message

sent to the study team.

Timeline Project Documents Data

Contacts

Correspondence

Correspondence + New Correspondence

Display correspondence from previous submissions [

Search correspondence. ..

Review

Form Reference User Reference Date
Clinical Trial Initial Application -
CHEER DEMO 2 - DEMO123 - IWK

Health

Dr. Lead
Applicant

3744-PIA-an/2025-

11/May/2025
49379

Test message

Submission

Message  Attachment  Version Number

MNone 1

Figure 2

3. By default, a notification about the new correspondence message will be sent to all applicants that have a

role on the application. If desired, reviewers can select the applicants who they want to receive the

notification by unchecking the ‘Include all collaborators in notification’ checkbox (Figure 3) and then selecting
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the names of each person they want to include from the drop-down menu. The collaborators included will
receive an email notification to notify them a new correspondence message was sent from the REB on their
application in Stream.

Any member of the study team with access to the application in Stream can view a correspondence message
sent by the REB, regardless of whether they received a notification of the message.

Tip: Only individuals with a role on the project can be included in the notification.

Correspond

Note: This message will be delivered to the Form and Project Owner (Dr- Lead Applicant), and to the original sender ()

fnﬁe all collaborators in notification

Mr. Scolt Tomlinson
Mx. CTO Administrator2

Ms. Administrative Study Contact
Mr. Sponsor Contact

Choose Files |No file chosen

Figure 3

4. REB users can attach a document to a correspondence message by clicking Choose Files and then selecting a
file from the computer to be uploaded. The size of the file cannot exceed the 100 MB limit.

1.3 Replying to a Correspondence from the Research Team

REB users can initiate a new correspondence message and can also reply to messages sent by the research
team. To reply to a message, click on the message within the correspondence tab to open it and then click the
green Reply button to draft a response (Figure 4).
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Reference  Clinical Trial Initial Application - CHEER DEMO 2 - DEMO123 - IWK Health
Date 11/May/2025 4:43 PM

Test message

Note: No corespondence attachments

Close

Figure 4

Questions? Click here to submit a support ticket
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