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Logging into the Research Compliance Online Platform

1. Use the URL link: https://applicant.researchcompliance.ilri.org/
2. Select ‘University Log-in’ and enter your CGIAR Email address and Password and tap Sign-in, proceed to authenticate

@ sts.cgiar.org

This site is asking you to sign in.

Username

Password

3. Once logged in you should see all the projects which you have entered into the system

Research Compliance

& & O WorkArea

Create Folder Delete Folder Create Project

° ﬂﬂ ‘_I_, Notifications Signatures Transfers Shared

Delete Project Duplicate | yyoq Project

.- 14 0 0 1

Transfer B
Projects

Project Title Project ID v Owner Date Created Date Modified
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Legacy IACUC / IREC / IBC Applications

Applicants may wish to submit an IACUC/IREC/IBC Amendment or Renewal application to a form that has been previously approved but is not in the Infonetica

Platform. For this situation there is a brief legacy form which should be completed and approved (by the Secretariat) before the applicant can complete the required
amendment or renewal sub-form.

Before submitting a legacy IACUC/IREC/IBC form for an activity the Project implementing this activity must have a completed and approved Research Compliance
form. The Research Compliance form should have indicated that one or more IACUC/IREC/IBC applications are required for this project. If it does not, then the
Research Compliance form should be updated?; refer to the ‘Research Compliance — Research Compliance Application Training Manual’ for how to do this.

If you were not the person who submitted the Project and the research compliance form for the overarching project you will need to ask that person (called the
Project Owner) to either:

a) Follow the steps below to create a legacy form, they then click on the Form title and ‘Transfer Form’ to you, or — [h o
rojec ; Create Sub
Duplicate Form o
Transfer Form To Another User X
2
—
Reviewer
Transfer Form
[] Transfer Sub Forms Comments

L =
Close =B

Completeness

Share heck Submit View as PDF
b) Share the Project Research Compliance Form, and all Sub-Forms with the required access (suggested Sharing a form enables others o viewlexit the same form depending on the level of
. . . . . access you give them. Please select the users you wish to share this form with
options shown right — so now you can create a Legacy Form but you cannot edit the main compliance
Collaborator email
form)' Jsmith@cgiar.org Read
O write
[J Submit
[J Share
Create all sub forms
[] Receive notifications
Close

1 This is not compulsory in order to proceed but keeps the overall project information up-to-date for project colleagues.
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Completing the Legacy Form [ e Compiaros v oo e

Creating a new Legacy Form B B © WorkArea

1. Inthe work area click on the relevant Project. Cronl Fofer | Deckrorlyr | Srome Fowes

° ﬂg ._I_’ Notifications Signatures Transfers

Delete Project Duplicate Project  Move Project 3 7 O C

Transfer

Projects

2. Click on the Research Compliance form in the project tree and then click on the Project Title Project 1D
‘Create Sub form’ tile. > My Project 69

sh © My Project T 007

Proiect | Greate Sub Click on Create
Form
Sub form tile
< Project Tree
Share Comgleteness
@ My Project
.t. ﬁ || Research Compliance Form - XXXX - ABCXXXX01
Submit View as PDF

Action Required on Form Status Review Reference Date Modified
Yes Not Submitted N/A 18/12/2023 09:18
Navigation Documents Signatures Collaborators Submissions Centre History

Show Inactive S
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3. Once you click on the ‘Create Sub Form’ tile, a new small window will appear.
Select from the drop-down menu the legacy form that you would like to apply
for and click Create.

Create Subform

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

Please Select v

Please Select...
Fieldwork Risk Assessment Form

IACUC Form

IBC Application Form
IREC Form

Legacy - IACUC Application Form
Legacy - IBC Application Form
Legacy - IREC Application Form

4. Once you click create, a sub-form will be created successfully and it will appear on the project tree.

Project Tree

| @ Testing Legacy,

—| @ Research Compliance Form - Testing Legacy - Testing

Legacy

—[ Legacy - IACUC Application Form - - -
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Completing a legacy IACUC/IREC/IBC form

The next step is to complete the legacy form, minimal information is request to keep the process simple but we want to capture the whole approvals and forms in
the system. You can now complete all the relevant questions in the form. To navigate the online form, use the NEXT OR PREVIOUS BUTTONS on the left panel or at
the bottom of the page. Note that the form AUTOSAVES.

Project Details — Title, Program / Grant Code / PI

For the title please give the title of approved application and the name of the associated program and grant. For IBC you must also enter the Project Title as
commonly we only have 1 IBC per project.

Enter the name of the PI - this will be the person identified in the form and to which approval letters have been addressed. Note that the Pl must have previously
logged-in to the platform previously to create their profile.

Project Activity Detail @

Note that for all person nel the autofill will Title of Research Activity (experiment, survey or training):
onIy complete fields if they arein your This may be experiment, survey or training that involves animals; it could be a whole project or a component within a project. Please keep the title concise as it
Account Profile. To edit your proﬁle go to will be used in the Form Reference throughout the review (max. 100 characters)

your name in the top-right corner and click
on Personal Details. Ensure to complete at
least Title, First and Last Name, Organisation,

Program and Telephone number as these are Program Code <
all compulsory fields for submitting an
application.

Grant Code <

Click ‘NEXT’ to go to the next page.
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Approved IACUC/IREC/IBC

Enter the approved IACUC/IREC/IBC reference, the approval date (as per the letter), the approved form and approval
letter. Click on ‘upload document’ - browse from the PC to upload the document and click UPLOAD. Note you can upload
more than one document although usually here you would have just 1 approved activity form and 1 letter.

For approved amendments or renewals related to the IACUC/IREC/IBC application click on Yes and upload the approved
forms and letters.

Amendments S Renewals [
Do you have any previously approved amendments? Do you have any previously approved renewals?
@ Yes ® Yes
O No O No
Upload renewal form approval letter(s) Upload approved renewal form(s)
Enter the approval date for the version date. If your reference includes the number of the Enter the approval date for the version date. If your reference includes the number of the
amendment and renewal enter the number under Version, otherwise enter 1 amendment and renewal enter the number under Version, otherwise enter 1

Upload Document Upload Document

Upload renewal form approval letter(s) Upload renewal form approval letter(s)
Enter the approval date for the version date. If your reference includes the number of the Enter the approval date for the version date. If your reference includes the number of the
amendment and renewal enter the number under Version, otherwise enter 1 amendment and renewal enter the number under Version, otherwise enter 1

Upload Document Upload Document

Activity

Approved IREC Reference

Approval Date

Upload approved activity form

Upload Document

Upload activity form approval letter

Upload Document

As you may have multiple amendments and renewals you are required to enter the date approved (Version Date) and Version (15%, 2" etc.) prior to uploading.

Documents - Approved Amendment Form

Please attach your Approved Amendment Form here

Document Name Version Date Version

AmendmentLettert 01/07/2024 1 Upload

AmendmentLetter1.docx
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Endorsements and Signatures
e Click on the check box to confirm you have completed all questions.

e Click on the sign tab for PI signature
e [ffiling the form on behalf of the PI click on the “request signature” tab and input the Pl email for them to sign

Declarations and Signatures

| confirm all questions have been completed

Signature of Principal Investigator / Project Leader

Request Signature

Once you click sign or request signature, you will be redirected to a new window titled completeness check (you can also do a completeness check at
any time by click on the ‘Completeness Check’ tile) . This page will show sections that have not been fully filled. Click in any of the item and you will

be redirected to the section that needs to be filled in. Repeat this for all items on this page and ensure all sections are completed

Completeness Check

Your form is complete and ready to submit

4t July, 2024
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Click on the sign tab on the last page for Pl signature. A new small window will appear, click on sign.

If you request a signature from the Pl you will see a box where you need to add their e-mail address. Note that the Pl should already have a profile in the platform,

i.e. they have previously logged into the system for them to then follow the instructions.

Request a signature )¢

Enter the email address of the person you want to sign this form

Sign Form

Are you sure you wish to sign this form?
Email Address

Enter a message (Optional, max 800 characters)

Once you sign or request the signature, the form will be

locked, as shown. Legacy - IACUC Application Form - Legacy IACUC Title - Le¢
IACUC Code

Project Title: Testing Legacy

8 This form has been locked through signatures/requests

Declarations and Signatures

| confirm all questions have been completed

Signature of Principal Investigator / Project Leader

Request Signature
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Submitting the Legacy IREC/IACUC/IBC Application
After the principal investigator has signed, the form must be submitted by clicking on the Submit button. é

Submit

Once you submit your legacy application form the following text box will appear on your screen as shown below.

| e e e e
Form Queued For Submission

Thank you for completing your application.

Note: Your application will take a few minutes to go through the submission prucess Please make sure you have
received your confirmation of receipt email that your application has been

Back to Project Print Submission to PDF

You will receive an e-mail notification that your legacy form has been submitted.

Confirmation of Receipt of application: 2023-0070-92-1

D

Man 11/

. Re Reply All Forward
e R EEEAETTIEED O &

® To # James,

Dear Mr Simon James

Thank you for your application.

Your application has now been submitted for review. Please check to make sure the status of your application has changed to 'submitted’ in your work area.
Kind regards,

Ethics Team

The Legacy Form has been submitted to the Research Compliance Secretariat who will review and approve the form if all information is complete.
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If all information is complete you will receive an e-mail confirming you may proceed to generate a new amendment or renewal, as required (left-hand e-mail
below). Otherwise you will be required to complete missing information and resubmit (right-hand e-mail below)

0014 Application Acknowledged 0014 - Revisions required

o donotreply@infoneticanet | (SRR ERSRE ‘ ‘E‘ | ° donotreply@infonetica.net || |_| |?4|

To @ Poole, Jane (ILRI)
Cc @ Poole, Jane (ILRI)

Letter.pdf o
re ] 226 KB

Dear Jane

Te @ Poole, Jane (ILRI) 15:5
Cc @ Poole, Jane (ILRI)

P

Dear Jane

The Secretariat has reviewed and approved your legacy submission for completeness. You may
now continue to create a new Amendment or Renewal for this IBC (Legacy) previously approved

application”. Changes have been requested to be made on your IACUC (Legacy) application. Additional

information can be found in the attached document. Please click the following URL to login and
take the necessary action:
hitps/fapplicant. researchcompliance.iln.org/Project/Index/65

https://applicant.researchcompliance.iln.org/Project/index/46

Contact ilriresearchcompliance@cgiar.org for any support that you may require.

Contact ilriresearchcompliance@cgiar.org for any support that you may require.

Regards
Regards

ILRI Research compliance ILRI Research compliance

You also can check for any notification in your Work Area: Work Area

Naotifications Signatures Transfers Shared

o 0 0 0
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Corresponding with Research Compliance

If you have any questions about this process, please contact ilriresearchcompliance@cgiar.org.

It is better to keep questions and comments relating to specific applications within the review system, through your responses to the Panel Comments described
earlier. However, if you have a specific question related to an application and prefer to keep an audit trail of this you can go to the ‘Correspondence’ tab below the
project tree and send a message to the Secretariat by clicking on ‘New Correspondence’. Note that the appropriate application form should be highlighted in the
tree before you send the correspondence. The tab will only be available after the 15t submission has been made.

Mavigation Documents Signatures Collaborators Submissions Correspondence Centre History

Note: No correspondence found
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