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Where to access the application 
 
Log into your RIMS profile and find your application under your “Things to do”: 
 

 
 

Click on it to open the “Task/Assignment” window: 

 
 

NB: Note that you will receive a PDF letter via email from the ethics committee that 
stipulates everything that you have to change or add to your application.  
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Making changes to your application 
 
On the Task/Assignment screen you will see your application forms.  They should be in the “Completed” 
status.  Clicking on a form link will open it. 
 

 
 

If you have a documents checklist and your study is NOT a desktop/literature study then open the 
documents checklist form first: 
 

1) Click on the tick-mark in the top right hand corner of the documents checklist e-form:  
 
2)  Find the following question and select “Yes”: 

 
 
 
You will then be asked to upload the letter that you received from the ethics committee as well as a 
summary of changes document, which you can download by clicking on the link pointed out here: 
(continued on net page) 
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Fill out the summary of changes form after making all the changes that the committee has asked for and 
then upload it: 
 

 
 

When all changes have been made, click on the “Complete” tick-box again:   
 
Any of the e-forms can be “Un-Completed” and again “Completed” in the same way to make the necessary 
changes to them.  
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Sending your application back to the ethics committee 
1) Make sure that you have done everything required by the ethics committee according to the letter that 
you received from them and that the status of all the e-forms are “Completed”: 
 

 
 
2) Scroll down the “Task/Assignment” window to the “Finalize Task/Assignment” section: 
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Select the name of the applicable admin next to “Assign to” from the drop-down menu. 
 

NB: If you are NOT sending your application back to the Health Sciences Research Ethics 
Committee then select Mrs Smith, Amanda AM.  Otherwise make the other selection (Miss 
Mulondo or Mrs Du Plessis). 
 
3) Once you have selected the correct admin, scroll up to the top of the “Task/Assignment” screen and 
then click on “I am done”: 
 

 
 
Please note that once you have clicked on “I am done” you will no longer be able to make any changes to 
your application and it will immediately be sent to the selected ethics admin who will send out your 
application to be reviewed again by the ethics committee reviewers.  
 
You will not have to wait until the next ethics committee meeting to receive feedback on your response.  
 


