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User Guide for Login Page
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g R > System Login Guide

" UNIVERSIDADE DE MACAU

UNIVERSITY OF MACAU 1 Open a browser

2. Input the system server address:
UMPASS Authentication “M""""""'" https://forms.researchethics.um.edu.mo
— or open Research Ethics via MyUM

3. Fill in the User ID and Password (

+ Before login, always verify the page’s

s e sl Login with UMPASS)

with https://websso.um.edu.mo/
+ Always logout and close all browser

4. Click the SIGN IN button to access the
system

Service Type v Q Reset Filter

UM Home | ICTO Home | ICTO Knowledge Base | Contact Us
Copyright € ICTO, University of Macau
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Introduction of the Main Interface
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You will be using the action panel on the left to create,
save, duplicate, transfer and submit your application

Return back to the work area, where all
of your projects are listed

Beta Test Mode

otifications Signatures ansfers Shared . . .
To start a new ethics application

2 4 O 1 O Create Project

Create F

Duplicate
Project

Folder

Move Project

Transfer

Projects
Search Projects HE . ..
To duplicate the existing protocol
Project Title Project ID + Owner Date Created Dupll_cate
Project
> RSKTO PI's Team 55 21/05/2024 10:57
> For demonstration 50 16/05/2024 09:37

2

Transfer

To transfer the project to a specific user

Notifications

24

Transfers

Notification list Project Transfer list
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Before Submitting Your Application
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Pl

First Step Second Step

¥

Profile Application 1 Application 2

Approved Applicaiton Approved Applicaiton

- 1 I I

Al

Maodifiy Profile Amendment 1 Amendment n Extension 1 Amendment 1 Amendment n Extension 1

If this is your first time submitting “Animal Research Ethics Application” on this system, please make

sure you have submitted a “Research Team Profile” form before any ethics application submission
*The “Research Team Profile” is an individual form for Pl to manage the team members in their group. The form will be sent to
respective unit for verification e.g. personal data, training record, etc. Pl will only need to submit once. For any changes in the future,

pleas make necessary modification in the submitted form.

When the team profile form is approved, you may start submitting the research protocols for ethics
application for your studies
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Creafle Folder | Delete Folder [ Create Projec

Duplicate
Project

+

Move Project

Delete Project

2

Transfer

Click “Create Project”
to start a new form.

Projects

Search Projects

Create Project

5

Pl's Team

name of your team. Please
input “[Name of Pl]’s Team”

Form*

Please select...

Please select...
Animal Research Ethics Application Form

Research team profile (project title is your team name)
oCld c o nd d Co RESCd U d |

“Project Title” here refers to

s o

Project

Completce'?ess Submit

Create Research Team Profile (1/2)

Beta Test Mode

Project Tree

- = X

Refresh View as PDF Comespond

| @ PrsTeam

L{ Research team proflle (project title is your team name) |

3

Action Required on Form

Yes

Section

Team profile

Research team profile (project title is your team g

Review Reference

NiA

Status
Not Submitted

Navigation Documents Signatures Collaborators Submissions Correspondence

ne)

Action panel is on the left upper corner. On this
page, you will see the project tree, status of the
current stage and the content of the form. You can
click “Start” to enter the form.
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Create Research Team Profile (2/2)
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© ©® 9 Researchteam profile (project title is your team name) 73

FrEtes e Dkl Project Title: PI's Team Version: Default
5 g /7
View as PDF Documents Signatures

' IB Fill in information of the first team member

. Always remember to save
Submit for approval when ready

A.10 Institution that provided the training for animal handling
[ University of Macau

[J  Other (Please specify)
A.10.1 Other: Please specify

A 11 Training date for animal handling

Add Another

Click “Add Another” to add another team
member.

vious page
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Research Team Profile - Modification (1/2)

Beta Test Mode
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B & O WorkArea

eate Folder ~ Delete Folder = Create Project

° ﬂg '% Notifications Signatures Transfers Shared

slete Project D.%‘FJJ@ZF Move Project ’I /]

Transfer

Click “Work Area” to return to the project list and enter
the approved protocol, which needs to be modified.

Projects
Search Projects

Project Title Project ID + Owner Date Created Date Medified

I > RSKTO PI's Team 55 21/05/202410:57 I 21/05/202411:.06

th 2 For demonstration

Add a comment using the function “Correspond/Correspondence”
* ~i — Project Tree
& | g, | ¥¥

Submit Refresh View as PDF

Correspong

(@ For demonsiaton

l:( Bio Research Ethics Application )

Action Required on Form Status Review Reference Date Modified

Yes Under Revision (BIO) BSE - 0050 - 2024 20/05/2024 17:23

Navigation Documents Signatures Collaborators Submissions
Correspondence New Correspondence I

Search correspondence

Cenire History
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Correspond “
& & O \WorkArea

Create Folder  Delete Folder Create Project

Note: This message will be deliversd to members of BIO Ethics Reviewer.

° ﬂg ‘_I_. Notifications Signatures Transfers Shared

" Duplicate
Delete Project et Move Project

Dear RSKTO, I

As there is a new team member joining my group, | would like to update my team profile |

Write a comment to explain what modification is
to be made. RSKTO admin will review your

comment and return the application to you for close
your modification.

When the application is returned to you, you will receive
an email in your UM mailbox and in-system notification.

Beta Test Mode

Notifications
You could either follow the link in the email, or find the

Search
returned project in your project list, or enter the form via
Received Received o fe . . . .
after before notification line. Please follow the steps in slides 19-20 for
Display 100 naotifications the FESmeiSSiOI’I.
Please note that only the specified number of notifications will show after searching
= Messaze Attachment Project Short Title

v [~ An application is returned for your modification. For demenstration
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Go to “Work Area”

Project Tree

Animal Test 3

Create New Application

= Click “Create Project” to start a new application

Delete Projec

(© Animal Test 3 |

ﬂ |:{ Animal Research Ethics Application

Transfer

Projects

; Yes
Search Projects

Enter the protocol name in “Project Title” and
select “Animal Research Ethics Application Form”

Create Project

Section

Notes for application

Please select .. Section A
Animal Research Ethics Application Form
Biomedical Science & Engineering Research Ethics (Human Participants) Application For Section B

Research team profile (project title is your team name)
Social Science & Humanities Research Ethics (Human Participants) Application Form

Action Required on Form

Navigation

Status Review Reference
Not Submitted NIA
Documents Signatures Collaborators Submissions Correspondence

imal Research Ethics Application

Questions
Protocol details

Click “Start” to enter the form.
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Useful Tools in Action Panel
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I8 Return back to main interface of the application.

h A  Animal Test 3

Project Completensss
Check

4

Previous Mext Mavigate — _ Project Tree
[ hm (
Refresh View as PDF C pond

(@ Animal tests |

D Animal Research Ethics Application ]

& f
i Action Required on Form Status Review Reference
View as PD Documents Signatures
Yes Not Submitted N/A
’! Navigation Documents Signatures Collaborators Submissions Correspondence Centre

Completeness
Check

Animal Research Ethics Application

Always remember to click save.

Submit

*Remark: Only Pl is eligible to submit

o Upon completion of filling in this form, this button checks if there are any
an application

mandatory questions pending in the form.

Only Pl could submit the application to the next approver, or else please use
“Transfer”
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Transfer Application PI<->Co-PI1/Student (1/2)
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* Ifyou are not the Pl of the project, you could send the completed form by the function “Transfer”.
* Pl could also use this function to send back the form to the Co-Pl/student to utilize the application.

1

Return back to main interface of the application.

© ©®

Previous Mext

4

Mavigate

Transfer Projects

B & O WorkArea

|- ‘ Create Folder | Delete Folder | Create Project
E / Please note that you will lose all access to this project.
ﬂﬂ $ Notifications Signa

View as PDF Documents Signatures el I P ) _
Project Email Address:
I testing@um.edu.mo
B :! . Message:
Projects

Completeness I Dear Professor, for your review and submission I

Save Collaborators

Search Projects

Click “Transfer” to raise a request for transferring
an application to a specific user.

Search Projects

Id Project Title

0049 test 1

0O 0052 Test2

MEBRBRMBEEBHR AR
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21

The approver will receive a notification for the .
Project Completeness

k transferred form, which can be found in the Check
WO [ Area “Notification” or “Transfer” 3
K/ v
Notifications Signatures Transfers Shared frrzar || mrnTerem

Reject Transfer  View as PDF

Transfers

Transfer From Requested Response
Id Project Title User To User Message Date ¥ Date
4 Animal Test You 21/05/2024 16:38 ) )
14 Are you sure that you want to perform this action?
3 Animal Test You please review my application and 21/05/2024 16:36  21/05/2024 e
14 submit 16:36 i
Project

Pl could also use this function to send back the form to the
Co-Pl/student to utilize the application.
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Application Submission

=E. g KB
UNIVERSIDADE DE MACAU

UNIVERSITY OF MACAU
Beta Test Mode

1
Click “Submit” to send the application for review.

' | — Project Tree
.

Refresh View as PDF | Correspond |= Animal Test 3 |

s B

Project Completenes
Ch

Animal Research Ethics Application

Action Required on Form Status Review Reference Date Modified

Yes I Not Submitted I NiA 16/05/2024 17:31

Form Queued For Submission S

o Animal Test 3

Projact | @ s POF | Comsspond

Thank you for submitting your form. It has been successfully received.
Project Tree

\:O Animal Test 3 \

D Animal Research Ethics Application

Action Required on Form

What happens next.

Application successfully submitted.

3 Back to Project Print Submission to PDF

Click “Back to Project” to return to the application.

2

Review Reference

No Submitted by Applicant

4

tatus updated.
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Share Role ->Co-Pl/Student (2/2)
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*  Ifyou share to review or edit the form to Co-Pl/Student, you could use the share “Roles” function.

Click “Roles” to assign the role to a specific user.

$h 0 |

Project Reviewer -
Comments oles
Share Roles X

.

=l E Sharing a form enables others to view/edit the same form depending on the level of access you give them. Please select the users you wish to

Completeness share this form with:

Submit View as PDF

Check

test@um.edu.mo II Read/Write/Receive notifications (SSH) v I

Note: This form has not yet been shared with anyone

Cormrespond

Share Role Close

MEBRBRMBEEBHR AR
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The approver will receive a notification for the sharec
form, which can be found in the “Notification” or
“Shared”

Work Area

Notifications Signatures Transfers Shared Reject Share Req uest

:)’ 2 O ’I /I Please enter a reason for rejecting the share request

Shared Forms

Search forms

Project Title Project Id v Form Title Access View Form Reject

testing 20240701 15 Read, Write, Share, Receive notifications
View Form

Showing 1 1o 1 of 1 entries

4 Pr;
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Useful Information in the Application (1/4)

The tabs in the red box below contains information that would facilitate follow-up actions.

Animal Test 3

Project Tree

@ Animal Test 3
Animal Research Ethics Application

Action Required on Form

Status Review Reference Date Modified
No Approved UMARE - 0033 - 2024 21/05/2024 11:08
I Navigation Documents Signatures Collaborators Submissions Correspondence Centre History I

Animal Research Ethics Application |

Section Questions

Notes for application

MERBERMBEABZH AR
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a2 Useful Information in the Application (2/4)

* The tabs in the red box below contains information that would facilitate follow-up actions.

MNavigation I Documents I Signatures Collaborators Submissions Correspondence Centre History

Documents

Search Document

Type Document Name File Name Version Date Version Size Download
Form Form Form.pdf

P Download

Default Measurement Measurement. pdf 24/04/2024 1.0 179.6 KB

Download

The list of attachments to the application can be found in this tab.
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e Useful Information in the Application (3/4)
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* The tabs in the red box below contains information that would facilitate follow-up actions.

Navigation Documents Signatures Collaborators Submissions ICorrespondence I Centre History

Search correspondence..

User Date Messaoe Attachment
21/05/2024 This is a message. I

Showing 1 to 1 of 1 entries First Previous 1 Next Last

Besides from comments in the application form, here is a chat box which serve as a single
communication platform for all parties (applicant/reviewer/admin).
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g Useful Information in the Application (4/4)
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* The tabs in the red box below contains information that would facilitate follow-up actions.

Navigation Documents Signatures Collaborators Submissions Correspondence Centre I History I
Form History
Search history
Date User )escription Attachment
17/05/2024 3:39 PM Review User Form status changed from Submitted by Applicant to Under Review. Bownload
16/05/2024 5:37 PM Ms. Research Ethics Admin Form submitted
Download
14/05/2024 6:05 PM Ms. Research Ethics Admin Research Ethics Application has been created as a main form Bownload
14/05/2024 6:05 PM Ms. Research Ethics Admin UM has been added.
Download
Showing 1 to 4 of 4 entries First Previous 1 Next Last

You can find the operation history of the application in this tab.

MERBERMBEABZH AR
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Submission Returned (1/2)

UNIVERSIDADE DE MACAU
UNIVERSITY OF MACAU

When an application is returned to you, there are two ways to access the form.

Beta Test Mode

For application with status changed, specific form can
be accessed via notification.

Notifications

Transfers Shared search

Duplicate

Delete Project Project

A

Transfer Please note that only the specified number of notifications will show after searching.

Projects

- r T ol
Search Projects i
[I v ™ An application is returned for your modification Nong

Move Project
- eived Received

after hefare

Display [ ] 100 notifications

Project Title Project ID + Owner Date Created Date Modified
> For demonstration 50 Ms Jane Cheong 16/05/2024 09:37 20/05/2024 17:48
> Animal Test 3 33 Ms Jane Cheong 30/04/2024 17:26 07/05/202416:43

You can always look for the application submitted in the project list.
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Submission Returned (2/2)
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Beta Test Mode

| =

Project

Reviewer
Comments

Click on the specific comment to locate

£ o~ = . the parts for modification.
- s = Overall Reviewer Panel Comments
Submit Refresh View as PDF ————
| @ Animal Test 3 | Show Previous Comments [
[ B X i Title Comment Date Added Submission
Animal Research Ethics Applic
Enneepeat] b Applicant detail Please update 20/05/2024 at 17:24  Latest Submission
PM
Action Required on Form Has the protocol been reviewed  please revise 20/05/2024 at 17:25 Latest Submission
by another ethics review PM
committee?
Yes
Funding please update reference number 20/05/2024 at 17:25  Latest Submission
PM
D2 Please upload informed update doc 20/05/2024 at 17:26  Latest Submission
Navigation consent form (if any) PM
Bio Research Ethics

Section
Notes for application Principal Investigator

A.1. Principal Investigator [Pl—testmg
A2. Academic title [ Associate Professor
A3 Faculty/Unit [ 1cus

A4 UM email address

[testing@umac.edu.mo

88221234

Modify the contents and click [

Save MERBEMBEIBRAE
Gabinete de Apoio a Investigagdo e de 22
Transferéncia de Conhecimento
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Approved Application
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When an application is approved, an e-mail and in-system notification with the “Approval Notification” will be sent
to the designated mail box. In case this notification is missed, please follow the below steps to download the
attachment for you further usage.

Beta Test Mode

h © 4 For demonstration

Project Create Sub Reviewer
Form Commenis

Project Tree

a5 =

View as PDF Correspond |= For demonstration |

Bio Research Ethics Application ]

1
Go back to project list and enter the approved protocol

Navigation Documents Signatures Collaborators Correspondence

Review Reference Date Modified

History

To download the “Approval Notification”

pdf

View as PDF

Submissions

Review Reference Date Status Committee

BSE - 0050 - 2024 20/05/2024 Approved

MEBRBRMBEEBHR AR
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Amendment/Extension
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View as PDF

Beta Test Mode

1 Animal Te§ When you need to make amendment/extension of
Sme Sk ] Teemer your approved protocol, go back to the approved
form, and click “Create Sub Form”

Project Tree

(@ Animal Test 3

D Animal Research Ethics Application ]

If there is only extension involved, choose
“Extension”, any other modification will be made via
“Amendment”

Create Subform

Select the sub-form that you would like to apply to this form

Please Select. . v

Dleacs Salert

Animal Research Ethics Amendment
Animal Research Ethics Extension

to launch the form, remember to always [ and s for the submission.

Save Submit
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Animal Research Ethics User Guide

Contact: RSKTO
rskto.ethics@um.edu.mo
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