EthOS Video — Sharing Forms (Assigning Roles) Descriptive Video Transcript

At 00:00 —Introduction

00:00 Narration
Hi everyone, let’s take a look at how to use a role to share your REB applications with your study team in EthOS.

Visual Descriptions
e A slide with the EthOS logo and the title of the Training Video: Sharing Forms (Assigning Roles)

00:07 Narration
Roles are pre-configured permission combinations to ensure that access works as intended throughout the entire project. As of mid-August
2025, roles are the only way to give access to others — the previous ‘share’ button is no longer available or recommmended.

Visual Descriptions

e A transition slide with the title What are Roles?’

e A slide with the action pane of EthOS with the Roles button highlighted

e The share button in the action pane is also highlighted with a red X to indicate it is no longer in use

00:28 Narration
Whoever creates the application is considered the Form Owner & Project Owner. This is essentially the first and highest ‘role’ and until this
person gives a role to others, no one else on the study team can access the project.

Visual Descriptions
o A slide with a screenshot of the Collaborators tab in EthOS
e The name ‘Mx Martha Turner' is indicated as the Project Owner and Form Owner

00:44 Narration
Once you assign a role, however, that person can access the main REB application and all existing and future versions or subforms for the
project, according to that role’s permissions.

Visual Descriptions
o The slide transitions to show the Collaborators tab after Study Team Members have been added to the project



At 00:00 — Available Roles

00:56 Narration
There are three different roles you can choose from:

Principal Investigator — after the Form Owner, this is the highest level of permission and must be assigned to the named Pl on the project
(unless you're the Pl creating the application). This role gives full edit access but also the ability to sign & submit an application.

Visual Descriptions

e A slide transition with the title ‘Available Roles’

e A slide with the Roles button highlighted above a bullet list of Principal Investigator permissions

e A blue text box appears with a note: ‘only a Pl signature can trigger a form submission’ pointing to the ‘Submit’ permission for a PI

01:20 Narration

Co-Investigator (edit) — this role mirrors the PI role with the exception of being able to sign & submit. It's optional but necessary for any Co-
| who needs to write or edit anything in the REB application. Those assigned the Pl or the Co-I role are also copied on any of the EthOS emails
and notifications such as submission confirmations or automated reminders. They can also grant roles to others.

Visual Descriptions

e The previous slide expands to now show the Roles button highlighted above a bullet list of Co-Investigator permissions
e The word ‘submit’ is in red font with an X beside it to indicate that the Co-l cannot trigger a form submission

e Blue text appears that indicates these roles can give roles to others

01:50 Narration
For all other study team members or collaborators, there's a generic Read-Only role. Basic read-only access to everything in the project file,
including the ability to share read-only access with others.

Visual Descriptions

e The previous slide expands to now show the Roles button highlighted above a bullet list of Read Only permissions

e Blue text appears that indicates this role can only give a read-only role to others

e Blue text appears that directs researchers to email RAIMsupport@uoguelph.ca if they need to request a different combination of
permissions, including their rationale



mailto:RAIMsupport@uoguelph.ca

At 02:05 — Important Notes about Roles

02:05 Narration
There are a few important things to keep in mind when you're working with roles:

First, you can only assign roles to an EthOS user with an active account. Accounts are activated by logging in once or requesting external
account activation (if you're not with U of G/UofGH).

Visual Descriptions

A slide transition with the title Important Notes about Roles’

A screen shot of the EthOS log in window

The slide instructions tell users to log in once with their Internal Log in credentials if they are with U of G/UofGH

The slide instructions tell users to request an external account at https://uoguel.ph/efg43 if they are not with U of G/UofGH

02:26 Narration

Secondly: there are sections in various REB forms, most notably the main REB application form, where you list the names of the study team
members and collaborators. However, specifying the list of study team members and granting access are always two different and distinct
activities. Not everyone on the study team will need to access the application, and in some cases not everyone with application access is
part of the study team. (For example, if you've given a colleague read-only access for knowledge-sharing purposes).

Visual Descriptions

e A screen shot of the Main REB Application form’s initial page

e The Personnel section is highlighted

e Text appears under the screenshot indicating that naming study team members and granting access are different steps

e A slide appears with five different study team members listed: Martha (the project owner), Dhruv (the PI), Joelle (the Co-
Investigator), Rob (Student) and Pascale, an interested colleague

e Dhruv and Joelle on the study team have roles; so does Pascale (read only) even though she’s not on the study team

e Rob, even though he's on the study team, does not have a role

o Red text on the slide says ‘Use EthOS roles in the way that makes the most sense for your study’

03:04 Narration
The best practice is to assign your roles early, while you are creating your main REB application. Once you've listed all your study team
members or collaborators, ask yourself who will also need to access the application to either edit, sign, or read it.

Visual Descriptions
e Various screen shots from the main REB application form showing the typical questions on a Personnel page


https://uoguel.ph/efg43

e Sections of these pages are highlighted to indicate where the user enters the names of the study team members
e A personicon is shown with a ‘thought bubble’ working through the different form access scenarios that apply

03:23 Narration

This doesn’t have to be perfect right away, however, because you can assign or change roles at any time in a project’s lifecycle. But, the most
important roles to assign early are the Pl role (if that’s not you) which must be assigned, and also any Co-Investigators who might need to
edit or contribute to the content of the application.

Visual Descriptions

e A personicon is shown with a ‘thought bubble’ working through the different form access scenarios that apply

e A slide appears with five different study team members listed: Martha (the project owner), Dhruv (the PI), Joelle (the Co-
Investigator), Rob (Student) and Pascale, an interested colleague

e Ared box is around Dhruv and Joelle indicating these roles (Principal Investigator and Co-Investigator) need to be assigned early

At 03:43 — EthOS Steps to Assign a Role

03:43 Narration
You can assign a role in any of the forms, any time you see the Roles button. Click on the Roles button to open the Share Roles pop-up
window. You can use this pop-up window to assign roles to as many people as you need to.

Visual Descriptions

e Aslide transition with the title ‘EthOS Steps to Assign a Role’

o The useris in the EthOS system inside a Project

o The user clicks on the Roles button and the Share Roles pop-up window appears

04:00 Narration

The first step is to look up their email address — just begin by typing their name. Ask them to activate their account if you don’t see a search
result. Then, choose one of the three available roles from the drop-down list. To add another name, click on the green plus button and repeat
the process.

Visual Descriptions

e The user is typing the name Dhruv Patel and selects the email address that appears

e The user clicks on the Principal Investigator role from the ‘Please select’ drop-down menu
e The goes through the same steps for Joelle Chartrand and Pascale Leger



04:20 Narration
Once you have everyone entered, hit the green Share Role button and EthOS will confirm that the role was given successfully. Everyone will
receive an email to let them know, and that project will now be in their Work Area’s project list as well as their shared tile.

Visual Descriptions
e The user clicks on the green Share Role button and a green banner appears in EthOS
e The useris now in Joelle’s EthOS screen showing how the shared project is in her Project List and Shared tile

At 04:41 — Who Has What Role?

04:41 Narration
Once you've assigned a role, you can review this from a few different places. First, the Roles button — since this is where you assign and/or
remove roles, it will always display who currently has what role

Visual Descriptions

e A slide transition with the title 'Who Has What Role?’

o The useris in the EthOS system inside a Project

o The user clicks on the Roles button and the Share Roles pop-up window appears

e The user appears the names of the people in the list and their roles: Dhruv (Principal Investigator), Joelle (Co-Investigator), and
Pascale (Read-Only)

04:54 Narration

However, if you want to see what exactly each person can do, use the Collaborators button — or the Collaborators tab — from any of the
project’s forms. You cannot assign or manage roles from here but you can see the exact permission details for each person. These of course
correspond to the roles - it's just that the name of the role is not included in this view.

Visual Descriptions

e The user navigates to the Collaborators tab

e Text appears on the screen to indicate that Collaborators = anyone who has been given access (not the same as the names of the
Study Team Members which are found on the Personnel page)

e The user reviews the different Collaborators permissions for each of the people

e The name of each role appears beside the permissions listing



At 05:18 — Adding, Removing, or Changing Roles

05:18 Narration

As your study progresses, new study team members may join and/or others may leave. The study team list should always be kept current
with the REB by submitting an amendment if and when this happens. But, those changes in the study team may also mean that you need to
review or reassign roles. Here's how you do this:

Visual Descriptions

e Aslide transition with the title ‘Adding, Removing, or Changing Roles’

e A slide with the example study team members appears indicating that Joelle has left the project, Rob now needs his access, and
Pascale has now joined the study team

e The slide instructions say that an Amendment is required for Joelle and Pascale

e The slide instructions say that EthOS Role Changes are needed for Joelle, Rob, and Pascale

05:37 Narration

First open the project. From any of the project forms, click on the Roles button and review the list. To add someone new, enter their name
and choose the appropriate role. To remove access, find the person’s name and click on the Remove Permissions button to remove the role.
To give someone a different role, first remove the first role and then add them again with the correct role.

Visual Descriptions

e The user isin the EthOS system inside a project

e The user clicks on the Roles button to open the Share Roles pop-up window

e The user searches for the name Rob Holley and gives him the Read Only role

e The user removes the Co-Investigator role from Joelle

e The user removes the Read Only role from Pascale and then adds her again this time with the Co-Investigator role
e The user reviews the final list of roles after making all these changes

At 06:11 — PI’s Must Assign Roles for Legacy Applications

06:11 Narration

One final note: for legacy applications created in MS word, these are manually migrated to EthOS (once approved) to the Principal
Investigators account. This means that even if you were the person who originally submitted the MS Word application, you won’t be able to
see the migrated form until the Pl gives you the appropriate role. If you don’t see a legacy application in your Project List that you would
expect to see, contact the Pl and ask them to assign you the appropriate role. If you need to work with the legacy application in the future,
e.g. to submit a renewal or amendment, you'll need the Co-Investigator (Edit) role.



Visual Descriptions

e The user isin the EthOS system inside a Legacy project

e The user opens the Legacy data questions and shows the Principal Investigator area

e The user clicks on the Roles button to open the Share Roles pop-up window

e The user gives the Co-Investigator role to Joelle and closes the window

e The user open the Collaborators tab to show that Joelle is now in the list with the correct permissions

06:55 Narration
Remember you can find all EthOS support resources from the EthOS help menu or the EthOS hub. If you have any questions, reach out to
RAIMS support@uoguelph.ca at any time. Thanks for watching and have a great day!

Visual Descriptions

e The user searches for the University of Guelph EthOS Hub website; after launching the user opens the Applicant user materials
e The EthOS slide appears with the RAIMSuopport@uoguelph.ca email listed

e The words ‘Thanks for watching’ are at the right on the slide
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