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1. Self-Registration 

Applicants will self – register for the system as per below screenshots: 
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Once the applicant has registered, they will receive an email to activate their account on  

the ICGP Research Ethics system. 

 

*Please note to check your ‘SPAM’ folder if you do not receive an activation email 
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2. Creating an Ethics Review 

To create an Ethics Review submission, click on the blue “New Ethics Application” button on the top right-hand 

side of the page. Type in the “Project Title” name and click the blue “Submit” button. 

 

Stage1: 

 

Stage 2: 
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3. Ethics Review Form 

The navigation panel at the top of the page allows users to go through different sections of the ethics form. As 

shown by the red arrow on the screenshot. 

IMPORTANT NOTICE: Please ensure to read all instructions below on ‘Saving’.  

 
 
When moving between sections, please make use of the “SAVE” button, found at the top righthand side of the 

page, so that progress when filling out a form is not lost. The system will warn users when trying to move between 

sections without saving, in this case as per below example, please ensure to choose ‘NO’ or you will lose the work. 
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Ethics Review Form – Submission, Workflow and Visibility  
Submission: 
The red “Errors” button on the top righthand side of the page, will act as a guide for the user and will show any 

outstanding fields or documents needed to complete the submission. As shown with the red arrow on the 

screenshot.  

 
When all mandatory fields and Sections have been completed, the red “Errors” button will turn into a blue 

“Submit” button. This has now noted that the user has completed the application and it is ready for the user to 

press the blue “Submit” button. As shown with the red arrow on the screenshot. 
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Once the user presses the blue “Submit” button the user will be directed to the last stage of the application which 

is to confirm and submit the user has understood all terms and information in this process. Once completed, the 

user can now press the blue “Submit” button for the application to go through the approval process in the 

workflow. 

As shown on the below screenshot with the red arrow.

 

Workflow: 
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Visibility of Applications 
Who can see the users Application: 

 Please note the people able to view the users REC Ethics Application will be as follows: 
o REC Admin – receiving the submission  
o REC Reviewer – receiving the submission from REC Admin 
o REC Chair – receiving the submission from REC Admin 

 Please note the assigned Reviewer and REC Chair to the users application will be able to see all relevant 
information submitted online and through documentation provided in Section L by the Applicant. 

 Please note in the case of an unprecedented absence of a Reviewer already assigned to the user’s 
application, the next steps taken are either the REC Admin, REC Chair or a reassigned REC Committee 
Reviewer will be required to log in as the assigned absent Reviewer which will allow access to the users 
submitted application.  
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4. Amendments/Clarifications/Study Completion Notification 
Form: 

Responding to requests for Clarifications:  
 The user will receive an email notification from Vidatum software to state you have a task to action. 
 A letter requesting clarifications will be visible in ‘Section L’ of the user’s application.  
 The user will then be required to attach a clarifications document in Section L with all required 

information or further documentation needed.  
 All further documentation can be added in Section L and choosing the option for the document called 

‘Other Documentation’ to upload.  
 Once all documentation has been uploaded the user will then re-submit their application to which the 

REC Administrator will receive notification for review.  
 The REC Administrator will then send the further documentation to the reviewers for review. 

 
Uploading Amendments Request Form:  

 The user will need to attach the Amendments Request form in ‘Section L’ with all required information 
or further documentation needed.  

 All further documentation can be added in ‘Section L’ and choosing the option for the document called 
‘Other Documentation’ to upload.  

 Once all documentation has been uploaded the user will then email research@icgp.ie notifying of this 
request.  

 The REC Administrator will then send the further documentation to the reviewers for review. 
 
Uploading Study Completion Notification Form:  

 The user will need to attach the Study Completion form in ‘Section L’ with all required information or 
further documentation needed.  

 All further documentation can be added in ‘Section L’ and choosing the option for the document called 
‘Other Documentation’ to upload.  

 Once all documentation has been uploaded the user will then email research@icgp.ie notifying of their 
completion.  

 The REC Administrator will then update the applicant’s details with same. 
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5. Ethics Approval 

When a user submits their application, the user will receive an email notification on the submission (please note 

to check ‘Spam’ Inbox, if you do not receive the email). The system will automatically send the user an updated 

email notification on each stage of the review process. The user can click on the Project Title ‘link’, as shown on 

the below Screenshot 1 with the red arrow. This will direct the user to the application that is required review or 

has been marked approved. As per the below on Screenshot 2 with the red arrow.  

Screenshot 1. 

 

 

Screenshot 2. 
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The user can also view updates on their “Ethics Review” page under the Submissions Icon. This page will list all 

the users previously submitted Ethics Reviews and the user will be able to view them in a read-only format. As 

shown on the below screenshot with the red arrow. 

 
 
 

Clicking on the person profile “ “ button will allow the user to view which stage of approval the ethics review 

is on. As shown on the below screenshot with the red arrow. 
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Example of reviewing preview: 
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6. Applicants next steps: Actioning responses received from 
REC Committee                                                               

Decision response: 

Next steps on receiving a ‘Decision’ response: 

 The user will receive a notification, which they can view on their “Ethics Review” page under the 

Submissions Icon. 

 A decision letter will be attached in Section L for the user’s review. 

Replying to a Decision response: 

 The user will note that their application will be back in Draft form.  

 Please review the decision response letter from the REC Committee stated in Section L, responding as 

required i.e., amending the user’s form/documents, complete the response form and uploading all 

further attachments needed to Section L.  

 Once a user has added all documentation and responses to Section L the user will now be required to 

re-submit the application. 

 The application will then go through the same process and be delivered to the REC Administrator to send 

to the REC Committee for review.  

 A REC Committee response to the decision letter will then be communicated to the user through a 

decision letter being attached to Section L and notified of this by the REC Administrator on an online 

email notification to your submission.  

Clarifications required: 

Next steps on receiving a ‘Clarifications’ required: 

 If clarifications are required by the user, they will be required to update their application form and any 

other required materials, also attaching a clarifications response form outlining the changes made.  

 Once all information required is updated and all relevant documentation is attached in the Section L, the 

user will then submit their application.  

 This will be sent to the REC Administrator who will then forward to the REC Committee for further review. 

Replying to a Clarifications response: 

 The user will note that their application will be back in Draft form.  

 Please review the clarifications response letter from the REC Committee stated in Section L, responding 

as required i.e., amending the user’s form/documents, complete the response form and uploading all 

further attachments needed to Section L.  
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 Once a user has added all documentation and responses to Section L the user will now be required to 

re-submit the application. 

 The application will then go through the same process and be delivered to the REC Administrator to send 

to the REC Committee for review.  

 A REC Committee response to those clarifications will then be communicated to the user through a 

decision letter being attached to Section L and notified of this by the REC Administrator on an online 

email notification to your submission.  

Amendments requests: 

Next steps on submitting ‘Amendments' requests: 

 For any amendment requests the user will be required to upload an amendment request form to Section 

L of the already approved application.   

 The REC Administrator will then forward the amendment request for consideration to the REC 

Committee.  

 The user will then receive an email notification from the REC administrator with a request for further 

information or approval. 

Replying to an Amendments response: 

 The user will note that their application will be back in Draft form.  

 Please review the amendments request response letter from the REC Committee stated in Section L, 

responding as required i.e., amending the user’s form/documents, complete the response form and 

uploading all further attachments needed to Section L.  

 Once a user has added all documentation and responses to Section L the user will now be required to 

re-submit the application. 

 The application will then go through the same process and be delivered to the REC Administrator to send 

to the REC Committee for review.  

 A REC Committee response to those amendments will then be communicated to the user through a 

decision letter being attached to Section L and notified of this by the REC Administrator on an online 

email notification to your submission.  
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7. Contact 

Questions/Queries: 

 
*Please email research@icgp.ie with any questions or queries you may have.  


