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For First Time Login

➢For first time login

1. Input the ICTO account page 
address: 
https://account.icto.um.edu.mo/myli
cense

2. Click the APPLY NOW button to 
register

2

https://account.icto.um.edu.mo/mylicense
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➢ System Login Guide

1. Open a browser

2. Input the system server address: 

https://forms.researchethics.um.edu.mo

or open Research Ethics via MyUM

3. Fill in the User ID and Password（
Login with UMPASS）

4. Click the SIGN IN button to access the 

system

User Guide for Login Page

https://forms.researchethics.um.edu.mo/
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Introduction of the Main Interface

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

To start a new ethics application

To duplicate the existing protocol

To transfer the project to a specific user

Notification list Project Transfer list

1
2

3

4

1

2

3

4
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You will be using the action panel on the left to create, 
save, duplicate, transfer and submit your application



Create New Application

5

Click “Create Project” to start a new application

2

Enter the protocol name in “Project Title” and 
select “Biomedical Science & Engineering 
Research Ethics Application Form”

3

Click “Start” to enter the form.

4

Go to “Work Area”

1
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Useful Tools in Action Panel  

v

2

1

3

4

Return back main interface of the application. 1

Always remember to click save.2

Upon completion of filling in this form, this button checks if there are any 
mandatory questions pending in the form..

3

Only PI could submit the application to the next approver, or else please use 
“Transfer”

4

*Remark: Only PI is eligible to submit 
an application
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• If you are not the PI of the project, you could send the completed form by the function “Transfer”. 
• PI could also use this function to send back the form to the Co-PI/student to utilize the application.

Return back main interface of the application. 

Transfer Application PI<->Co-PI/Student (1/2)

1

2

Click “Transfer” to raise a request for transferring 
an application to a specific user.
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Transfer Application PI<->Co-PI/Student (2/2)

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

The approver will receive a notification for the 
transferred form, which can be found in the 
“Notification” or “Transfer”

1

2
Click “View Project” to enter the transferred form

3 Click “Accept Transfer”

4 Click “Yes” to complete the transfer.

2

4 5

5
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• If you share to review or edit the form to Co-PI/Student, you could use the share “Roles” function. 

Share Role ->Co-PI/Student (2/2)

Click “Roles” to assign the role to a specific user.
1

2



10

Share Role ->Co-PI/Student (2/2)

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

1

2
Click “View Form” to enter the shared form

3 Click “Reject” to reject the shared form

2 3
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Application successfully submitted.

Status updated.

Application Submission

Click “Submit” to send the application for review.

2

4

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

3

1

3

4
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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.
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Useful Information in the Application (2/4) 

The list of attachments to the application can be found in this tab.

• The tabs in the red box below contains information that would facilitate follow-up actions.
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Useful Information in the Application (3/4)
• The tabs in the red box below contains information that would facilitate follow-up actions.

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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Useful Information in the Application (4/4) 
• The tabs in the red box below contains information that would facilitate follow-up actions.

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



16

Submission Returned (1/2)
• When an application is returned to you, there are two ways to access the form.

You can always look for the application submitted in the project list.

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

1

1

2

2
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Submission Returned (2/2)

1
2

Click on the specific comment to locate 
the parts for modification.

Click on the bubble to see comment.

3

Modify the contents and click               , and then 

4
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Approved Application

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 these notification is missed, please follow the below steps to download the 
attachment for you further usage. 

Go back to project list and enter the approved protocol
1

To download the “Approval Notification”
2
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Amendment/Extension 
• When there is update in the approved protocol (e.g. adding personnel, study extension, etc.), please follow the below steps 

Go back to project list and click the approved protocol, 
which need to be modified.

1

Add a comment using “Correspondence” and explain 
what modification is to be made, RSKTO admin will 
review your comment and return the application to you 
for your modification.

2

1

2

3

When the application is returned to you, please follow 
the steps in slides 14-15 for resubmission. 

1

2

2
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