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1. Finding an Application

STREAM
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When applications are submitted to the research ethics board in Stream, reviewers can access them from the Review
Tiles of their Work Area (Figure 1). These tiles are logically named based on the status and type of applications they
contain. For example, the “REB Submissions” tile holds new submissions waiting to be processed and the For My

Review tile contains submissions you have been assigned as a reviewer on.

The tiles visible in your Work Area depend on the type
of role within the REB (i.e., REB Chair, REB Staff). Each
tile displays a number indicating how many submissions

it contains.

To view the applications contained within a specific
review tile, click anywhere on that tile. A table will

appear listing each submission as a row. Key

information is displayed about each submission to help

you identify it.
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2. Viewing an Application (Submission Timeline Page)

To open a submission from a review tile, click on any data field in the corresponding row of the table (e.g., Project ID,
Review Reference). You will be directed to the Submission Timeline page of the submission (Figure 2), which acts as a
“cover page” for the submission and provides general information such as Project ID, Study Title, Application Type, etc.
The various information displayed about the submission is summarized in Table 1.

L

a Fra is Canadi
Example study 5 © @ # @ rronceisConaden
Project Overview +
Example study 5 (o CWETNTI Nl | § Suspend Study | g Reinstate Study Approval = More
Project Ick: 5773 Applicant Name: Dr. Lead Applicant

Application Type:

Clock Status:

Conflicted Users:

Current Committee:

DEMO REE
Clinical Trial Initial Application

Start (5/100) days elapsed.

None

Current Status:
Meeting:

Assigned Reviewers:

Site:

Approval Letter Sent

Unassigned

Mr. REB Committeel (Secondary Reviewer),
Mx. CTO Administrator] (Primary Reviewer),

Mr. REB Chairl (Letter Reviewer)

Study-Wide

REB User Guide:
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TABLE 1 — SUBMISSION TIMELINE PAGE

Description

Current

. The name of the REB of Record for the study
Committee

The type of application under review (i.e., Participating Site Amendment, Study-Wide

Application T
pplication Type Amendment, etc.)

Clock Status The elapsed time (in days) since the application was submitted

Conflicted Users Names of the REB members/staff that have a conflict

Applicant Name Name of current project owner (the user who created the study in Stream)

Current Status Current status of the form in the REB review process

Meeting The name of the full board meeting to which the application has been assigned (if applicable)

Assigned
Reviewers

The names of the assigned reviewers or REB staff and their corresponding reviewer assignment

2.1 Application Overview pane

The Submission Overview is a collapsible menu on the right side of the page which displays additional information
about the submission. Open the Submission Overview pane by clicking the Overview + button (Figure 3) at the top
right corner of the page. The additional information displayed is described in Table 2.

a @ Frangais Canadien
Example study 5 © 0 = ¢
Project Click the +icon here to open the "'
Overview which contains additional a
Example study 5 Q_ Re information about the submission instate Study Approval | = More
Overview —
Project Id: 5773 a Dr. Lead Applicant
Current Committee: DEMO REB © Overview - Approval Letter Sent
Application Type: Clinical Trial Initial A, INSIGHTS Unassigned
Clock Status: Start (5/100) days g Form Submissions 1 > Mr. REB Committeel (Secondary Reviewer),
Mx. CTO Administratorl (Primary Reviewer),
Project Submissions o > Mr. REB Chairl (Letter Reviewer)
Conflicted Users: None Panel Comments g 4 Study-Wide
ler Form Comments (o] >
BASIC INFO
Project Title Example study 5
Form Clinical Trial Initial Application
Reference - Example study 5 - 123456 -
Hospital A Research
Organization
Review 5773-CTIA-Apr/2026-
Reference 127644
Review Submission Version 1
Figure 3
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TABLE 2 — APPLICATION OVERVIEW

Project Title

Description

The title of the project in the system

Form Reference

The name of the application form as it appears in the project tree

Review Reference:

A unique identifier assigned to the submission

Review Submission Version

Represents how many times the application form has been submitted

2.2 Timeline Tab

Scrolling down the Submission Timeline page you will see six tabs which contain information about the submission.
The tab on the far left, Timeline is displayed by default when you first open a submission.

The Timeline tab displays a chronological list of actions previously performed on the submission, up to the current
point in time. It also includes a visual representation of the point in time each action was performed, represented by
blue boxes (Figure 4). If the application has been submitted multiple times, you can view a consolidated list of
actions performed across all submissions versions of the form by clicking the All Submissions tab.

Documents Data Contacts

Timeline

Project Comespondence

Current Submission

Time KPls

All Submissions

~—

Click All Submissions to view the timeline
events for all submisisons versions of the
application

Q Zoom In e\ Zoom Out

2 events
Approve
Application Complete
Send Approval Letter-PSIA

Submit Application Admin Review

Jan Feb Mar Apr May Jun Jul

2024 2025

Figure 4

Tip: Zoom in or out using the buttons in the top left corner of the diagram in Figure 3, or by placing the mouse

cursor over the diagram and using the scroll wheel.

Scrolling further down the page (below the timeline diagram) you will see a list of the actions previously performed
on the submission in chronological order. Some actions may have associated email notifications and/or REB letters.
For example, the “Send Approval Letter — PSIA” action includes an email notification to the study team along with a
PDF copy of the approval letter. To view the email or REB letter associated with an action, click on the email or

paperclip icon in the row containing the name of the action (Figure 5).

Important: REB letters are not attached to email notifications. Study teams must login to the system to download

the REB letters from the History tab of their application.

REB User Guide:
Navigating Stream v6 (April 2026)
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Action

Send Approval Letter-
PSIA

Categorize
Documents

Approve

Admin Review

Event

Date

02/Apr2025 15:11

02/Apr2025 1510

02/Apr2025 1510

02/Apr2025 1510

STREAM

e -
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Click paper clip icon to view
the letter sent

Clock
Status

C)
C)

Clock
Information

33/100 days elapsed.

33/100 days elapsed.

33/100 days elapsed.

Attachment Email

@

Click envelope icon to view email
G notification sent with action

Click on any action in the list of actions recorded to the

timeline to view the Event Information which includes details
such as the name of the user who performed the action, the
date the action was performed, and any Timeline Notes
included (Figure 6). An asterisk (*) appears after the name of

any action that includes a Timeline Note.

2.3 Project Tab

The Project tab displays all forms submitted for the project, organized into a Project Tree. Each submission appears
as a “branch” of the tree, represented by a rectangular box with a label called the Form Reference (Figure 7).

Figure 5

Event Information

Event: Send Review Letter-5WAM =
Start Date: Monday, May 12, 2025
Recorded Date: Monday, May 12, 2025
Clock Action: Mone
Status Before: Pl Response Pending Modifications
Status After: Pl Response Pending Modifications
Attachment: a
Performed By: CTO Administratori
Timeline Notes: Lorem ipsum dolor sit amet, consectetur adipiscing elit,
sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua
Action Detail:
Reference: 3744-PAM-Jan/2025-49351
Submission Versiom: 2 v
Close

Figure 6

At the top of the tree is the Study Title, which is not a form but provides a hyperlink to the Project Overview page.
Directly beneath is the initial submission for the study — either the Clinical Trial Initial Application (CTIA) or
Observational Study Initial Application (OSIA). As additional forms are submitted, they are added to the tree in
alphabetical order under their parent form. Clicking on a form in the tree opens the Submission Timeline page for

the most recent version of that submission.

REB User Guide:

Navigating Stream v6 (April 2026)
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Timeline Project Documents Data Contacts

Correspondence

STREAM

Time KPIs

Box at the top of the Project Tree is not a submission
[ Example study | «=="""""_ |_jt is a link to the Project Overview page

Observational Study Initial Application - Example study - 90210 - Hospital A Research Institute |

Participating Site Initial Application (Obs) - Example study - Hospital A - Doe |

Participating Site Initial Application (Obs) - Example study - Hospital B - Mouse |

Study-Wide Amendment (Obs) - - Protocol v2.0 |

Figure 7

2.4 Documents tab

—

The Documents tab contains two separate lists of documents, displayed as tables. The document table at the top is
called Form Documents and the documents table below contain Review Documents (Figure 8).

Timeline Project Documents Data Contacts Correspondence Time KPIs

Form Documents

Search Document

Version Document
Type ¥ Document Name File Name Date version Size status Download Archived
Submission Submission Submission.pdf Download
Download v
Sponsors Study Proposed study budgst Proposed study budget.docx 1 197 KB Acknowledged Download
udges
Download s
Showing 1to 6 of 6 entries
View Selected Download Selected
Review Documents + New Document
Type  Document Name File Name Date Version User Action Delete Archived
Cther  ScholarlyReview_200EC2013 ScholarlyReview_20DEC2018.pdf 03/52pi2024 1 Mx. CTO Administratort —— O
Figure 8

2.4.1 Form Documents

Form documents consist of documents uploaded to the application by the study team. These documents are
displayed in a table with nine columns that provide details about the document files. A description of each column

is below in Table 3.

TABLE 3 — DOCUMENTS TAB INFORMATION (SUBMISSION TIMELINE)

Description

Type uploaded to)

The type of document uploaded (determined by the form question the document was

Document Name The name of the document inputted by the applicant at the time of uploading into the form

REB User Guide:
Navigating Stream v6 (April 2026)
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The name of the file on the applicant’s computer selected when uploading a document into
the application (cannot be edited by the REB, is not relevant to the actual ethics review)

File Name

The version date of the document as specified by the research team (this is an optional field,

Version Date . . . .
and usually only completed if there is a version date on the associated document)

Version The version number of the document as specified by the research team (optional field)

Size The size of the file being uploaded (KB)

Status of the document as shown in the approval/acknowledgement letter sent by the REB of

Document Status
Record

View The download button allows you to download this document to your computer

Archived Shows whether the document has been replaced by a more recent version via amendment

2.4.2 Review Documents

Also located under the Documents tab is Review Documents. These are optional documents REBs can upload to
complete the REB file in Stream (i.e., note to file or documents relevant to the submission) or help facilitate the
review (i.e., reviewer checklists). These documents are never visible to the study team.

2.4.3 Adding A Review Document

To upload a review document, click the + New Document button, then click Browse in the Document Upload pop-up
window (Figure 9). Select the file on your computer you want to upload, choose a Document Type from the drop-
down menu, and then enter a version date and version number (this is mandatory). Finally, press the Upload button
at the far right of the pop-up window to upload the document. The document will be added to the table of Review
Documents.

Document Upload Version Date and Version Number are mandatory |

Document Name Document Type \'-«'ersicn Date \"-.-’ersicn

Emai v Date ersion Upload

Close

Figure 9

2.4.4 Removing a Review Document
To delete a review document from an application, click on the red Delete button in the row containing the document
you wish to delete.

2.5 Contacts Tab

The Contacts tab lists all contacts that are associated with an application. There are two types of contacts, Form
Contacts and Review Contacts. Review Contacts is not used by reviewers and therefore will not be covered in this
guide.

Page 8 of 20
REB User Guide:
Navigating Stream v6 (April 2026)



STREAM

= —

2.5.1 Form Contacts

Form Contacts refer to the individuals listed in Section 1.0 of the initial Study-Wide Application and Participating Site
Initial Applications. The Form Contacts tab (Figure 10) will be empty for Continuing Reviews, Reportable Events, and
Study Closure submissions because these forms do not contain contact questions.

Timeline Project Documents Data Contacts Correspondence Time KPls

Form Contacts

Search Contacts

Full Name Emai Organisation Type
Ms. Main Sponsor Contact sponsor@ctoconference.ca Spensor Organization Main Sponsor Contact
Dr. Lebron James Applicant@ctoconference.ca Lead Organization Lead Applicant

Figure 10

2.6 Correspondence Tab

The Correspondence tab contains a list of all correspondence messages exchanged between the study team and REB
of Record. Each message appears as a row in the table, along with key details such as the sender and date sent
(Figure 11). A description of the information shown for each message is provided in Table 4.

To open a correspondence message, click anywhere on the row containing the desired message. Clicking on the
Review Reference number for a submission takes you back to the Submission Timeline page for the application. The
table can be sorted by any column by clicking the grey triangles to the right of the column header.

Timeline Project Documents Data Contacts Correspondence Time KPls
. Display comrespondence from previous submissions ]
Correspondence + New Correspondence
Search corresy ence
Review Submission Version
Form Reference User Reference Date Message Attachment Number
Observational Study Initial Application - Example study - 90210 - Hospital Dr. Lead 4512-051A-Feb/2025- ;
_ 12/May/2025  Test message None 1
A Reszarch Institute Applicant 83476
Observational Study Initial Application - Example study - 90210 - Hospital Mr. Scott 4512-051A-Feb/2025- Example
12/May/2025 Mone 1
A Research Institute Tomlinson 89476 message
Figure 11

TABLE 4 — CORRESPONDENCE TAB (SUBMISSION TIMELINE)

Description

The name of the application form (as displayed in the Project Tree) that the correspondence

Form Reference
message was created on

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

Page 9 of 20
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Review
Reference

Date The date the message was sent

Unique identifier of the specific submission where the correspondence message was created

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

Message

A paper clip icon will appear if a document is attached to the correspondence. The word “none”

Attachment . . . . .
will appear if no document is attached. Click the paper clip icon to open the attachment.

2.7 Time KPIs

Time KPIs are a feature used to calculate timeline metrics regarding the amount of time (in days) a submission
spends with the study team vs the REB of Record. This feature is currently not used in Stream. Instead, metrics are
extracted from the system using an external program. These calculated timelines are then compiled and shared with
REBs on a quarterly basis.

3. Project Overview Page

The Project Overview page consolidates information from all submissions into a single, centralized repository. From
this page you can access a list of forms submitted for the entire study, view documents attached to any submission, and
more. To access the Project Overview page, click on the Project Id number displayed in blue text on the Submission
Timeline page (Figure 12) of any submission for the project.

Example study 5 (SR CWENWNTE M | Suspend Study | | g Reinstate Study Approval A Terminate Study | = More
Project Id: 5773 Q_\‘_\-—- Applicant Name: Dr. Lead Applicant
Current Committee: DEMO REB Click on the Project 1d number to Approval Letter Sent
access the Project Overview page
Application Type: Clinical Trial Initial Application - Unassigned
Clock Status: Start (5/100) days elapsed. Assigned Reviewers: Mr. REB Committeel (Secondary Reviewer), Mx.

CTO Administratorl (Primary Reviewer), Mr. REB
Chairl (Letter Reviewer)

P T U I W T P Candes A0 Lol

Figure 12

The Project Overview page consists of 7 tabs (Figure 13), similar to the Submission Timeline page. However, these
contain summary information and documents from all submissions made for the entire duration of the study.

Project Id: 3744 Applicant Name: Dr. Lead Applicant
Submissions Tree Documents Data Approved Contacts Correspondence 1] Sites History
Figure 13
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3.1 Submissions Tab

The Submissions tab lists all REB submissions for the project and includes information about each submission (see
Table 5). Like most tabs in Stream, the list is searchable and can be sorted using the arrows to the right of each
column header.

Tip: Use the search bar to filter out applications by status. For example, to view a list of only approved REB
applications, type the word “approved” in the search bar.

Submissions Tree Documents Data Approved Contacis  Correspondence Sites History

Submissions

Search submissions...

. Submission Review
Form Reference Form name Date Reference Current Status
Study-Wide Amendment - - Amendment 1 Study-Wide 14/Jan/2025 3744-PAM-Jan/2025-  Application Archived
Amendment 49380
Study-Wide Amendment - - Amendment 1 Study-Wide 14/Jan/2025 3744-PAM-Jan/2025- Pl Response Pending
Amendment 49381 Modifications

Figure 14

TABLE 5 — SUBMISSIONS TAB
Description

Lol === The name of the application form as displayed in the Project Tree

Form Name The name for the type of application submitted

Submission

The date the application was submitted
Date

Review
Reference

Unique system-generated identifier for a specific submission version of an application

Current Status Current status of the form in the REB review process (REB workflow)

3.2 Project Tree Tab

The Tree tab functions similarly to the Project tab on the Submission Timeline Page. It provides a visual
representation of the Project Tree, displaying all submissions for the study. Each form is represented by a branch of
the tree. Clicking on a branch takes you to the Timeline Tab of the most recent submission for that form (if it has
been submitted more than once).

The forms are visually represented in the tree by rectangular boxes (Figure 15). Each box includes the type of form,
along with some other details, depending on the type of form.

Page 11 of 20
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For example, a Participating Site Initial Application (PSIA) has the Principal Investigator’s surname and organization
displayed in the project tree (pulled from section 1.0 of the form).

Submissions Tree

Documents

CHEER DEMO 2

Data Approved Contacts

Correspondence o

Clinical Trial Initial Application - CHEER DEMO 2 - DEMO123 - IWK Health

Sites

History

Participating Site Initial Application - CHEER DEMO 2 - Hospital A Research Institute - Principal Investigator

Participating Site Initial Application - CHEER DEMO 2 - Hospital B - Principal Investigator B

Study-Wide Amendment - - Amendment 1

3.3 Documents tab

The Documents tab contains a list of all documents attached to all submissions for the study. Reviewers can
download any document by clicking the Download button in the row containing the desired document. The far-right
column of the table called “Archived” (Figure 16) shows whether the document has been archived (replaced by a
more recent version of the document). If the Archived checkbox is ticked off, it means the document has been

archived.

Submissions Tree

Form Documents

Form Form
Reference name
Clinical Trial
Clinical Trial Initial
Initial
Application )
Application
Study-Wide Study-Wide
Amendment Amendment
Study-Wide Study-Wide
Amendment Amendment

3.4 Data Tab

Modifications

Figure 15

Documents Data Approved Contacts CC\TGSle‘denCan Sites
Submission Document . File
Date Status Type Name Name

o Approva R Submitted
13/]an/2025 Submitted Form
Letter Sent Form
o Application ~ Submitted
14/jan/2025 Submitted Form
Archived Form
Pl Response
e - Submitted
14/]an/2025 Pending Submitred Form

Form

Figure 16

History

Version Size

N/A

When this checkbox is
ticked off it means
the document was

archived

View

Download

Download

Download

Category  \Archived

None

None

None

The Data tab (Figure 17) is used by system administrators to record administrative information. This includes key

data points such as the final approval date of the initial study-wide application for the project. It also contains other
administrative data used for reporting purposes. Important: REBs should not modify any fields in the data tab
under any circumstances.

REB User Guide:

Navigating Stream v6 (April 2026)
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Submissions Tree Documents Data Approved Contacts  Correspondence a Sites History

Project Data

Note: PROJECT DATA FOR CTO USE ONLY

Initial Submission Date of PIA

Initial PIA Date of Approval

Figure 17

3.5 Approved Contacts Tab

The Approved Contacts tab is a directory of study personnel from the lead study team and study teams at each
participating site. These contacts are pulled from Section 1.0 of initial study-wide application or initial application
for the site. The contacts may be changed via a Study-Wide or Participating Site Amendment. The main purpose of
the Approved Contacts tab is to ensure that the correct Lead Applicant or Principal Investigator appears in REB
letters.

Each contact has a “status” that indicates whether the contact has been approved/acknowledged by the REB. The
most recently approved contacts will have a status of Approved. If an amendment that includes personnel changes
is approved or acknowledged, the Approved Contacts tab is automatically updated to reflect the changes. If the
study personnel listed in the application form is changed via amendment, the status of the contact who was
replaced automatically updates to Superseded. Only “approved” and “pending” contacts appear in the list by
default. To show “declined” and/or “superseded” study personnel, use the Show all contacts checkbox (Figure 18).

Submissions Tree Documents Data Approved Contacts Carrespondence a Sites History

Project Contacts

Show all Contacts

Full Name

ain Sponsor Contact

Figure 18
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3.6 Correspondence Tab

Correspondence messages sent between the REB and study team across all applications for the entire study can be
viewed from the Correspondence tab of the Project Overview. The “Review Reference” column (Figure 19) is a
unique identifier for specific submission the message was sent on. It also is a hyperlink, if you click on it, you will be
directed to the Submission Timeline page of the submission the message was sent on.

Submissions Tree Documents Data

Correspondence

Form Reference

Clinical Trial Initial Application - CHEER
DEMO 2 - DEMO123 - IWK Health

Study-Wide Amendment - - Amendment

1

Study-Wide Amendment - - Amendment

1

3.7 Sites Tab

User

Dr. Lead Applicant

M. CTO

Administrator]

Dr. Lead Applicant

Approved Contacts

Correspondence

R e \\a’;i E“v'.'."
Reference Date
3744-PlA-Jan/2025-
11/May/2025
49379
3744-PAN-Jan/2025-
14/]an/2025
49381
3744-PAM-Jan/2025-
14/]an/2025
49381
Figure 19

STREAM

| S—

Sites History
Submission
Message Attachment  Version Number
Test message Mone 1
response None 2
5 for th
Question for the e p

reb

The Sites tab shows the status of ethics approval for the overall study and each participating site, along with the
study expiry date (Figure 20). REBs can edit the “Status” or “Expiry Date” for any site (or the overall study) by
clicking the Site Name of the site within the table. For example, if the REB selected the wrong expiry date for a
study when approving a CTIA/OSIA, they can correct it from here and then re-issue the approval letter (if necessary).
It is important to remember that all studies in Stream have a single expiry date shared by all participating sites.

Submissions Tree Documents Data Approved Contacts  Correspondence Sites History
Sites
Site Name Status Expiry Date Contact
DEMO HOSPITAL B Pending Dr. Centre Principal Investigator B
DEMO HOSPITAL A Pending Dr. Centre Principal Investigator
Study-Wide Active 13/)an/2026 Dr. Jane Doe
Figure 20

REB User Guide:

Navigating Stream v6 (April 2026)
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3.8 History Tab

The History tab of the project overview (Figure 21) contains the complete REB history for the study overall. This
includes an audit log of all actions conducted on the review side of the system for the project, including the date,
and form on which they were conducted. Like other tabs in the project view, the table is searchable and sortable by
clicking the arrows to the right of each column name.

Submissions Tree Documents Data Approved Contacts  Correspondence Sites History

Project History

o
T
2
i

Form .
Reference Action Date User
Clinical Trial Initial Cormrespondence Received 11/May/2025 4:43:47 PM Dr. Lead Applicant
Application - CHEER
DEMO 2 - DEMO123
- IWK Health
3744-F5-Jan/2025- Mx.. Administrator1 (rebadmini1@ctoconference.ca) uploaded the 11/May/2025 4:30:17 PM Mx. CTO Administrator1
49379 review document: Reviewer Checklist

Figure 21

4. Actions

When you open a submission, you will see various Actions at the top of the page. The actions available at any given
time are dynamic, meaning they change depending on the status of the submission and the role of the reviewer.

Figure 22 shows the actions that are visible for users with the REB Staff role when the submission is at the “REB
Administrative Review” status. Some of the actions are used for performing administrative tasks such as making a
comment or creating a note to file, while other actions like Application Complete are used to progress the submission
to the next step of the workflow.

Example study 6 R EVEITILELN |+ Application Complete | 3 Application Incomplete ||= More ‘

Project Id: 5774 Applicant Name: Dr. Lead Applicant
Current Committee: DEMO REB Actions can be found at the fatus: REB Administrative Review
Application Type: Clinical Trial Initial top of the page Unassigned .
Click ‘More' to
Clock Status: Start (0/100) days elapsed. Assigned Reviewers: None Vie?‘” additional
actions
Conflicted Users: None Site: Study-Wide

Figure 22
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The number of actions appearing at once depends on the size of the screen you are working from. If you do not see
an action at the top of the page, click the More button (last button on the right).

The Workflow Actions and Administrative Actions are described in detail in the Review Process user guide.

4.1 Form Submissions

Each time an application is re-submitted by the research team in response to comments/feedback from the REB, it is
considered a ‘new submission version’ of the application form.

The Form Submissions button (Figure 23) indicates the total number of times the application has been submitted.
Click on Form Submissions to access to any previous submission version of the application you are reviewing.

Example study 6 Q, Review Application [ISREEEFLEENEIE SRR VLIS INSIGHTS

Form Submissions 2 >
Project Id: 5774 Applicant Name: Dr. Lead Applicant
Project Submissions (0] >
Current Committee: DEMO REB Current Status: Changes Submitted By Applicant
Panel Comments 0 >
Application Type: Clini ..
PP e Form Submissions X
omments 0 >
Clock Status: Star
Conflicted Users: Non hFo
-
Submission Date Application Type Status Review Reference
10/Apr/2026 16:38 Clinical Trial Initial Changes Submitted  5774-CTIA-Apr/2026-
Application By Applicant 136647
10/Apr/2026 16:18 Clinical Trial Initial Application 5774-CTIA-Apr/2026-
Application Archived 136646
Showing 1to 2 of 2 entries
Cancel

Figure 23

4.2 Project Submissions

The Project Submissions button (located directly below Form Submissions) indicates how many application forms
have been submitted for the current project. Clicking the button will take the user to the Submissions tab of the
Project Overview.

5. The Application Form

While reviewing a submission, you can view any comments made by reviewers, add comments of your own, and
convert the application form to PDF format (where it can be printed). This section outlines how to review the
application form, view study documents and complete other tasks outlined above.
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5.1 Review the Application

To view the answers the study team provided to the form questions, click the blue Review Application button (Figure
24) at the top of the page. You will be directed to the Table of Contents for the application, showing all the applicable
sections of the form. The system uses ‘smart forms’ to avoid asking questions that are not relevant to the research
being conducted. Due to this, some sections or questions numbers may appear ‘missing’, because they were not
triggered to appear.

Tip: Review Application button is always available in the Actions Menu, even if the application has been sent back
to the research team for changes.

Example study 6 Q, Review Application + Application Complete ¥ Application Incomplete | = More
Project Id: 4 Applicant Name: Dr. Lead Applicant
Current Committee: DEMO REB Current Status: REB Administrative Review
Application Type: Clinical Trial Initial Application Meeting: Unassigned
Clock Status: Start (0/100) days elapsed. Assigned Reviewers: None
Conflicted Users: None Site: Study-Wide
Figure 24

The screenshot below (Figure 25) shows the actions available while you’re on the Table of Contents page for a
submission. For a description of each action see in Table 6 below.

Form Overview - | Changes
-
| &> Timeline | ™ View as PDFI | & Documents | .
Overview -
INSIGHTS
. s N _— . .
Clinical Trial Initial Application - Example study 6 - | Panel Comments o >
. - -
123456 - Hospital A Research Organization Form Comments o >
Section Questions Changes Since Last
SECTION 1.0 - Submission ?
GENERAL 10 - 116 ch si Previ I
INFORMATION anges since i r’e_Vlous Y >
approved submission
SURVE
SECTION 20 - 21 | DRUG BIOLOGIC us BIOLOGICAL
STLICY GERECTIC TLEDA D HEALTH MEDICAL DECLI ATOD SDECIMERL DADIATIONL QUES1

Figure 25

TABLE 6 — ACTIONS (TABLE OF CONTENTS PAGE)

Description

Timeline Directs user back to the Submission Timeline

This will open a PDF file of the entire application (excluding the attached documents) which can

Viewas FDE then be saved and/or printed

Documents This will bring up a full list of documents that have been attached to the application.

Panel
Comments

This will bring up the list of panel comments added to the application by any REB user.
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T —— This will bring up a list of form comments added to the application by any REB user.

The number displayed represents the total number of changes made to the application since the
previous submission of the form

Changes

To open a section of the form, click on the question numbers for that section. The Action buttons that appear will
change again once you have opened a section of the form. Several of these actions help you navigate the form and
are described below in Table 7.

TABLE 7 — ACTIONS (INSIDE APPLICATION)

Description

Previous Will take the user back to the preceding section of the form (like flipping back one page in a book)

Next Brings the reviewer to the next section of the form.

Navigate Takes users back to the Table of Contents page for the application

5.2 Accessing Documents from Within an Application Form

To view a list of documents (e.g., the protocol, Informed Consent Form, etc.) uploaded to the application, click the
Documents button at the top of the page while inside any section of the form. A list of the documents attached to
the application will appear in a pop-up window (Figure 26).

Use the checkboxes in the far-left column to select the desired documents and then click the Download Selected
button at the bottom of the pop-up window. You can also view documents in PDF format, without downloading
them to your device by clicking View Selected. This opens the selected documents in PDF format within a new
browser tab.

«-] Navigate g5 Timeline I View as PDF & Documents @ New Comment .
Overview
Ly
INSIGHTS
2.2 @ ]
| Comments
Documents x
22  *Wh Comments
ges Since Last
Lorem . hission
ot dol Search Document Select the documents you want to download with
aliquip the checkboxes ges Since Previously
dolorel Iy oved submission
officia ocument Version Document
Name File Name Date Version Size status Download Archive
E INFO
Sul Submission Submission.pdf Download
A —
Study- Consent Form Consent Form 10/Apr/2026 1 238 Approved Download
wide - 09APR2026 - Q9FEB2026 - KB (Pending)
consent - Clean Clean.docx
form
Sponsors Proposed Proposed 10/Apr/2026 1 206 Acknowledged Download
Study study budget study KB (Pending)
View Selected Download Selected Close
Figure 26
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Some documents cannot be converted to PDF format (e.g., password protected documents, documents with
specialized fonts) and must be downloaded individually using the Download button in the row of the document.

5.3 Viewing Changes on Re-submission

When the application under review has been submitted multiple times, you can view a list of the changes made
between submissions by clicking the Changes menu in the top right corner of the page. A panel will appear on the
right side of the page with a list of question numbers and titles of any question that was changed since the last
submission. Click on the question title of a question to view the changes made to the question (Figure 27).

Form Overview — | Changes +

&
€€) Navigate | | G5 Timeline i View as PDF & Documents @ New Comment . /
Overview -
a
&
2.2 &y Timeline > Viewas PDF | | & Documents
# Changes -
o >
292 *Whatis the r SHOW CHANGES SINCE o >
-ation - Example Study 6 - [ @ Since last submission it N
Lorem ipsum dolo| i Si . | d
—. Since previously approve
et dolore magna a| H - ] |
s tarch Organization submission biously ,
; ion
do!ore eu fugiat n Click question to view 1.0 *Is this a re-submission in
officia deserunit a . FSPONSE to a request from System -
the Changes made Administrators or the Research
Ethics Board to make changes to
- ion?
e CoLoGIonL SURVEYS your application?
TH | MEDICAL | cuaTory | sPeciMEN | RapiaTion | SUESTION! 21 *Explain this study in lay or non-
DUCTS | DEVICES REQUIREMENTS COLLECTION INTERVIEW scientific language (e.g. language
FOCUS GR suitable for a media release): (max
300 words)
2.41 *Does the study include a
control group?
Figure 27

A yellow banner will appear above the question with the message, “Applicant has made changes in this panel”. This
message will appear above any question changed since the previous submission. To see the changes made to the
question in tracked-changes format, click the Read More button (Figure 28).

& Applicant has made changes in this panel.. Read more

Click 'Read more' to view
2.5 the changes @

25 *How many participants will be enrolled in the overall study (i.e., what is the sample size)?

500

Figure 28
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Next, click Changes since last submission review (Figure 29).
& Applicant has made changes in this panel... Read less A
[E+ Changes since last submission review\
2.5 @
25 *How many participants will be enrolled in the overall study (i.e, what is the sample size)?
500
Figure 29
The changes made to the question will appear in tracked-changes format (Figure 30).
& Applicant has made changes in this panel.. Read less A

E= View Latest

2.5 (Submitted on 10/Apr/2026)

2.5 *How many participants will be enrolled in the overall study (i.e., what is the sample size)?

£56500

Figure 30
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