How to Apply for an Event (Renewal, Amendment, Mid-Term Report, Final Report)
The process is the same for ANY Event (September 2017)

Please note: If you encounter any problems or have any questions, please contact the Romeo Administrator,
Bonnie Knott at 807-343-8934 or bknott@lakeheadu.ca

1. Loginto mylnfo using your usual username and password. Select Romeo Research Portal from the web
utilities icon (top right). If you need further instructions for logging-in or do not have a mylInfo username
and password, see manual titled “How to log into the Romeo Research Portal”.

2. Event Forms can be accessed, completed, and submitted by ANY Project Team Member listed on a
project.

3. Once logged in, you will be brought to the Research Portal Home page, similar to the following. If an
action is required (ie. an Event is due) the Reminders quick link will be highlighted in red:

Role: Principal Investigator
Applications: Drafts

Apoplications: Requiring Attention
Applications: Under Review

Aopplications; Post-Review _
Applications: Withdrawn
Events: Drafts

Events: Requiring Attention

Reminders e ME——
Role: Project Team Member
Role: Reviewer

4. Click on Applications: Post Review under Role: Principal Investigator to see all projects (both Awards and
Certifications) entered into Romeo in which you are the Principal Investigator. Any projects in which you
are a Project Team Member (Co-Investigator, Project Staff, Student, etc.) will be listed the under Role:
Project Team Member; Applications Post Review.

5. After clicking on Applications Post-Review, your screen will look similar to the following:

Back to Home APPLY NEW | News | Usefullinks | Setting)

Reset Filters | | Export To Excel

| File No Project Title Principal Investigator Application Type | Status Snapshot oo

Message
Iv] ¢ “ v|
View. Clone s b e 2 i Project Status: Active
- - . 1463499 Test File: Use for Demaonstrations Mrs. Bonnie Knott (VP SRC: FFLSL'J,”,'h D”me"“'m, Workflow Status: Approval Decision
c l ResearchResearch) Fund (RDF) {Awards\Awards) Made

6. Click on the Events button for the file you wish to work with. This will open the file and display the
applicable Events available for the current project. Your screen should look similar to the following:



Back ta Home APPLY NEW | News | Usefullmks | Setings |

(Create New Event

Event Form Name | Description
1f you will no longer be contacting participants, a Final Report may be filed. Completion of this report is reguired for compliance with Tri-Council guidelines, Failure 1o submit
Einal Report on Human Research
may result in funded project accounts being frozen and new applications no longer accepted by the Research Ethics Board.
Benewal of Human Ethics Approval Beguest (REB] s this form 1o renew a current REB approved project.
4, 1Addit :
mm‘gr' i onte a Project by Use this form for any amendments (revisions to an existing : changes to sample, , study dates, locations, atc).

File No: 14C~257
Project Tide: § o 175 im0 § at-

7. Select the title of the desired Event form (ie Request for Amendment). This will open a new window.
The screen will look similar to the following:

Event Form: Internal Request for an Amendmen

Event: Amendment  FileNo: - .2°*~
pI:c PRt e e =

| save | [ Close | [ Prnt | | ExporttoWerd portio POF | | Submit

Event Info |' * Internal Request for an Amendment ]’ Attachments T Errors ]

Note(s)

-

8. On the first tab, Event Info, you have the option of including a note for the Administrator; however,

this is not mandatory.

9. The 2™ tab will be the title of the Event you are applying for (ie. Request for an Amendment, Final

Report, etc.).

10. Click on the 2" tab. This will open the actual Event form. Answer all applicable questions. Your
screen should look similar to the following:



Save Close ._ Print Export to Word Exportto PDF Submit

Event Info . I‘ﬁternai‘R‘aques‘t‘: for an Amendment Attachments

|. * Amendment Request -.-|

@ 1.1+ Explain why this amendment s required:

@ 1.2 indicate Type of Amendment Requested

[Tl Amendment to END DATE
"] Amendment: to BUDGET
[T other

0 1.2 frequesting an amendment to the END DATE, select requested NEW end date

0 1.4 Please indicate your current END DATE

@ 1.5 Complete this section only if you are seeking approval to expend monies differently from your originally approved budget. Provide the original budget line item and revised budget line item(s):

11. Fields marked with a red asterisk are mandatory.

12. At any point, you can SAVE the application and continue later, Close, Print, Export to Word, or
Export to PDF. It is recommended to Save regularly as Romeo does not have an automatic save

feature.

13. Once all the information is entered, go to the Attachments tab (the 3™ tab). Here you can upload any

additional information (if required).

Print Export to Word Export to PDFE

[ Eventinfo | * Requestfor Annual Renewal/Amendment of an Approved Biosafety Project/Pratacal | Attachments '

Informanon on any new bichazardous agents to be used, must be included.

a—

Add Attachment
NOTE : The maximum individual attachment sze is SMB. All attachments larger than SMB will stall the system, and your data may be lost.
However, you may upload multiple attachments, provided that each is no larger than SMB.

Event Form: Request for Annual Reneway Amendment of an Approved Diosarety Project/Prot

14. To add an attachment, click on Add Attachment. You have the option of adding a description for

your attachment, but this is not mandatory.

15. If all mandatory fields are NOT filled in, there will be a final tab called Errors. Click on the Errors tab
to see a listing of the errors. An application cannot be submitted until all mandatory fields are filled
in. When all mandatory fields have a response, the Errors tab will disappear and the Event can be

submitted.



Event: Final Report Submission FileNo: 1461695 Event Form: Final Repart on Hurman Research Projects

| Seve | | Close | | Print | | ExporioMord | | Exportto PDE | | Submit |

EventInfo | * Final Report on Human Research Projects | Attachments I E"EIFS_

Final Report on Human Research Projects -» General Information; 1.2 Mumber of participants that have completed the study: is required.

Final Report on Human Research Projects -> General Information; 1.4 Were there any procedural o ather changes to this project since its original ethics appraval? is required,

Final Report on Human Research Projects -= General Information: 1.2 Mumnber of participants that voluntarily withdrew from the study: is required,

16. Click on Submit. This will open the Work Flow Action dialogue box. Add a comment then select Submit
to forward the Event to the Administrator.

Work Flow Action (5}

| Submit

Comments:

Comments Required

Project is complete.

| Submit | | Cancel |

17. Once the Event is submitted you will receive an email confirming the successful submission. If any
further information is required, you will receive an additional email requesting clarification.

18. If an Event requires further action, it will be housed as follows. Select the hyperlink.

Back to Home

Role: Principal Investigator A
|! icaiions O

finciications Ramiivina Atienis
| Applications: Under Review
| Applications: Post-Review
| Applications Withdrawn
Events; Dralls

APPLYNEW | Mews | Usefullinks | Settings |

Role: Project Team Member

Role: Department Slanina Authority



19. Select Edit and view message under Event Workflow Log:

[Event: Amendment  File No: 1463499 - 155624
P : Knott Bonnie(VP Research\Research)

Event Form: Internal Request for an Amendment|
Project Tithe : Test Fle: Use for Demonstrations

Save | |.Close | [pint.| | BgottoWod | | ExporttoPDE.| | ReSubmit. |

Eventinfo | Int est for an Amendment |  Attachments | Logs |

@ Event Workflow Log " Event Log

I T:nmmp l Activity Log l%ddlm-suu Waorkflow Message ‘ User Raole/Group
08/08/ 2016 Event Workflow State has been changed from ORS Review to Pending ORS Review -> Pending Info by Office of Research Senaces/Office of
15:19 Info by ORS. ORS why was REB approval delayed? bknott fasaarth Etfics
08/08/2016 Event Workflow State has been changed from App Made 1o App Decision Made -> ORS r— Office of Research Services/Office of
15:18 ORS Review. Review Research Ethics
Biiani Cratue bas boon chansad Gam Colsmlsiad Lk

20. Amend the Event form contents, if required, or when you select Re-Submit, include comments to the
Administrator in the Work Flow Action comment box:

Work Flow Action <]

1 Comments:

Comments Required

Project is complete.

| Submit | | Cancel |

21. Once submitted, you will see the Event under Events: Under Review, similar to the following:

File No: 1463499
Project Tite: Test Fhe: Use for Demonstrabons

Events: Drafts

Events: Requiring Attention

Events: Under Review

Event No Event Category Event Submission Date Event Status Piest Update
Amendment (Internal Request for an i Bonme Knott (sul) on §/8/2016
| View Event | 1463499 - 155624 At 2016/08/08 Submitted by Researcher o

Events: Post Review

Reminders

22. You can view details of an Event by clicking on View Event (above), but edits to the form are no longer
possible once the form has been submitted, unless the Administrator returns the Event to you.
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23. Once the Event is reviewed and approved, it will be housed under Events: Post Review and the status
will change to Approved.

My Events
Form Category Status | SubmissionD ate
"w{lgﬂw Final Report on Human Research Final Repart
[Event | Projects SubrmissioniHE) Approved 201301531
| View
[Ewent Mewy Approval Process Approved 2012/1274

If you encounter any problems or have any questions, please contact the Romeo Administrator, Bonnie Knott
at 807-343-8934 or bknott@lakeheadu.ca



