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A.  Introduction

The Griffith University Ethics Expedited Review process is web based.  This means that academic staff complete the Ethics Expedited Review checklist by logging on to eNABle, and electronically submit the completed checklist to the Office for Research.

This document explains how to enter data and submit the checklist.  

B.  How to find your way around eNABle

NOTE that you should not use the back button in your browser to return to previous screens.  Instead, use the page tabs as shown in the table below, or use the menu on the left of the screen.

	Icon
	Use

	[image: image1.png]



	This is located at the bottom left of each page.  You may have to scroll down to the bottom of the page to see it.  Use it to save the page.  You can, if you wish, save periodically whilst entering or amending a protocol.

	[image: image2.bmp]

	These icons are used to insert or delete a set of information.  For example, you would use the plus sign on the Researchers page to add more researchers to your checklist.  If you click the sign, an additional box for entering another researcher will appear on the page.

	[image: image3.bmp]

	This button, which appears next to a number of fields, allows you to search for, and select, a value for the field.

	[image: image4.png]



	This calendar icon appears to the right of date fields.  You can either use it to select a date, or just type the date straight in to the field.
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	If you click on this button, which is often found at the top of a list of items, you can export the list to an Excel spreadsheet.  
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	Click on one of these page tabs and you will move to that page.  The darker coloured tab denotes the active page.


C.  Ethics Workbench

	Step 1


	To get to your Ethics Workbench, simply log on to the Web and go to https://www10.gu.edu.au/enable/signon.asp.  Alternatively, click on the Staff link on the Griffith University Home Page, then click the eNABle link on the Login line from the Staff page.


	Step 2


	Enter your staff ID number and your password (the same procedure that you use to view your pay slip).

Choose ‘About Research’ from the drop down menu at the top left of the screen.
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From the Menu on the left side of the screen, select ‘My Ethics’.




From this one launching point, you can add new protocols, and edit and delete all the draft protocols that you have entered onto the Web.  You can also view all your protocols that have been submitted to the Office for Research, and get a summary of all of the processed protocols that involve you as a researcher.  You can print the list of processed protocols, and you can export any of the lists to an Excel spreadsheet.

D.  Add a new protocol

	Step 1


	To add a protocol once you are in the Ethics Workbench (explained in Section C.  Ethics Workbench, above), click on the [image: image8.png]Add a New Expedited Review



link on the top left hand side of the screen.  The ‘Part A and B’ page will appear.  




	
[image: image9.wmf]

	Note that the darker coloured tab denotes the active page.  
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	Step 2


	Enter the Protocol Title, Start Date, End Date and Department code and the name and details of the contact person for this protocol.  

When you have finished entering data on this page, click on the ‘Part C and D’ tab at the top of the page.  




	
[image: image11.wmf]

	Note that you must complete all fields marked with an * asterisk.  Other fields are optional.

Click on this [image: image12.bmp] to choose a date from the calendar.

Click on this [image: image13.bmp] to search for an item.


	Step 3


	You are then asked a series of questions, and your answer to each question will determine the next question presented to you.  Answer the questions by choosing either ‘Yes’ or ‘No’ from the drop down list in the ‘Yes/No’ field.  After answering each question, click on the [image: image14.png]CONTINUE



 button to move to the next question.

If your answers indicate that you need to complete a full application for ethics clearance, you will be warned that this is the case, and the statement ‘If you proceed, the information you have just entered will be deleted.  You will need to complete a full review form, which can be down loaded  from the Office for Research’s web site’.

If you click [image: image15.png]


 the checklist will be deleted.  If you click [image: image16.png]


 you will be returned to the last question you answered and will be able to amend it.




	
[image: image17.wmf]

	If you do not understand a question, click [image: image18.png]Further information



to see a longer explanation of the question.  When you wish to return to the questions on the Part C and D page, click on the [image: image19.png]


 button at the bottom of the page.

The questions you have answered will appear in a column on the left of the page.  If you wish to review your answer, you can return to any question at any time, simply by clicking on it.




	Step 4


	Once you have completed all the questions in Part C and D, you will be taken to the Part E page.  Part E questions require a brief, free text response.  As with Part C and D questions, further information about what is required can be accessed by clicking on the link to the right of the question.

Once you have answered all Part E questions, click on the ‘Researchers’ tab at the top of the page.




	Step 5


	Complete the Researchers Page.  You may add as many researchers as necessary.  Use the [image: image20.bmp] to search for the Employee ID of any Griffith researchers that you enter on the system.  It will take you to the Look Up page.  Here, you can search by a range of different categories, as shown below.
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You will save a lot of time if you narrow your search parameter before clicking the [image: image22.png]


 button.

You will be presented with a list of results that match your search.  

If the name you were seeking appears on the list, click on it to populate the Employee ID field on the Researchers Page.  

If the name does not appear on the list, check your search parameter to make sure you typed it correctly.  If you did, and the person is an employee of Griffith University, you will need to contact the Office for Research to get the person added to the database.

To add another person, click on the [image: image23.bmp] button to the left of the ‘Employee ID’ field.


	Step 6


	If you want all Griffith researchers to receive the emails from the Office for Research, not just the contact officer noted on the Part A and B page, untick the [image: image24.png]¥ Email contact officer only



.  If you only want the contact officer to receive emails, leave the box ticked.

If there are any researchers who are not on the database because they do not work at Griffith, enter them in the [image: image25.png]Non GU
researcher:




 field below the Employee ID area of the page.  You may enter more than one person’s name in this box.


	Step 7


	The next part of the form is a number of checkboxes.  If any apply to your project, tick the box.  This will cause a hidden area to be revealed, containing further fields to be completed.

The first is Student research:

[image: image26.png]ourse of Study
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If your research involves a student, tick this box and provide the extra information. 

If the research is partly or wholly funded by a grant, tick the ‘funded research’ box.  
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Enter the OR project number.  Use the [image: image28.bmp] button to search for the number if necessary.  You can only choose from projects where the Chief Investigators on the project are researchers on this Ethics Expedited Review checklist.  If you choose from a project on the search results list, the system will populate the Funding Source and Research Project Title fields on the checklist.

If there is a conflict of interest present, tick the checkbox and provide further information.

 


	Step 8


	If you need to attach an electronic file to your checklist, click on the [image: image29.png]


 link at the bottom of the page.  For example if you wish to attach a copy of the informed consent package for the research, sample questions from the data collection instrument, or some supporting commentary.
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You can now attach a file.  Use the [image: image31.bmp] to find the file and attach it.  Use the [image: image32.bmp] to view the attachment you added.  Use the [image: image33.bmp] to delete an attached file if you make a mistake and need to delete an attachment.

You may attach multiple files.  Click on the [image: image34.bmp] to add another attachment.  Then attach another file in the same way as the first.


	Step 9


	When you have completed the checklist, you will be able to submit it to the Office for Research.  Click on the [image: image35.png]‘SUBMIT TO OFFICE FOR RESEARCH



 at the bottom of the screen.  The following page will be displayed.  If you are ready to submit then click on the Submit Now button. [image: image36.png]Before you submit your application for ethical clearance, please check the following:
Have you fully completed every section of the form? [l
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oot submit



 If your submission is successful, you will get a message that will estimate how long it will take for your protocol to be processed.
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You should then print out your checklist and send a hardcopy version, along with any attachments, to the Office for Research.  To print, click on the [image: image38.bmp] link for the relevant protocol from the Ethics Workbench.  The checklist will then display and you can print it by going to the menu item at the top of the screen, named ‘File’ then ‘print’.  Alternatively, you can click on the [image: image39.png]


 icon on the toolbar at the top of the screen

To return to the summary page, once you have printed the checklist, click on the menu item [image: image40.png]My Ethics



 on the left of the screen.  


E.  Edit a Protocol

From ‘My Ethics’, you may update protocols that have not yet been submitted to the Office for Research.  

	Step 1


	Click on the Protocol number of the protocol you wish to edit.  Protocols may only be edited if they have a Clearance Status of ‘New’.  Others may be viewed only.


	Step 2


	Update details on any of the four pages that you wish to.  When you have finished, you can submit to the Office for Research, or simply save for further updates at a later date.


	Step 3


	To view a submitted protocol, you will also click on its protocol number.

When you have finished viewing, click on [image: image41.png]Return to the Summary Page



 at the top of the screen


F.  Delete a Protocol

If you discover that you have entered a protocol that is incorrect (ie it has been entered twice, or circumstances change) you can delete it, as long as you have not submitted it to the Office for Research.  If you do realise that you have made an error after submission, please contact Dianne Searle at d.searle@griffith.edu.au to have your protocol ‘unsubmitted’.  Once this has been done, you will then be able to either delete or make changes to it.

	Step 1


	In My Ethics, click on the [image: image42.png]Delete

2



 link belonging to the protocol you wish to delete.  You will get the following message:

[image: image43.png]You are aboutto delete the Expedited Revisw for Frotocol Number CTLIO1/D4HREC. (26500,103)
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Note that you can only delete protocols that have not been submitted to the Office for Research.  If the Status of the protocol is not ‘New’ you cannot delete.  Contact Dianne Searle at d.searle@griffith.edu.au to delete submitted protocols. 


G.  Submitted Protocols

Once submitted, protocols cannot be updated, but you can view them by clicking on the protocol number of the relevant protocol.  The Clearance Status of a submitted protocol changes from ‘New’ to ‘To be cons’ and the Date Submitted will appear.  The Review status remains at ‘New’.  This will change as the review process proceeds and you can check the progress of the review here.

To print a certificate that shows you have submitted your protocol, click on the [image: image44.png]Print Certificate



 link for the protocol.  It is located on the right hand side of the protocol.  The following certificate will then display and you can print it by going to the menu item at the top of the screen, named ‘File’ then ‘print’.  Alternatively, you can click on the [image: image45.png]


 icon on the toolbar at the top of the screen.

[image: image46.png]HUMAN RESEARCH ETHICS COMMITTEE
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Figure 1 - Submission Certificate

To return to the summary page, once you have printed the certificate, click on the menu item [image: image47.png]My Ethics



 on the left of the screen.  

H.  Summary of Processed Protocols

Use the [image: image48.png]Summary of processed Protocols



 link (located on the top right of the ‘My Ethics’ page) to access all active approved protocols that have been processed by the Office for Research.

You can use the [image: image49.png]


 located on the top right of both the Human Ethics and the Animal Ethics grids, to export the list to Excel.  You can also customise the way the protocols are sorted within the grids, and hide or freeze certain columns.  To do this, click on the [image: image50.png]


 link, also on the top right of the grids.  The Personalize Column and Sort Order page will appear, as shown below:  
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You can experiment with the column and sort order by selecting columns to hide, or freeze, and by changing the sort order.  If you want to restore the default column and sort order, just click the [image: image52.png][©[RESTORE DEFAULTS



 button.

I.  Further Help and Information

If you require further help or information, you can obtain this by contacting

Mrs Dianne Seaerle
Telephone:  3735 5473


email:  d.searle@griffith.edu.au
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