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1. Pre-screening a Submission

When an application is submitted to the REB of Record in the system, the first step is an administrative pre-screen to
assess completeness. For example, the REB will check to ensure all required documents are included in the
submission package. During this stage, the status of the submission is REB Administrative Review. While at this
status the submission is visible to REB Staff via the REB Submissions tile of the Work Area.

An additional pre-screening step is done for all Clinical Trial Initial Application (CTIA) and Observational Study Initial
Application (OSIA) submissions. This step occurs before the application is assigned to the REB of Record and ensures
that study includes two or more eligible sites, the correct ICF template(s) was used, and electronic signatures have
been obtained from the correct individuals. A similar pre-screen step is done for all Participating Site Initial
Application (PSIA) submissions before they are released to the REB of Record. Note: post-approval submissions are
not pre-screened by system administrators.

When a user with the REB Staff role opens a submission, several actions appear

on the left-hand side of the page (Figure 1). Some actions move the submission fetors

through the REB workflow, and others called Administrative actions are used to 2 pal
perform administrative tasks (e.g., making a note to file, comments, assigning a e B R
reviewer, etc.) E ‘!L ‘!l
Actions that move the submission through the REB workflow are called Form | Bssan | Assign sta
Workflow actions (e.g., Application Complete). Once the REB has completed its

pre-screen, this action is performed to indicate the submission is complete and @ Q v
ready to proceed. Running this action changes the workflow status of the PEISERELE My | M
submission to “Review Type Determination”. x * !|

Application Note to File | Participating Site
Incomplete Summar

¢

Withdraw
Application™

Figure 1

1.1 Application Complete

Once the submission is deemed complete during the administrative review, REB Staff can use the Application
Complete button to advance the application to the next status of the workflow, called “Review Type
Determination”. This opens a pop-up window where you can record a timeline note with the action. Press the
green Application Complete button (Figure 2) at the bottom of the window and then press Yes to the question, “Are
you sure you want to perform this action?”*.
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The status of the application will change to “Review Type Determination” and Actions
then can move forward with selecting the level of review (Full-Board,

Delegated or Admin review) as outlined in Section 2. While at this status the 4
application will be accessible to REB Staff within the Assign Review Type tile S
of their Work Area. 0 n

Form Assign Assign Staff
Comments Reviewers

*All actions include the option to add a Timeline Note. Timeline Notes are
optional, but users will always be prompted to press Yes and confirm they @ o\ v
wish to perform the action before it will be executed. Since both steps are RO aicaion |_“Gomaee
repeated with every action in the system, they will not be mentioned again Application Complete

for the remainder of this guide. o

Timeline Notes

Figure 2 - Application Complete
1.2 Application Incomplete

If, after the administrative pre-screen, the REB determines the submission is incomplete (e.g., a required document
is missing or insufficient information has been provided to initiate the review), they may send return it to the study
team using the Application Incomplete action. Using this action opens the Application Incomplete pop-up window
to appear, where the letter template is displayed in a text editor. The REB can enter required changes directly into
the text editor or paste from a source outside of the system (i.e., MS Word). The information displayed at the top of
the letter, such as the current date, project ID number, study title, etc., is automatically populated with data from
the submitted application.

Once the letter is ready to send, click the green Application Incomplete button at the bottom of the window (Figure
3). This action returns the application to the study team. The study team will receive an email notification notifying
them that their application has been sent back by the REB. They can download the REB letter from the History tab
of the application.

. Application Incomplete Iy
Actions

o E 4
Project Panel ———————rr——
Submissions C

Form
Submissions omments

0 3 (] R s
= Assign Assign Stait | ™ "
Comments Reviewers

O o Y.

Register Conflict Review Application
Appication Complete

X|» B

Lists
Application Note to File  Participating Site
Incomplete Summar

¢

Withdraw — — P
Application* e ) | fovtcton bt P

Figure 3 — Application Incomplete
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1.3 Application Withdrawal Process

Any application submitted to the REB can be withdrawn, if required (except study or site closure applications). The
withdrawal process requires the REB to complete several workflow actions and send the application down the
withdrawal pathway of the REB workflow. The research team must complete the final step of the withdrawal
process on the applicant side of the system by performing an applicant action.

If the application has already been sent back to the study team, they have the option to withdraw it with the
Withdraw Application* instead of re-submitting. When the study team withdraws their application this way, there
is no action required from the REB. After the withdrawal process is complete, an email notification is sent to REB
Staff and the study team as confirmation the withdrawal has been completed. The study team cannot subsequently
modify and resubmit an application after it has been withdrawn. If the study team has withdrawn an application in
error, they can submit a ticket for support via the Stream Helpdesk.

*Important: Applicants must submit a support ticket if they want to withdraw an amendment. The Withdraw
Application button is only available on-demand for amendments to avoid causing project data issues.

1.3.1 Withdrawing an Application:
To withdraw an application, press the Withdraw Application button from the Actions Menu (see Figure 1) and then
press the green Withdraw Application button at the bottom of the Withdraw Application pop-up window.

1.3.2 Archiving Withdrawn Documents:
The next step is to archive the documents attached to the submission using the Archive Withdrawn Docs action that
is now available in the Actions Menu.

Click Archive Withdrawn Docs to make the Archive Withdrawn Docs pop-up window appear. Within the window
is a table of all documents attached to the submission. Tick off the checkboxes located in the far-right “Archive”
column (Figure 4) of the table, for each document. Once all documents have been selected, press the green
Archive Withdrawn Docs button at the bottom of the window.

Archive Withdrawn Docs
Timeline Notes

Timeline notes are not shared with Researchers

Type DocumentName * Version * Version Date Submission Date Document status Form Reference Archive

Protocol  Protocol v2.0 1 01/May/2025 07/May/2025 Approved (Pending) Study-Wide Amendment - - Protocol v2.0

Figure 4 — Archive Withdrawn Docs

1.3.3 Sending the Withdrawal Letter:
Once the submission status changes to “Withdrawn Application — Documents Archived”, the final step -drafting and
sending the withdrawal letter- can be completed. This final step includes drafting and sending the withdrawal letter.
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To draft the letter, click the Send Withdraw Letter action. This opens the Withdraw Letter pop-up window where
the letter template can be edited before sending. Enter the required changes using the text editor and then press
the green Send Withdraw Letter button at the bottom of the window to send the letter to the study team.

Actions Send Withdraw Letter

Form aject Pane
Submissions | Submissions Comments

o &£ O

Form Assign Staff |Register Conf
Comments

Review Mote to File Provincial .
Applicafion Summary Pai

[Send Withdraw|
Lefter

Figure 5 — Send Withdraw Letter

All members of the study team who have a role on the application in the system will receive an email notification
indicating that the final step of the withdrawal process can now be completed. At this stage the status of the
application changes to “Pending LA/PI Withdrawal” and the Withdraw Application action button becomes available
to the study team in the Actions Menu when the relevant form is selected in the project tree.

2. Selecting the Level of Review

Once a submission is marked as complete, REB Staff will select the level of review required for the application.
During this step the status of the application is “Review Type Determination” and can be accessed from the Assign
Review Type tile of the Work Area.

Several new workflow actions will become visible which will take the submission down separate pathways of the
REB workflow. The actions that you will see at this step are:

1- Admin Review: acicns
For submissions that do not require review by other REB members, (
allowing REB Staff to administratively acknowledge the submission. o | e | me
Form Reference: Cel
2- Delegated Review: o A X
Form Assign Panel 5?:5_%2,5
For submissions that will undergo a delegated/expedited review Comments =
process. n O Q
Assign Staff  Register Conflict i mu:m .
3- Full Board Review: ® ®o B
For submissions that will be reviewed at a full board meeting. e [ p—s
Determination Comments o
e e Project Id:
® @ }‘ Current Committee:
Delegated Full Board Note fo File -
Review Review Application Type
!l 36 Clock Status
Site g:gwemaw H-;;Fwigalaw Conflicted Users:

Figure 6 — Review Type Determination
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The level of review a submission goes through is not pre-defined even when the same application has been
resubmitted by the study team multiple times. This means the REB needs to select the level of review for each
individual submission, as required. As an example, the initial submission of an application may undergo a full board
review (e.g., a CTIA submission ) and decide if subsequent revisions and resubmission can be allowed to undergo
delegated review. The responsible REB Staff should always ensure they select the level of review for each
submission, in accordance with their SOPs.

2.1 Send Application for Review Type Determination

Some REBs require that submissions be sent to the Chair (or another designated individual) to determine the
appropriate level of review (i.e., Delegated or Full Board). In these cases, the Chair must select the review type
before the application can advance to the next step of the workflow.

To send an application to the Chair to determine the review type, click the Send For Determination button in the
Actions Menu (Figure 7). A pop-up window listing all the REB members eligible to act as the Review Type
Determiner. Locate the appropriate individual (e.g., the Chair) in the table. In the far-right column of their row, use
the drop-down menu to select Review Type Determiner. Once assigned, the Chair will receive an email notification
from the system, informing them that a new submission is awaiting review type review selection.

Actions

Send for Determination

Form Project Fane!
Submissions | Submissions | Comment

(X

Form Assign Panel Assign
Comments Reviewers

Timeline Notes

e

(
U

¢]

>
©

O\ Suggested conflicts: None

Assign Staff Register Conflict  Review
Applicatior

E

Send for Admin Review Collate
Determination Comment:

®
®

@ @ ; Title First Name Last Name Diate of Last Assignment Assign Submission
Mr. Sys Admin 047 Juni2018 12:31
Delegated Full Board Note 1o Fil
Review eview
!l Mr. REB Chair1 217Jani2020 15:38
Site 5 y | Withdraw - . - . Review Type Determiner
St At Showing 1 1o 2 of 2 entries _

Figure 7 — Send for Review Type Determination

The assigned individual can access the submission from the Select Review Type tile of the Work Area. They will
select the review type from the Action Menu which corresponds to the level of review required which determines
the pathway of the workflow the submission will go down (i.e., full board, delegated or admin).

2.2 Full Board Review

If the application requires review at a full board meeting, the REB Staff (or an assigned individual) can press the Full
Board Review button (Figure 6) in the Actions Menu. This button is available from the Submission Timeline page of
the submission. Once the action has been confirmed, the status changes to “Full Board Review”. At this status, the
application will also be accessible to REB Staff within Assign to Meeting tile of their Work Area.
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2.2.1 Assign the Application to a Meeting:

When full board review is selected as the level of review for a submission, the next step of the workflow is to assign
the application to an upcoming full board meeting. The full board meeting must have already been created before
staff can proceed with this step. For detailed instructions on how to create a meeting in Stream, refer to the
Meetings User Guide on the Manuals & Guides page.

Once ‘full board’ review has been selected, the status of the application changes to “Full Board Review” and a new
action becomes visible in the Actions Menu, Assign to Meeting. Once the application has been assigned to a
meeting, REB members will have access to begin reviewing the application.

Actions

Project
Submissions

Pane!
Comments

Assign to Meetin
0o & e ’
by | mos Timeline Notes
® Timeline nofes are not shared vith Researchers
Assignio  |Register Conflict Ik
Meeting ' Meeting: | pEmMO MTG - 12/May/2025 12/05/2025 v
@ } DEMO MTG - 12/Jun/2025 12/06/2025
c&“.ﬂ?é‘;tg Noe fo File DEMO MTG - 12/Julr2025 12/07/2025 Close
*
Withdraw
Application*
Figure 8 — Assign to Meeting
. X Actions
2.2.2 Recording the end of the full board review:
After the meeting has taken place, the full board review process needs to be 0 0
marked as complete in the Stream system. This moves the submission to the next pfom | project | panel
step of REB workflow, allowing staff to issue the REB letter.
. . 0 B ( B (
To record that the meeting and full board review process has concluded, press the — Ai "ssignlqtaff
Review Complete action from the Submission Timeline page. The status of the Commems | Reviewers
submission will change to “Decision Pending”. At this point, the submission is no @ 6 Q
|Onger accessible tO REB members. Register Conflict Remove From Review
Meeting Application
Collate Note to File Provincial
Comments Summary Page
Review
Complete

REB User Guide:
The Review Process v5

Figure 9 — Review Complete
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2.3 Delegated Review

To send a submission down the delegated review pathway, click Delegated Review (Figure 6), then press the green
Delegated Review button at the bottom of the pop-up window. The status of the application will change to
“Delegated Review”. From this status the application is accessible to REB Staff in the Delegated Review tile of their
Work Area.

2.3.1 Assigning Reviewers:

To assign the reviewer(s) that will conduct the review of the application, press the Assign Reviewers button in the
Actions Menu. This opens the Assign Reviewers pop-up window which contains a table of all the reviewers that can
be assigned. Assign reviewers to the current submission by clicking the drop-down menu in the far-right column of
the row containing the reviewer’s name (Figure 10). Then select the type of reviewer (Primary, Secondary or Other)
to assign them as. Multiple reviewers can be assigned at once using the drop-down menus within the row
containing the name of the reviewer.

Any time a reviewer is assigned to a submission they automatically receive an email from the system to notify them.
Multiple reviewers can be assigned as Primary and Secondary reviewers on the submission. REB Staff can assign a
reviewer to the current submission and all future submissions for the project by using the drop-down menu within
the “Assign Project and Submission” column.

Submissions undergoing delegated review must have at least one individual assigned as the ‘Primary Reviewer’.
Only the Primary Reviewer can mark the delegated review as complete and advance the submission to the next step
of the REB workflow. The other reviewer types are “Secondary Reviewer” and “Other Reviewer”. These reviewers
have access to the application and study documents and can record their recommendation (whether the application
should be approved, acknowledged, etc.) but are not able to advance the application to the next step of the
workflow.

Tip: REB members only have access to submissions that they have been assigned as a reviewer on. More
information about assigning reviewers can be found in the see Assigning Reviewers in Section 4.

2.3.2 Making a Recommendation:

While the submission is at the “Delegated Review” status, REB members assigned as reviewers can make
recommendation on whether the submission should be approved, acknowledged, or sent back to the study team for
clarifications. This step is called making a recommendation. The primary reviewer can also make a
recommendation (if required).

REB members can record their recommendation for the submission by going to the submission timeline and
selecting the decision in the Actions Menu that corresponds with their recommendation.

The three recommendations that reviewers can choose from are:
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Recommend Approval: Actions w
The application can be approved as-is, no further
changes required. 11 0 Cnrm Reforan

Recommend Modifications:
The application should be sent back to the research team
for changes or clarifications.

Recommend Full Board:
The application as submitted requires further review at a R
full board meeting. i I - = | Send Pul Baxd Clock Status: e

Figure 11 — Reviewer Recommendations

When a reviewer selects ‘Recommend — Modifications’, they should outline the required changes either through the
Timeline Notes field (e.g., when recording the recommendation) or via comments on the application so they are
visible to REB Staff and other reviewers.

2.3.3 Viewing Recommendations Made by Reviewers:
Any assigned reviewer and REB Staff can view the recommendations made on the submission by the other assigned
reviewers. All recommendations are displayed in the list of actions on the Submission Timeline page (Figure 12).

2 events
16:00 20:00 00:00 04:00 08:00 12:00 16:00 20:00 00:00 04:00
Tuesday 6 May 2025 Wednesday 7 May 2025 Thursday 8 May 2025
Action Event Date Clock Status Clock Information Attachment Email
Recommend-Approve 07/May/2025 13:51 @ 1308/100 days elapsed. =)
Assign Reviewers 07/May/2025 13:42 @ 1308/100 days elapsed.
Delegated Review 07/May/2025 13:42 C‘—) 1308/100 days elapsed.

Figure 12 — Viewing Recommendations

Click a recommendation action in the list to see the name of the reviewer who made the recommendation, and any
timeline notes they have entered.
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2.3.4 Ending a Delegated Review as Primary Reviewer:

When a reviewer is assigned as the Primary Reviewer for a submission, they will
indicate when the delegated review process is complete to allow the review decision to ' 2

be recorded (Approve, Acknowledge, etc.). This is usually done after the Secondary subitsons | subtons | conment

Reviewers and Other Reviewers have entered their recommendations as described in 0 5N 5N
Section 2.3.2 above. The primary reviewer will use the ‘Complete Review’ button, oForm | sk | Assign sian
which advances the application to the next step of the REB workflow. @ O\ !|
Click the Complete Review button in the Actions Menu to end the delegated review Bl
process for the submission in the system. After this is done, no additional reviewers can El > *

record their recommendation on the application. We recommend the Primary
Reviewer waits until all other reviewers have made a recommendation before marking

Collate Complete Note to File
Comments Review

the delegated review complete. Va Va Va
Recommend- RSCD\T\I"W_GHD— Recommend-

Once the delegated review has been marked as complete, the application’s status PP R atodenr, Dol Doery

changes to “Delegated Review Complete”. At this status, the application will also be 3:6

accessible to REB Staff within the Delegated Review tile of their Work Area. See puitaland

Section 3 - Post-Review Steps to see the remaining steps of the REB workflow

Figure 12 - Complete Review

2.4 Administrative Review

Administrative review is typically selected for applications that do not require full board or delegated review and
instead can be reviewed and administratively acknowledged by REB Staff. These could be minimal risk studies or
amendments that are administrative in nature. This type of review may also be selected when an application has
been re-submitted after previously undergoing a full board or delegated review.

To choose Administrative Review as the review type for a submission click the Admin Review button, (see Figure 6
on page 7), then press the green Admin Review button at the bottom of the window. The status of the submission
will change to “Admin Review”. While at this status the application is accessible to REB Staff in the Post Decision
Steps tile of their Work Area.

3. Post-Review Steps

Once the submission has been reviewed by the assigned reviewers, the decision needs to be recorded. Ultimately,
the application will either be sent back to the study team for changes/clarifications, or it will be advanced through
the workflow to the next step, culminating in approval or acknowledgement. This section outlines the steps
required to advance the submission through the workflow after the review has been conducted.

3.1 Recording the Decision

Once the submission has been marked as complete, the REB’s decision needs to be recorded in the system. This is
done using the workflow actions in the Actions Menu. There are six different actions the REB can use depending on
the level of review the application underwent and the type of application. The six decision types available are
outlined below in Table 1.

TABLE 1 - POST-DECISION STEPS
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APPROVE The application and associated documents can be approved as submitted — no changes are required

o 4\[e)[ED6]cl3 | No changes are required, the application and associated documents are to be acknowledged by the REB

ADMIN Does not require review from the Chair (or other appropriate individual), the application and documents
7\e[4\[0)1kp]c13 | will be reviewed and acknowledged by REB Staff

The application and/or associated documents require further clarification, changes or corrections before
it can be approved by the REB. This action returns the application to the research team unlocked so they
can make the required changes and re-submit

MODIFICATIONS
REQUIRED

The application was assigned to undergo a delegated review, but further consideration resulted in a
decision that full board review is actually required (this is only available for applications which have
undergone a delegated review).

DEFER TO FULL
BOARD

The application and/or associated documents require substantive changes or corrections that need to be
]55:00)d5 o]\ made before the REB can consider making a decision on the application. The application will be returned
to the study team to make the changes, and will need to be re-submitted for REB review

The research study (or post-approval submission) fails to meet the ethical standards for approval and

NOT APPROVE .. . . e . .
revision is unlikely to enable the REB to reach a positive determination

*This action is only an option if Admin Review was selected as the level of review for the submission. If a previous
submission of the application was assigned to a full board meeting, or underwent delegated review, the REB Staff
must select “Approve” as the REB’s final decision to ensure the proper REB letter template appears for the REB to
complete.

The action buttons that appear in the Actions Menu represent the different Actions
decisions the REB can make for the application (i.e., Approve, Defer to Full Board,
etc.). The specific buttons that appear will depend on the type of application being
reviewed, as well as the level of review that was selected (i.e., full board/delegated).

A
> U
Form Project Panel
Submissions | Submissions | Comments

For example, the Admin Acknowledge button will not appear in the Action Menu at :‘n A:"; A:;';,a,f
any point during the review of a Clinical Trial Initial Application (CTIA), Participating mm———

Site Initial Application (PSIA). Re._,.s(:omm. RO\ Ack:_\_ﬁdge
REB staff will record the REB’s review decision on the submission by pressing the % |B @
corresponding action button. For example, if the REB elected to approve the spprove | colate  peierto ful
application as submitted, press the Approve button (Figure 13) in the Actions Menu 2 ]
to record the decision on the current submission under review. The status of the Mogcsions | NtefoFie Sty Summary

application will change to “Approved”. At this status, the application will also be

. s . . . . Fi 13-A
accessible to REB Staff within the Post Decision Steps tile of their Work Area. gure pprove
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3.2 Categorizing the Documents

Applications that the REB has approved, acknowledged, or administratively acknowledged need to go through a step
called Categorizing Documents. During this step, REB Staff must confirm that the status of all documents on the
submission have the correct status (i.e., approved, acknowledged, or received). The status can be changed, as
necessary. The status of each document will be displayed in the REB approval/acknowledgement letter. Note:
‘received’ documents will not appear in the REB letter.

Categorizing documents for an application is not applicable when the REB elects to send the application back to the
study team for modifications. Instructions on how to properly categorize documents for a submission can be found
on below on page 14 of this guide and a description of the different statuses available is provided below in Table 2.

TABLE 2 — DOCUMENT STATUSES CATEGORIES

APPROVED Documents in this category will appear in the ‘approved documents’ section of the REB approval letter
(PENDING) and have a status of “approved” once the review process is complete (e.g., the letter is sent)

o4\ [e)IEp e I Documents in this category will appear in the ‘acknowledged documents’ section of the REB approval
(PENDING) letter and have the status of “acknowledged” once the review process is complete

Documents in this category will not appear in the REB approval letter, and will have the status of

RECEIVED (PENDING) } N . .
( ) ‘Received” once the review process is complete

To categorize documents for a submission click the Categorize Documents button in the Actions Menu. This causes
a pop-up window to appear, with a table of all documents attached to the submission. The status of the documents
has already been pre-determined by the system, but the REB can change this by using the drop-down menu in the
row containing the document name. The statuses available in the drop-down menu are: Approved (Pending),
Acknowledged (Pending), and Received (Pending) (Figure 14).

Categorize Documents
Timeline Notes:

Timeling notes are not shared vith Researchers

Document Type 4 Document Name Version Version Date Document status Submission Date Form Reference

Site-Specific Consent Form Hospital A Consent Form - clean 1 22/Jun/2021 Approved (Pending) v 0B/Oct/2021 Centre Initial Application - DEMO

Please select. Study 2 - Hospital A - Doe

Approved (Pending)
Track Changes Version Documents Hospilal A - Consent Form - tracked 1 22/Jun/2021 Acknowledged (Pending) 06/0ct/2021 Centre Initial Application - DEMO

Received (pending) Study 2 - Hospital A - Doe

Showing 1 to 2 of 2 entries

Categorize Documents [N

Figure 14 — Categorize Documents
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Press the green Categorize Documents button at the bottom of the window to complete the action. The status of
the submission is now “Approved Pathway-Documents Categorized” (the name of this status depends on whether
the application has been approved or acknowledged).

Important: The Categorize Documents step must be completed even if there are no study documents attached to
the submission. The submission cannot advance to the next step of the workflow unless the is completed.

3.3 Archiving Documents

The Archive Documents action is only visible for post-approval submissions where there is a possibility that a
document on the current submission replaces a previously approved/acknowledged document. It helps to ensure
that the study team at each participating site can easily find the latest version of any study document. This step of
the workflow is only applicable if the REB has chosen to approve, acknowledge, or administratively acknowledge the
submission. Whenever the REB sends an application back to the study team for changes, the status for all
documents attached to the submission is automatically updated to “Archived”.

Tip: Archiving a document does mean the document is deleted. The archived document can be accessed from the
Documents tab on the Project Overview page.

To archive documents on a submission, click the Archive Documents button in the Actions Menu which will bring up
the Archive Documents pop-up window. Inside the window is list of all documents attached to the submission,
displayed in a table. The documents attached to the current submission are highlighted in yellow, while previously
approved/acknowledged documents for the project are grey or white.

Use the checkbox in the far-right “Archive” column to archive any document that is being replaced by one of the
documents on the current submission (Figure 15). Once all applicable documents have been selected, press the
green Archive Documents button to complete the action.

Important: The archiving step still must be completed if the submission contains no documents, or when there
are no documents being replaced.

Form Project
Submissions = Submissions C

in

|\__|
Form Archive As M
Comments Documents

O Q

Register Conflict Review M
Application

Investigator Brochure
!l |

Study Summary
Page

Figure 15 — Archive Documents

Once the Archive Documents step has been completed, the status submission changes to “Approved Pathway —
Documents Archived” (or Acknowledged Pathway — Documents Archived). At this status, the application is
accessible to REB Staff in the Post Decision Steps tile of their Work Area. Tip: It can be helpful to sort the table by
“Type” to make it easier to compare the old and new version of the document (i.e., Investigator Brochure).
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3.4 Setting the Expiry Date

The study-wide ethics approval expiry date is set as part the workflow for Clinical Trial Initial Application (CTIA), or
Observational Study Initial Application (OSIA) submissions.

To set the expiry date for the project, click the Set Expiry Date button in the Actions Menu to open the Set Expiry
Date pop-up window. Here the REB Staff can set the expiry date using the date-picker (Figure 16). Once the expiry
date has been selected, press the green Set Expiry Date button at the bottom of the window to complete the
action.

Set Expiry Date

Action Date: How v
Farm Project Pane!
Submissions = Submissions Comments

Timeline Motes:

o K O -

r Assign Staff  Register Conflict at New Exmiry Date .
et sy LSSk < SetNew Expiry Date* [ 3ar2021]

Q »

Maote to File

O Mar v 2021 YV @

Su Me Tu We Th Fr Sa

Set Expiry Dab 1 2 zll 4/l s/l &

eview
Application

_ I3

Study Summary Withdraw
Page Application*

8 9 10 11 12 12

14 15 16 17 18 15 20
22|| 23 24 325 26 27

28 28

Done

Figure 16 — Set Expiry Date

The status of the CTIA/OSIA (or SWCR) submission will become “Approved Pathway — Expiry Date Set”. At this
status, the application will also be accessible to REB Staff within the Post Decision Steps tile of their Work Area.
More information on expiry dates and continuing review can be found in the Ethics Approval Expiry Date, Status and
Continuing Review manual posted to the Manuals & Guides page.

3.5 Drafting the REB Approval Letter

This section will illustrate the steps the REB must follow to draft the REB approval letter for the submission, that will
ultimately be sent to the study team. In some cases, the drafted letter may need to be sent to the Chair for review
before it can be sent to the study team (depending on the SOPs of the REB). The Chair will then determine if any
changes are required to the letter, or if it can be sent as-is. The examples shown in this user guide are focused on
the approval pathway of the REB workflow, however the same process will be followed when the REB is sending an
acknowledgement letter.

To draft the letter for the initial study-wide application (CTIA or OSIA), click the Draft Approval Letter-IA button in
the Actions Menu. This opens a pop-up window with the REB approval letter template visible inside of the text
editor (Figure 17). REB users can then edit the template by typing directly into the text editor and use the toolbar at
the top of the text editor to make any formatting changes. In most cases the REB letter template will only require
minor changes from the REB.
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-_—
Draft Approval Letter-IA
Actions o [
Timeline K
o r
v LJ = potes
Form Project Pane
Submissions Submissions Comments § o & B + F T IEE-Mm a [l
o & O
Form Assign Staff  Register Confli
Comments
o
Review Send Approval § Draft Approva ments apsro
Application LetterIA Leffer]s |~ Beevnchldecuments sporoved:
—
F !l : ; ‘m..mm.... Document Date Document Version
Mote to File  Study Summary Withdraw
Page Applicafion®

Figure 17 — Draft Approval Letter IA

Some of the information within the letter such as expiry date, document names, document version/date, etc., is
automatically populated using data from the submission. If this information is incorrect and needs to be changed, it
should only be done on the submission itself and not by manually editing the letter template, otherwise a
discrepancy will exist between the contents of the letter and the project data stored in the system.

Tip: Creating a draft of the letter is optional (in according with REB SOPs); REBs that do not require the Chair to
review letters can skip the ‘Draft Approval Letter’ step and use the ‘Send Approval Letter’ action instead.

3.6 REB Letters Templates

As mentioned previously, some information within the template REB letters is populated automatically with data
from the project in Stream. Table 3 below provides a description of the information that is included:

TABLE 3 — INFORMATION AUTOMATICALLY POPULATED IN REB LETTERS

Users will always need to modify the letter template to specify whether the application underwent full

REVIEW TYPE - . .
board, delegated, or administrative review

For the CTIA or OSIA submissions, the system will automatically indicate any full board meeting(s) at
which the application was reviewed. For all other applications (e.g., Study-Wide Amendments, etc.) the
system will only include the full board meeting date if that submission has been reviewed at a full board
meeting. If a previous submission of that application was been reviewed at a full board meeting (i.e., not
the submission on which the letter is being sent) the REB will need to add the full board meeting date to
the letter

MEETING DATE

This is the date and time when the decision to approve/acknowledge/administratively acknowledge was
recorded on the submission in the system (e.g., the date and time the button was pushed in the system).
Users may wish to remove the time

DATE APPROVAL
ISSUED

This field may be blank (e.g., if a study ID was not specified by the Lead Applicant team) and can be

Ll Sl deleted from the template if empty
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3.7 Save a Drafted Letter

Users can save a copy of the draft of the letter they are working on by pressing the Save button, a computer disk
icon within the toolbar of the text editor (Figure 19). The saved draft can be re-opened at any time by pressing the
blue My Drafts button at bottom-left corner of the text editor window. Saved drafts are only visible to the user who
created them.

B i U A o B 8 + _——?E;E-m

Clinical ™
Trials Save a copy of the draft by
Ontario clicking the computer disk

icon shown here

Date: 8 May 2025

To: Dr. Provincial Applicant (11), Hospital A

CTO Project ID: 3759

Study Title: Demo for HREBA

Sponsor Study ID: DEMO123

Study Sponsor: ACME INC

Application Type: Clinical Trial Initial Application

Review Type: Full Board/Delegated

Figure 19 — Save Draft of REB Letter

When the drafted letter is ready, press the green Draft Approval Letter — IA button at the bottom of the pop-up
window to advance the application to the next step of the workflow.

3.7.1 My Drafts:

To save a draft of the letter to My Drafts, click the computer disk icon in the tool bar of the text editor. A save field
will appear on-screen (Figure 20) and a name can be entered for the letter draft (20-character maximum limit).
Press the green Save button to complete the save. Note: the saved draft of the letter is not accessible to any other
users.

Save Draft

Create new:

Overwrite Existing:

Enter a name for the draft

W= | M| W Ceee

Figure 20 — Name the Draft of the REB Letter
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3.7.2 Draft Letter:

Once satisfied with drafted letter press the green Draft Approval Letter button at the bottom of the pop-up
window. The status of the submission will become Approval Letter Drafted and the REB letter can be sent to the
REB Chair (or other appropriate individual) for review, using the Letter Review process (if required).

3.7.3 Changing a Drafted Letter:

Once a draft of the letter has been created it can be viewed by any other REB users who have access to the
submission in the system. The letter is saved as an attachment on the Draft Approval Letter-1A action and displayed
along with the other actions previously executed on the submission, on the Submission Timeline page.

To change the drafted letter, click the Draft Approval letter-lA action that is still visible in the Actions menu to bring
up the draft letter template. To load the existing draft, click the blue Existing button at the bottom-left corner of
the window (Figure 17). This will cause the pop-up window to split in two halves, with a list of all the existing letter
drafts on the right.

Select the desired draft on the right side of the screen and then press the Overwrite button located in the middle
section of the page (Figure 21). This replaces the template with the existing saved draft of the letter. The other
option, called Append, will insert the drafted letter at the end of the template letter.

Draft Approval Letter-lA

Figure 21 — Overwrite or Append Drafted Letter

3.8 Letter Review

Prior to sending the REB letter for an application to the research team, the REB operations personnel may first need
to send the letter to the REB Chair for review and ‘approval’. The Chair then can choose to make changes to the
letter themselves directly or list the changes in a separate document. This guide refers to the ‘Chair’ as the Letter
Reviewer, however we recognize this may not be the case for every REB office. The system allows for anyone with a
role with the REB in Stream to be assigned as Letter Reviewer.
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3.8.1 Letter Review vs No Letter Review

Once the REB letter has been drafted (i.e., an approval letter), two buttons will
appear in the Actions Menu called No Letter Review and Letter Review (Figure 22).
If required, the latter can be used to send a drafted letter to the Chair to review
(according to SOPs).

If the Chair does not need to review letters prior to them being sent to the research
team (according to REB’s SOPs), the REB operations personnel can press No Letter
Review to skip the chair review pathway.

Tip: The letter review is completely optional but has been pre-built and is available
to facilitate compliance with REB SOPs, as required. Some REBs may choose to do
letter review outside of the system (i.e., by email).

3.8.2 Assigning the Letter Reviewer

When the Letter Review Required option is selected, the buttons displayed in the
Action menu change to reveal a button called Assign Letter Reviewer. Press this
button to show the Assign Letter Reviewer pop-up window, then select the Chair (or
appropriate person according to SOP) as the Letter Reviewer in the Assign Submission
column (Figure 23).

The Chair will receive an email from the system to let them know they’ve been
assigned a letter to review and/or associated documents. This email contains a link to
bring the reviewer directly to the submission timeline of the application. The
application where the letter was drafted can also be found in the For My Review tile
of the Chair’'s Work Area.

3.8.3 Reviewing the drafted Letter

STREAM

p

Actions
Form Project Pane!
Submissions | Submissions Comments
Form Assign Slaff  Register Conflict
Comments
Review Draft Approve | Letter Review
Application Letter-PSIA Required
Mo Letter Note fo File Site Summary
Review Page

Figure 22 — Letter Review

Actions
Form Project Panel
Submissions | Submissions Comments
Form Assign Letter Assign Staff
Comments Reviewer

© Q »

Review Note o File

Application

Register Conflict

Site Summary
Page

Figure 23 — Assign Letter
Reviewer

As previously mentioned, any time an individual is assigned as a Letter Reviewer they receive an email from the
system. A link within the email can be used to take them directly to the Submission Timeline of the application
which the letter was drafted on. The letter can be downloaded from the Timeline Tab by clicking on the paper clip
icon, displayed in the same row as the Draft Approval Letter action (timeline actions are sorted by event date, by

default). Click the green Download button to download the letter in .PDF format.

Action Event Date Clock Status Clock Information Attachment Emai
Letter Review Required 08/May/2025 16:49 ® 1/100 days elapsed.

Draft Approval Letter-t 14 0B/M=y/2025 16:45 @ 17100 days elapsed. &
Categorize Documents 08/May/2025 16:44 @ 1/100 days elapsed /

Click on the paperclip icon to
17100 dzf download the letter

Approve 08/May/2025 16:44

Figure 24 — Review Drafted Letter
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3.8.4 No Changes Required Actions
If the Letter Reviewer determines no changes to the letter are necessary,
they should select No Change Required in the Actions Menu (Figure 25). 1 3
This progresses the submission to the next step of the workflow and allows ST | G | G
the REB operations personnel to send the drafted letter as-is.
1 1 N
Form Assign Letter Assign Staff
Comments Reviewer
© Q ;
Register Conflict Review Change Letier
Application
No Change Mote to File Site Szmar',l
Required

Figure 25 — No Change Required

3.8.5 Changes Required

If changes to the letter are necessary, the Letter Reviewer will press the Change Letter button in the Action Menu,
then choose from one of the following two methods for inputting the required changes: type their changes in point-
form directly into the text editor or follow the instructions in the pop-up window to add their changes directly into
the drafted letter in Figure 26 below.

Qi Change Letter

= Praject Panel B i U A o mm 8 +H =T IEE-®m a -
Submissions | Submissions Comments

Please type your changes into this window.

1 l Jl OR if you would like fo make changes directly to the letter tssif

Earm Assign Letter | Assign Staff 1. Click on the blug ‘existing’ button in the bottom right hand comer of this window.

Comments Reviewer
= 2.In the new area on the right which has appeared select the latest entry of the drafted letter.

- 3. Press the "Overwrite” arrow button
® Q Lﬂ 4. Make your changes

5. Press “Change Letter” and then “Yes"

Register Conflict Review Change Letter
Application

Mo Change Note to File | Site Summary E__' W W .20
Required Page

Figure 26 — Change Letter

3.9 Sending the Letter

The final step in the workflow is sending the approval or acknowledgement letter to the study team. To do this,
click Send Approval Letter-1A action. A pop-up window will appear with the approval template letter visible inside a
text editor (Figure 27). Edit the letter directly in the editor or overwrite it with an existing draft by following the
process described in Section 3.7 - My Drafts. You can see a preview the letter in PDF format before sending by
clicking the blue Preview button located to the right of the My Drafts button.
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. Send Approval Letter-lA
Actions

‘ N
Form Project Panel B i U A @ B &
Submissions Submissions Comments

B B O

Form Assign Staff  Register Conf b
Comments E

Q[m]| 2

Review Send Approval | Note to File  °
Application Letter-1A -

Study Summary
Page

iil
iii
2
@
]

Figure 27 — Send Approval Letter

3.10 Going Back a Step in the Review Process

During the review of a submission if an action button is pressed in error and the application has moved to the wrong
status, please submit a support ticket to the Stream Helpdesk and provide the review reference number of the
submission, as well as the status the application should to go back to. A system administrator can create an UNDO
button, which is a customized action to revert the status of the submission back to a requested status.

4. Administrative Actions

Administrative actions also appear within the Actions Menu during many steps of the REB workflow. Unlike the
workflow actions discussed previously, administrative actions do not change the status of a submission within the
REB workflow. Instead, REB users can use these to perform administrative tasks on a submission like assigning a
reviewer, registering a conflict or creating a note to file, etc. The various Administrative actions are described over
the next several pages.

4.1 Assign Staff

There are several different ‘types’ of reviewers that can be assigned to submissions in Stream. Assigning reviewers
helps direct the workflow through a specific individual (i.e., the Chair) as well as distribute the workload of
submissions the REB receives through the system. One type of reviewer is called Review Staff who are assigned by
the REB Manager after they have accepted the study on behalf of the REB of Record. REB operations personnel who
get assigned as Review Staff will be responsible for conducting the initial review of the submission, assessing for
completeness, and then assigning REB Members as required.

Review staff can be assigned to just the current submission under review, or to the current submission plus all
future submissions for the project. Review Staff can access submissions to which they’re assigned from the My
studies tile of their Work Area. Only users with the REB Director/Manager and/or REB Staff system roles have
access to the Assign Staff button in the Actions Menu.

Tip: REB users with ‘REB Staff’ role can access any submission (once study accepted by the REB Manager) from the
administrative review tiles of their Work Area, regardless of if whether they have been assigned as Review Staff.

To assign a Review Staff, click Assign Staff in the Actions Menu to open the Assign Staff pop-up window. Inside is a
table of all users from the REB that can be assigned as Review Staff.

Page 22 of 29
REB User Guide:
The Review Process v5


https://support.ctontario.ca/

STREAM

To assign Review Staff to the current submission only, click on the drop-down in the far-right column (called Assign
Submission) in the row containing the REB member you want to assign. Or assign the user to the current
submission and all future submissions using the drop-down in the Assign Project and Submission column.

Assign Staff
Form Project Panel Timeans notes are not shared with Researchers
Submissions | Submissions Comments

o |

Form Assign Assign Staff
Comments Reviewers

O &

Register Conflict Remove From
Meeting

Suggested conflicts:

Q Title First Name Last Name Date of Last Assignment Assign Project and Submission Assign Submission

e Sys Admin 280c42020 1248

Review
Application | M Matthen Ascanio 24Mar2025 11,03

Callate Note fo File Review
Comments Complete

Study Summary

Snowing 110 4 of 4 enmes

Figure 28— Assign Review Staff

Once all Review Staff have been selected, click the green Assign Staff button at the bottom of the window. This
action will be recorded on the Submission Timeline page including the name of the user who performed the action,
and the reviewers that were assigned (if applicable).

4.2 Assigning Reviewers

Several additional reviewer types exist which are typically reserved for REB Members or the REB Chair. These
include Primary, Secondary, or Other reviewers. Like Review Staff, these types of reviewers can be assigned to only
the current submission, or the current submission plus all future submissions for the project. Assigned reviewers
can access their submissions from the For my Review tile of their Work Area. However, access is available after the
level of review has been selected and before the REB’s decision (i.e., approved, acknowledged) has been recorded
for the submission.

The Assign Reviewers action is an example of an administrative action meaning it does not change the status of the
submission in the workflow. Note: assigning reviewers is optional, except for when the submission is undergoing
delegated review. In that case, at least one user must be assigned as the Primary Reviewer (see Section 2.3 above).

Assign Reviewers

Panel
Comments

F(}

Assign Staff

Farm

Submissions Suggested conflicts:

Title First Name Last Name Date of Last

Sys Admin 2B0CH2020 12.48

&
(43

2egister Conflict. Remove From
heefing

B »

Collate Note o File
Comments

Study Summary
Page

REB User Guide:

“ M Matthew

Review
Appiication

Review
Complets M REB

The Review Process v5

24/Mari2025 103

24iMari2025 1210

Figure 29 — Assign Reviewers
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Tip: The ‘Assign Reviewers’ action is recorded on the Submission Timeline page and includes details about the
user who performed the action, and any user(s) assigned as reviewer(s).

Click Assign Reviewers in the Actions Menu to assign a reviewer to the submission. This will cause the Assign
Reviewers pop-up window to appear with a list of all the REB members that can be assigned to the submission
displayed within a table. To Assign a reviewer to only the current submission, click the drop-down menu in the far-
right column that contains the REB member’s name and then select the type of reviewer (Primary, Secondary, or
Other). To assign a reviewer to the current and all future submissions for the project, click the drop-down menu in
the column under the heading, Assign Project and Submission.

4.3 Removing Assigned Reviewers or Staff

Assigned Review Staff and other reviewers can be removed (or un-assigned) from a submission at any time by
pressing the Assign Staff or ‘Assign Reviewers’ button, respectively. Click the ‘X’ button that appears next to the
current reviewer type they have been assigned. Once done removing reviewers, press the green button at the
bottom right-hand corner of the window.

Note: Deselecting reviewers and simply closing the window without pressing the green ‘Assign Staff/Reviewers’
button will not complete the action; it will only close the pop-up window.

4.4 Assigning Review Type Determiner

In some cases, REB Staff may need to send the submission to the Chair to determine the level of review. The
process of assigning a user to determine the review type is like assigning a reviewer or staff but is done before the
level of review has been selected, while the status of the submission is “Review Type Determination”. From here
the Send for Determination button will be visible in the Actions Menu and REB Staff can use it to make a user (i.e.,
the Chair) the Review Type Determiner (the REB member who will determine the review type) for the submission.

Actions
Send for Determination
Timeline Notes:
Form Project Pane
Submissions Submissions Comment £
Timeline notes are not shared with Researchers
| 1! @ Suggested conflicts: None
Form Assign Staff  |Register Cor
Comments
Q @ @ Title First Name Last Name Date of Last Assignment Assign Submission
M. sys Admin 281002020 12:48 |
Review Send for Admin Revi
Application || Determination Review Type Deferminer
M Matthew D'Ascanio 24/Mar72025 11:03 = @

(]

® @ Mr. REB Chair1 07/May/2025 13:42

Collate Dielegated Full Boan
Comments Review Review

!_ Close

Mote to File Site Summary
Page

Showing 1 to 3 of 3 entries Previous 1 Nesxt

»

Figure 30 — Review Type Determination

Press the Send for Determination button to open a pop-up window from which the Chair or other REB members
can be selected to determine the level of review for the submission.
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The assigned user will receive an email with a link to the submission. If the chair is assigned it will also be accessible
to them in the Select Review Type tile in their Work Area. The REB Staff will receive an email once the level of
review has been selected.

4.5 Conflict of Interest

If one or more member(s) of the REB has a conflict of interest for the submission under review, the REB can register
a conflict on the submission in the system to restrict access to the submission or the entire study. Registering a
conflict means the submissions for the study will no longer be visible to the conflicted user in the system. Use the
Conflict of Interest action to restrict a user from accessing any application(s) for which they have a conflict with the
research being conducted.

To record a conflict, click the Register Conflict button in the Actions Menu to open the Register Conflict pop-up
window. Any REB members or REB Staff with a potential conflict will be displayed in the blue bar as “suggested
conflicts” (Figure 31).
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Submissions =~ Submissions = Cor
Suggested conflicts: |
0 ( !
Form Assign Ass
Comments Reviewers - et N
hhx CTo
o|Qa -
M. Mattnew
egister Conflici] Review App
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Incomplete Comments
o X
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Figure 31 — Register Conflict

Tick off the checkbox for any users that have a conflict to either register a conflict for the entire project or just the
current submission. Press the green Register Conflict button at the bottom of the window.

4.6 Review Application

To view the submitted application and associated documents, click the Review Application button (denoted with a
magnifying glass icon) in the Actions Menu. This opens the Navigation page, where a table of contents is displayed,
allowing the REB user to select a section to review. For more information about viewing applications see the
Navigating Stream user manual, posted to the Manuals & Guides page.
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4.7 Collating Comments

The Collate Comments button enables REB users to combine all the comments made within the application by other
staff and REB members (form and panel comments) into a single document. This feature creates a single document
containing all reviewer comments which can later be inserted into the review letter template by REB Staff.

Click Collate Comments in the Actions Menu. This opens a pop-up window containing two tables. One displays all
Form Comments and the other displays all Panel Comments made on the submission.

Collate Comments

Actions
Date
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Form Project panel Timelie notes are nol sharod win Researche
Submissions =~ Submissions | Commen
Form Assign Assign St
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of Commenter Full Name
Register Conflict Review Applicatio
Application Complet¢
E ; Mx CTO A tral
Application Collate Note to Fi
Incomplete Comments v
Site Summary Withdraw | Dxsting | MyDrafis | Preview |
Page Application* 3

Figure 32 — Collate Comments

Users can edit, delete, or add comments to the letter (including the tables) by typing the changes directly into the
text editor. Use the toolbar at the top of the text editor to make any required changes to the tables.

Once finished editing the comments click the green Collate Comments button at the bottom of the window. The
action will be recorded to the Submission Timeline page, along with the list of other actions previously completed
on the submission, where it can be downloaded by any REB users with access to the submission. During the draft
letter step of the workflow, the collated comments document can be appended to the letter. A draft of the collated
comments can also be saved and then re-opened at anytime later using the My Drafts button (just like when saving
a draft of a letter).

5. Other Review Features

5.1 Comments

While reviewing a submission assigned reviewers may want to leave a comment, question or reference note for the
other REB members to view. There are two types of comments reviewers can make on submissions:

Panel Comments:
Comments related to/about a specific question within the application

Form Comments:
Comments related to/about the submission overall
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Note: Comments made by REB members, REB Staff, or the Chair are visible to all REB members but are never
visible to applicants. The user making the comment also can edit or delete their comment at any time.

5.1.1 Form Comments:

To add a new form comment to the application, go to the Submission Timeline page, the navigation page, or into
any section of the form. The Actions Menu on all three pages will have the Form Comments button visible. A red
number on the button shows the number of form comments previously made on the submission by other REB users.
Add a comment by clicking the Form Comments button, causing the Form Comments pop-up window to appear. At
the top of the window is a +Add Comment button (Figure 33). Click the button and a pop-up window will appear
where the comments can be typed into the text box. Once finished press the green Save button to save the
comment.

To edit a comment click the Form Comment button, then click on the comment you want to edit. Only the user who
created the comment can edit or delete it.

Actions

Form Praject Pane

Submissions = Submission | meememes
Form Commentsp Add Comment
F Assign . e .
CW‘“V‘"‘E“G e Current Previous History

(D Q Comment Date Added Owner

Register Conflict Review R . N = R N N = p .
Application Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, 08/May/2025 2:14 PM Mx. CTO Administrator1
quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum
x E dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est laborum

Application Collate
Incomplete Commenis

4 .

Site Summary v
Page Application™

Figure 33 — Form Comments

5.1.2 Panel Comments:

Panel Comment can only be made while you are inside a section of the form. Specifically, the section of the form
containing the question you want to leave a comment on. While inside a section of the form, click the Panel
Comment button that is visible in the Actions Menu. A red number displayed on the front of the button shows the
total number of panel comments made across all submission versions of the application.

To make a new panel comment click the New Comment button. The page will become greyed-out, but questions on
the form will still be visible. Click anywhere on the white part of a question (anywhere within the blue box shown in
Figure 34).

A pop-up window will appear where the comment can be typed into the text box. Click the green Save button at
the bottom of the window to save the comment.
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Figure 34— Add a Panel Comment

The user who made the panel comment can edit it at any time. To edit the panel comment, click the Panel
Comment button in the Actions Menu from within the application form or directly from the timeline view.

Click the blue Edit button to the right of the comment you wish to edit. Only the user who created the comment can
edit it. Once finished editing the comment, press the green Save button to save the changes. The user who created
the comment is also the only one who can delete it, using the red Delete button.
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overall incididunt ut labore et dolore magna aliqua. Ut enim ad minim weniam, quis nostrud
anficipated public  exercitafion ullamco laboris nisi ut aliquip ex ea commodo consequat.
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Figure 35 — Edit Panel Comment

5.2 Editing Document Identifiers after Submission

When applicants upload a document to their application, they must include a document name. Document date and
document version number are not mandatory fields, therefore they may be left blank. If a situation arises where
the study team makes a typo when entering this information, the REB can edit the document name, version date, or
version number for any documents included in the submission they are reviewing

To do this, the REB can go to the Documents tab on and then click on the row containing the name of the document
in the table. A pop-up window will appear where the Document Name, Version Date, and Version number are
editable. Typically this is only done when an error is detected by the REB Staff or at the request of the study team.
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Figure 36 —Editing Document Name, Version Date, Version Number

Tip: Do not manually change the document information directly within letter template. Doing so will create a
discrepancy between the document approved by the REB and the project document data within Stream. More
details on this can be found in the Navigating Stream user manual, available for download on the Manuals &

Guides page.
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