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1. Introduction

Once the REB determines a submission will undergo full-board review, the submission must be assigned to a board
meeting in the Stream system. This user guide covers how to create/edit meetings, communicate with board
members, assign reviewers, generate agendas and meeting minutes templates, and upload any relevant documents
to the Meeting Workspace.

2. Meetings Page

2.1 Accessing the Meetings Page

The Meetings page allows users to view/edit past or upcoming board meetings, as well as create new meetings for
their board. To access the Meetings page, click the Meetings Tile in the Work Area (Figure 1) or hover your cursor
over the icons on the left side of the page and click Meetings (Figure 2).
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®
&
@) Notifications Meetings Contacts Reports
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&

Figure 1
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{?} Settings

Figure 2

The Meetings page displays a table of yellow-coloured rows (Figure 3) showing all upcoming full board meetings for
the REB. Past meetings are hidden by default but can be revealed by clicking the Show Past Meetings checkbox
located above the table of meetings. Previous meetings are in grey or white rows.
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Meetings QO O » @ Frangais Canadien
== Create Meeting == Delete Meeting == Create Multiple
[ Show Past Meetings
Search Meetings e
Tick off checkbox to view a list of
past meetings
Meeting Meeting i . End Cut off
Reference Name All Committees ~ All Types ~ All Start Dates Date date
Demo
M/1826 Meeting - DEMO REB Standard 18/Jun/2026 18/Jun/2026 18/Jun/2026
June 2026
Demo
mM/1827 Meeting - DEMO REB Standard 16/Jul/2026 16/Jul/2026 16/Jul/2026
July 2026

Figure 3

2.2 Create a Meeting

Before assigning a submission to a meeting, you must ensure the meeting has already been created in the system.
Users with the REB Staff role have permissions to create new meetings from the Meetings page using the Create
Meeting button (Figure 4). The Meeting Creation pop-up window will appear where the meeting details can be
entered into the system. The fields to be filled out are described below in Table 1.

@ . Meeting Creation

Meeting Name™

\ Allocation Number

I == Create Meetingl == Delete Meeting ==

Type™ v
O
Committee™ -
Add default attendees [

Meeting ) . End

Name All Committees v All Types v All Start Dates Date Start Date™
Demo End Date*
Mesting - DEMO REB Standard 18/Jun/2026 18/Jun/202
June 2026 Cut of date*

Location™ M
Save Close

Figure 3

TABLE 1 — MEETING FIELDS

Description

Meetin
Name*g Input a name for the meeting that will make it easily identifiable from the meetings list

Allocation
This numerical field is not required. We recommend it be left blank.

Number
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Type*

The REB may choose from standard (in-person), virtual, discussion, or chairs action meetings.

The meeting is being created for the ethics board. REBs with multiple panels must select a specific panel,

Committee* . . . . :
while those without will only see one committee in the drop-down menu.

Start Date* Input the date that the meeting will begin. Use the slider at the bottom to select the specific start time

End Date* Input the date the meeting will end. Use the slider at the bottom to input the time the meeting will end

The final date for assigning submissions to the meeting. It is recommended to use the Meeting Start Date,

Cut off date . . . . .
ensuring submissions can be assigned to the meeting up to the last minute

Location* Location for the meeting (i.e., Room 4B)

Address Address of where the meeting will take place

*Fields labelled with an asterisk are mandatory. Each meeting will be assigned a unique reference number.

2.3 Delete a Meeting

To delete a meeting, click the Delete Meeting button (Figure 4). A pop-up window will appear with a list of all the
upcoming meetings for the REB. Select the meeting(s) you want to delete by ticking off the checkboxes to the left of
the meetings reference numbers then click the blue Delete button. A meeting that has submissions assigned cannot
be deleted. All submissions must first be removed from the meeting before it can be deleted. This is to prevent the
accidental deletion of a meeting.

Meetings e o a @ Frangais Canadien

~

=4 Create Meeting l == Delete Meeting | == Create Multiple

) [JShow Past Meetings
Search Meetings

Meeting Meeting i — . End Cut off
Reference Name All Committees v All Types v All Start Dates Date date
Demo
M/1826 Meeting - DEMO REB Standard 18/Jun/2026 18/Jun/2026 18/Jun/2026
June 2026
Demo
MN827 Meeting - DEMO REB Standard 16/Jul/2026 16/Jul/2026 16/Jul/2026
July 2026
Figure 4

3. Meetings Overview Page

Once a meeting has been created, it will appear in the list of meetings on the Meetings Page. To open a meeting,
click the row that contains the Meeting Name (Figure 5) to view the submissions assigned and any meeting
documents (i.e., agenda, meeting minutes).
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Meetings

Search Meetings

== Create Meeting

Click anywhere in the row to
open the meeting

== Delete Meeting

STREAM

[JShow Past Meetings

Frangais Canadien

== Create Multiple

=

Meeting Meeting i . End Cut off
Reference Name All Committees v All Types All Start Dates Date date
Demo
M/1826 Meeting - DEMO REB Standard 18/Jun/2026 18/Jun/2026  18/Jun/2026
June 2026
Demo
m/1827 Meeting - DEMO REB Standard 16/Jul/2026 16/Jul/2026 16/Jul/2026
July 2026
Figure 5

3.1 Meeting Details

When you open a meeting from the Meetings page, you will see a list of submissions currently assigned to the
meeting, along with related information about each meeting separated into seven columns. On the right side of the
page you will see details about the meeting, such as Meeting Start Date, Address, Location, etc. (Figure 6).

a @ Frangais Canadien
Test MTG © e ‘
Reviews Attendees Documents History Overview -
[E Edit Meeting X Message Attendees INSIGHTS
Assign Review 3 >
Search Reviews Meeting detals
Add Attendee 0 >
Review Applicant
Reference Name Project Title  Assigned Reviewers Application Type Status Delete DETAILS
5763-CR-CTIA- Dr. Lead Applicant ~ Example study Mr. REB Chairl (Primary CR - Clinical Trial Initial Approval Letter )
Feb/2026-136635 Reviewer) Application Sent Meeting Reference Mf1825
. ) Meeting Name Test MTG
5765-CR-0SIA- Dr. Lead Applicant ~ Example Obs None CR - Observational Study Approved
Feb/2026-136636 study 1 Initial Application Allocation Number
5768-CR-0SIA- Dr. Lead Applicant  Test Clock Day Mr. REB Committeel CR - Observational Study Assigned to Committee DEMO REB
Feb/2026-136640 Alert (1d) (Secondary Reviewer) Initial Application Meeting
Type Standard
Showing 1to 3 of 3 entries First Previous 1 Next Last Start Date 13/Mar/2026 09:00
End Date 13/Mar/2026 14:00
Cut off date 24/Feb/2026 09:00
. b Location 180D
© Infonetica Ltd 2026 Version 218.0
Terms and Conditions | Data Controller Privacy Policy | Data Processor Privacy Policy Postcode
Figure 6
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3.2 Meeting Reviews Page

The Reviews tab displays a list of the submissions currently assigned to the meeting, along with related information
about each separated into seven columns. Each column of the table is described below in Table 2.

Test MTG G
Attendees Documents History

The Reviews tab is displayed by default [= Edit Meetin
when you open a meeting i

[ Message Attendees

Search Reviews

Review Applicant

Reference Name Project Title Assigned Reviewers Application Type Status Delete
5763-CR-CTIA- Dr. Lead Applicant Example study Mr. REB Chairl (Primary CR - Clinical Trial Initial Approval Letter
Feb/2026-136635 Reviewer) Application Sent
5765-CR-OSIA- Dr. Lead Applicant Example Obs None CR - Observational Study Approved
Feb/2026-136636 study 1 Initial Application

Figure 7

TABLE 2 — REVIEWS TAB

Description
Review

The unique identification code assigned by the system once the submission is submitted
Reference

Applicant

Name Displays name of the Project Owner (the user who created the study in Stream)

L ATUEER Displays the short study title, study acronym, or study nickname

Assigned
Reviewers

Full names of reviewers currently assigned to the submission

Status Displays current status of the submission within the REB review process

Delete Clicking Delete removes the submission from the meeting

3.3.1 Removing a Submission From a Meeting

At times, REB staff may need to remove a submission from a meeting. This may occur if the submission needs to be
re-assigned to another meeting or returned to the applicant for further revisions before full-board review. To
remove a submission, click the Delete button (Figure 8). A confirmation pop-up will appear where you can click OK
to confirm the removal. The status of the submission will then change from "Assigned to Meeting" to "Full Board
Review". If needed, the submission can be reassigned to another meeting.
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Reviews Attendees

Documents History

[E] Edit Meeting

STREAM

[ Message Attendees

Click Delete to remove a submission from the

Search Reviews meeting

Review
Reference

5763-CR-CTIA-
Feb/2026-136635

5765-CR-0SIA-
Feb/2026-136636

5768-CR-OSIA-
Feb/2026-136640

Applicant
Name
Dr. Lead Applicant

Dr. Lead Applicant

Dr. Lead Applicant

Project Title
Example study
Example Obs
study 1

Test Clock Day
Alert (1d)

Assigned Reviewers

Mr. REB Chairl (Primary
Reviewer)

None

Mr. REB Committeel
(Secondary Reviewer)

Application Type

CR - Clinical Trial Initial
Application

CR - Observational Study
Initial Application

CR - Observational Study
Initial Application

Status

Approval Letter
Sent

Approved

Assigned to
Meeting

Delete

Delete

Figure 8

3.3.2 Edit a Meeting
From the Reviews page, click the Edit Meeting button (Figure 9) to open the Edit Meeting pop-up window. Then you
can edit the meeting start/end times, location, or any other desired meeting information.

fest MTG Edit Meeting

Meeting Name* al
Reviews Attendees Documents History

DEMO MTG - 12/Jun/2025
/ [E] Edit Meeting X Message Atte Allocation Number

0

Committee™
Search Reviews

DEMO REB v
. . Type*
Review Applicant Project Assigned Application
Reference Name Title Reviewers Type Status Deletq | Standard >
: . P ] (R Start Date®
5763-CR-CTIA- Dr. Lead Applicant Example study Mr. REB Chairl CR - Clinical Trial Initial ~ Approval Delete
Feb/2026-136635 (Primary Reviewer) Application Letter Sent 12/Jun/2025 9-00-00 AM
5765-CR-OSIA- Dr. Lead Appli - i End Date”
g pplicant Example Obs None CR - Observational Approved Delete
Feb/2026-136636 study 1 Study \m}t\al 120Jun/2025 1.00-00 PM
Application
Cut off date™ v
Figure 9

3.4 Meeting Attendees

Clicking the Attendees page (Figure 10) will show the list of attendees who have been assigned to the current
meeting. Information about each attendee is displayed within four columns, described in Table 3 on the next page.
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Test MTG ¢

Reviews | Attendees | Documents History

[] Edit Meeting ] Message Attendees

Search Attendees

Name System Role Status Delete
Mx. CTO REB Staff, REB Committee Member, CTO Attendi
Administrator] Admin, REB Director/Manager ending ~
Mr. REB Chairl REB Chair Attending v

Figure 10

TABLE 3 — ATTENDEES PAGE

‘ Description

M Name of the attendee

System Role ‘ Attendee’s assigned role(s) in the system

Status Displays the attendee’s status (attending/not attending)

Delete Removes the individual from the current meeting

3.4.1 Add Meeting Attendees

On the right side of the page above where the meeting details are displayed, you will see Add Attendee (Figure 11).
Click here to add Attendees to the meeting. Any user with a role in the system with the REB (e.g., REB Committee
Member, REB Chair, etc.) will appear in the list of attendees and can be added to the meeting. The number of
attendees that already have been added to the meeting is displayed to the right of the Add Attendee button.

Reviews Attendees Documents History Overview -
[E EditMeeting | [ Message Attendees Assign Review 3 >
Add Attendee 2 >
Click Add Attendee to add REB —
Search Attendees Members or REB Staff to the meeting
DETAILS
Name System Role Status Delete
Meeting Reference M/1825
Mx. CTO REB Staff, REB Committee Member, CTO Admin, REB Attendi
Administratorl Director/Manager ending M Mesting Name Test MTG
Allocation Number
Mr. REB Chairl REB Chair Attending v
Committee DEMO REB
Figure 11
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3.4.2 Message Attendees

The Message Attendees button is always visible while you have a meeting open. Clicking this button opens a pop-up
window with a text box where a message can be entered. An in-system notification and message to all meeting
attendees. They will also receive an email instructing them to log in and view the message.

Note: Applicants must login to the system to view the message from the Notifications tile in their Work Area.

Reviews Attendees Documents History

[E] Edit Meeting ] Message Attendees

Message Attendees x
Message All v
Name 5| Delete
Y Message All :ctetur adipiscing elit, sed do eiusmod tempor
Mx. CTO REB St Message Attendees 1a aliqua. —
Administrator] Admir{ = Message Individuals ete

[J Attach Agenda
Mr. REB Chairl REBC ) Attach Minutes Delete

#

Message Attendees Close

Figure 12

Using the drop-down box at the top-left of the pop-up window, REBs have the option to send a message to all
meeting attendees or only specific individuals.

To send a message to all meeting attendees, select “Message Attendees” from the drop-down menu. To send the
message to only a select few individuals, select “Message Individuals” from the drop-down and type the name(s) of
the attendee(s) in the search bar.

The published agenda and/or minutes can be appended to the message by using the Attach Agenda or Attach
Minutes checkboxes. This will attach the published agenda and/or minutes to the email notification sent by the

system.
Note: We strongly discourage REBs from attaching the agenda or minutes to messages, as sending it means

confidential information will be sent outside of the system (recipients do not need to log into their Stream
account to view the attachments).

3.5 Meeting Documents

The Documents page contains a list of all documents that have been uploaded into the meeting workspace by the
REB staff. Information about each document is separated into six columns, described below in Table 4.
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Test MTG €
Reviews Attendees History

[Z] Edit Meeting [ Message Attendees

Agenda and Minutes

0
Note: There are currently no documents listed.
Meeting Documents
File Name Date Version Size View Delete
DEMO REB MTG Agendadocx ~ 12/Feb/2026 1 52.3 KB Download
Figure 13

TABLE 4 - DOCUMENTS TAB

‘ Description
FIENET SN Displays the file name of the document uploaded

Date The date entered by the user when the document was uploaded

Version The version entered by the user when the file was uploaded

Size The disk space size of the uploaded file

View Contains the Download button to allow users to download the document to their computer

Delete

Deletes the document from the meeting

3.5.1 Meeting Agenda and Minutes (Optional)

Agenda and Minutes documents can be created from the Documents page. Both documents use pre-filled system
templates which are fully editable.
3.5.2 Creating an Agenda:

To create an Agenda, click the grey +Agenda button under the Documents page (Figure 13). A pop-up window will
appear which contains a text editor where the agenda template can be edited.

Reviews Attendees Documents History Overview

[E] Edit Meeting ] Message Attendees

Agenda and Minutes I:I a

File Name Type Date Version View Delete

Download

July Demo Mtg Agenda.Pdf Agenda 31/Mar/2026 Draft

Figure 13
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Save a new draft meeting agenda:
The agenda template is automatically pre-filled with information about the submissions assigned to the meeting.

Enter a title at the top of the page and make any necessary changes to the template. Once finished editing the
agenda, save a draft by pressing the green Save button at the bottom of the pop-up window. You can have multiple
draft agendas, but only one draft can be published as the final version.

Agenda

| Enter a title for the draft Agenda

July Demo Mtg Agenda

B i U A: o B B + = T E=E =~ 46 =

2. APPROVAL OF PREVIOUS 'STREAM SUBMISSIONS'

The previous meeting minutes can be found under the Documents tab for this meeting.

3. DECLARATION OF CONFLICTS

Click to Save a draft of the Agenda

Characters : 2503

cc

Figure 14

Publish a draft agenda:
To Publish a draft, click anywhere on the draft from the list and press the green Publish button at the bottom of the

pop-up window. REB members can then download the agenda from the meeting Documents page.

B /7 U A o @ 8B +: = T = - q:

DEMO REB [
Demo Meeting - June 2026

Conference room A

v

18/Jun/2026 09:00 - 18/Jun/2026 14:00

Words™314  Characters : 2484

£ D

Figure 15
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3.5.3 Creating Meeting Minutes:

To create a new meeting minutes document using the pre-built template, click on the grey +Minutes button from
the Documents page (Figure 16). A text editor will appear in a pop-up window with the editable meeting minutes
template. Like when creating an agenda, make sure you do not forget to give the draft a title before attempting to
save a new draft version. Finally, select a draft of the minutes to be published as the final meeting minutes
document, which REB members can then download.

Reviews Attendees Documents History Overview

[£] Edit Meeting [ Message Attendees

Agenda and Minutes 0
File Name Type Date Version View Delete
July Demo Mtg Agenda.Pdf Agenda 31/Mar/2026 Draft Download
First Previous 1 Next Last
Figure 16

Using the agenda and meeting minute templates is optional. Instead, you may elect to upload your own agenda and
meeting minutes by clicking the grey +Document button (Figure 17) any uploading a file of your choosing.

Reviews Attendees Documents History Overviey

[E] Edit Meeting [X] Message Attendees

Agenda and Minutes 0

File Name Type Date Version View Delete
Minutes July 2026 Meeting .Pdf Minutes 31/Mar/2026 Draft Download
July Demo Mtg Agenda.Pdf Agenda 31/Mar/2026 Draft Download

First Previous 1 Next Last
/ Click to upload your own meeting
. documents (i.e., agenda)

File Name Date Version Size View Delete

DEMO REB MTG Agenda.docx 19/Mar/2026 1 523 KB R

Figure 17

3.6 Meeting History

The History page (Figure 18) serves as an audit log, tracking changes to meetings. It records the type of change,
date, and user involved. Common events include attendee updates, document uploads or deletions, and new
submission assignments.
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Reviews Attendees Documents

Date
31/Mar/2026 15:56
31/Mar/2026 15:49
31/Mar/2026 15:43
26/Feb/2026 14:41

26/Feb/2026 12:06

User
Mx. CTO Administratorl
Mx. CTO Administratorl
Mx. CTO Administratorl
Mx. CTO Administratorl

Mx. CTO Administrator]

STREAM

== = P

—

Frangais Canadien

o)

Overview -

[E] Edit Meeting [ Message Attendees

Description
DEMO REB MTG Agenda document was added to the meeting.
Mx. CTO Administrator] was added to the meeting attendee list.
Mr. REB Chairl was added to the meeting attendee list.
5768-CR-0SIA-Feb/2026-136640 application was added to the meeting.

5765-CR-0SIA-Feb/2026-136636 application was added to the meeting.

Figure 18

4. Assigning Submissions to a Meeting

Assigning a submission to a full board meeting must be done from the Submission Timeline page. Only those
submissions that have been designated for Full Board Review can be assigned to a meeting.

Once Full Board Review has been selected as the level of review required for a submission, the status of the
submission changes from “Review Type Determination” to “Full Board Review” and the Assign to Meeting (Figure
19) button becomes visible in the list of actions at the top of the page.

Click on the Assign to Meeting button and then select the meeting you wish to assign the submission to in the pop-
up window (Figure 20). Finally, click the blue Assign to Meeting button at the bottom right of the pop-up window to

assign the submission.

Example study 4
Project

Example study 4

Project Id:

Current Committee:
Application Type:
Clock Status:

Conflicted Users:

REB User Guide:
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Frangais Canadien

Overview

Q, Review Application |‘ Assign to Meeting| $r Assign Reviewers B Assign Staff | = More

5772

DEMO REB

Clinical Trial Initial Application
Start (0/100) days elapsed.

None

Applicant Name Dr. Lead Applicant

Full Board Review

Current Status:

Meeting: Unassigned \ Current status of
submisison must be
Assigned Reviewers: None "Full Board Review"
Site: Study-Wide
Figure 19
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Assign to Meeting X
Timeline Notes: Eg., approved by John Doe
Not shared with Researchers
“
Meeting: Demo Meeting - June 2026 18/06/2026 ~
Demo Meeting - June 2026 18/06/202%
Demo Meeting - July 2026 16/07/2026
(o1, I-1Il  Assign to Meeting

Figure 20

Page 15 of 15

REB User Guide:
Meetings v5 (April 2026)



