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1: Logging in to EthOS
EthOS

Ethics Online System

'To access EthOS go to:
https://ethos-
apply.mmu.ac.uk

EthOS Applications

Manchester
Metropolitan
University

Ethics Online System (EthOS)

In order to log into EthOS e
you need to enter your ID
number and your usual -
password.

These are the credentials
that you use for all
university systems.



https://ethos-apply.mmu.ac.uk/

2: EthOS Work Area

Once you have logged in,
you will reach the main
Work Area. This will
display a list of your
current projects and
pending actions.

In order to create a
project, select ‘Create

Project’ from the ‘Actions’

bar on the left hand side.

(These action buttons
will change according to
the page you are on)

EthOS

Ethics Online System

€ Ethics Online System (EthOS) - Google Chrome o |[& ][ =
&« C | & Secure | https//mmuforms.ethicalreviewmanager.com/ActivityForm,/Inde T E
Ethics Online System (EthOS)  Home  contacts Beta Test Mode
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Actions v o
Notifications Signatures Transfers Shared
a0 a0
KN & O
Create Folder Delete Folder Create Project
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Delete Project  Dyficate | Transfer P!’OJ@CES
Froject
tID Ov D D Nodifi T

Project Title




3: Creating a Project

You will then reach the
project creation page
where you will need to
give your project a title
This should be your
actual project name (not
a generic title e.q.
“Dissertation”). Please be
aware that you cannot
change this later on.

You then need to select
the ‘Full Application’

You then need to select
‘Create’

Create Project

Project Title™

Main Form

Please Select...
Please Select...
Full Application
Unit Application Form

Undergraduate and PGT Application Form

EthOS

Ethics Online System




4: Beginning the Application

This is the main
navigation page of the
application where you

can access the questions.

You can also use this
page to check the status
of the application. Please
use this area to check
that the status is
‘Submitted’ once you
have completed all the
questions.

In order to start the
questions, click on the
‘START HERE —

Applicant Details’ button.

EthOS

Ethics Online System

& EthOS Applications X o+ = X

Project Tree »

@ Guidance Project
A‘I‘!’ <: @ Full Application
Project Share Ce leteness
heck
ﬂ Form Status Review Reference Date Modified
Bt Gore=pan d Not Submitted N/A 1710712019 11:39
Navigat D Signal tures Collaborat Submi e Hist
S - Show Inactive Sections

Full Application

Section Questions

A. General | Information START HERE - Applicant Details | Project Information | Alternative approval I Checklist
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5: Completing the Questions

EthOS

Ethics Online System

€ Ethics Online System (EthOS) - Google Chrome
e

o || 2 ][ =

You should now begin to
. . . < C &5 https//mmu.forms.ethicalreviewma
fill out the questions in

your application form. © o 1

: & ¢ 7
You can navigate through

. . E] < 5
sections using the = | ol

navigation buttons. R sk

Questions and sections
will appear depending on
the answers given to
previous questions.

You must ensure you
answer all questions
accurately and truthfully.

Beta Test Mode
Full Application

Have you completed relevant training? @

Thank you for visiting the Ethics Online System (EthOS)

The University seeks to lead the sector in ensuring that the decisions we make concerning research ethics align with our values as an
institution as well as meeting all regulatory 1 nts. (IV Metropolitan University, Research and Knowledge Exchange
Strategy 2017).

EthOS is an important part of our efforts to achieve "beyond compliance” status in research ethics and governance

All members of staff and students who are about to undertake a project or investigation in the broad area of research are required to
use EthOS to determine what form of ethical approval, if any is required

This system will guide you through the process of determining what form of ethical approval is required for your project

The questions within EthOS will be automatically generated based on your previous answers to ensure that only relevant sections are
displayed

The University is committed to adhering to the principles of the Concordat for Research Integrity and we expect all staff and students 0
to complete the relevant online training. Have you completed the Manchester Metropolitan University Research Integrity training
course?

Yes
No

Health and Safety o

Every member of staff has a responsibility for their own health, safety, and wellbeing, and those around them who may be affected by
acts and omissions. Have you completed the University's Health and Safety training (sign up on myHR)?

Yes
No

Data Protection 0

a ‘¥ v|@

Ar John Smith +

0082




Completing the Questions

EthOS

Ethics Online System

€ Ethics Online System (EthOS) - Google Chrome
S ——

Certain questions will have

o e | &=

an information button on the
top right. This will give you
further detail to help you to
provide an answer. We
encourage you to read this
as much as possible to ”
ensure you can answer the
question accurately

Signatures

2

Collaboratars

Occasionally, you will see
links to external sources
appear. These will appear in
blue and you can click into
this to visit the source
directly.

< C | @& Secure | https//mmuforms.ethicalreviewmanager.com/Project/Page/3/84

a ? ¥ @ :

Beta Test Mode

to complete the relevant online training. Have you completed the Manchester Metropolitan University Research Integrity training
course?

Yes
No

Health and Safety

i ]

Every member of staff has a responsibility for their own health, safety, and wellbeing, and those around them who may be affected by
acts and omissions. Have you completed the University's Health and Safety training (sign up on myHR)?

Yes

No

Data Protection

i ]

The University is responsible for complying with the Data Protection Act 1998 whenever personal data is processed. Under the Data
Protection Policy, all staff have a responsibility to comply with the Act in their day-to-day working. The first step staff can take to
understand these responsibilities is to complete the University's Mandatory Data Protection Training Module. The Data Frotection
Training Module can be accessed on the Staff Resources page of Moodle. To make sure your knowledge is fresh and up to date, all
staff must complete the training annually.

Have you completed the Data Protection Training?

Yes
No

Applicant

Applicant

Title First Name Surname
Mr John Smith

Email 87654321 @mmu.ac.uk




Additional Information and Uploads
EthOS

Ethics Online System

¢ Ethics Online System (EthOS) - Google Chrome = =R
4 g
—
&« C | & Secure | httpsy//mmu.forms.ethicalreviewmanager.com/Project/Page/35/84 QT & @ :

Beta Test Mode

Full Application ersor: .1
Depending on certain o
answers, you may be 2L

asked to provide NN "
evidence in the form of a - N Doy vy kol doeettio o i you wok ke ki ety speition?
document. To do this, e

select Upload Document,

choose a file from your

- This is the end the page
computer and click on
Once you have selected all relevant check boxes, please click "Next” or "Navigate" on the sidebar to proceed with the application
] ]
Upload

Do you have any additional information or comments which have not been covered in the form?

Signatures




Checklist
EthOS

Ethics Online System

What will your project involve? @

Although it is not possible to provide exhaustive criteria which determine whether or not a proposed project needs ethical review, the 0
following can be used as guidance. Does your project involve:

Pay particular attention
. . . Primary data collection from human participants (including, but not limited to interviews, gquestionnaires, images, artefacts and
to question A13 which is digital data)

Further analysis of identifiable, pre-existing data obtained from human participants

a CheCk]_]_St that W]_]_]_ Privileged access to personal or clinical records

Prevent Duty in Research (Terrorism)

detel’mlne Wthh Observation of human participants or the collection of their data without their consent

“ulnerable individuals (children, adults wha lack the capacity to consent or are temporarily vulnerable within the context of the

questions are relevant to project

. Access to individuals who may pose a safety risk to the researcher

your prO] eCt . Any form of physical and/or psychological risk, damage or distress to the participant

Recompense other than reasonable expenses and compensation for time

Clinical procedures with participants

The use of novel techniques, even where apparently non-invasive, whose safety may be open to question
YOU_ mU_St C&I@fU.HY The ingestion of any substance by participants by any means of delivery

. . The administration of drugs by whatever means of delivery

COIlSldeI and C].].Ck 8.11 The use of ionising radiation or exposure to radicactive materials

Mew human tissue samples or other human biclogical samples

bOXGS that app].y tO YOUI Existing human tissue samples or other human biclogical samples

. The use of equipment which may be a medical device, or is a known medical device, but will be used outside its intended
pIO]eCt . purpose and be tested on human participants

Biological agents or toxins

The design or production of new or substantially improved materials, devices, products or processes

The generation of new ideas, images, performances or artefacts

Animals, their tissue or their remains

Plants or plant matter

Nane of the above

10



Types of Question

Certain questions enable
you to add contacts (for
example: your supervisor).

Be sure to add all details
(including title) to prevent
this question being flagged
up as incomplete within the
completeness check.

Once you have added
contact details you can click
on ‘Add to contacts’ to save
this person for future
projects.

If you have previously saved
a contact then you can click
on ‘Load’ to pre-fill this
section with their details.

EthOS

Ethics Online System

Supervisor

Title First Name

Faculty

Telephaone

Email

Surname

oad Add to contacts




7: Actions

You can print the
application at any
stage (you can also use
this button to save as a
PDE).

You can view and
download the documents
associated with your
application (do not use to
upload documents).

You can save the
application at any time.
The application will also
save automatically.

\ Previous Mext I\la'-.-'ig ate

The actions bar (on the left hand side)
has several further crucial tools mote: these

buttons change depending on which screen you are on).

Save Sh are‘h

Complateness
Check

|

Use the ‘Completeness
Check’ to see any
outstanding actions.

Actions w

© @ 9

" ¢ 7

/F’r!ntvjac uments = Signatures

EthOS

Ethics Online System

You can check the
signatures that are
currently held against the
application (you do not
provide your signature in
this area).

You can share the
application with others to
view

You can check the
collaborators that are
currently involved in the
application (you cannot
assign collaborators

here).
12



8: Signing and Submitting

EthOS
Ethics Online System

Once you have completed all

questions then you may be

. Signatures @

required to request a

Signature from your H1 | confirm that all information in this application is accurate and true. | will not start this project until |

SupeIViSOI (PGR Only) TO dO have received Ethical Approval.

this, click here. * | confirm

| do not confirm

If the system does not
recognise your Supervisor (]

then they have not , _ o . .
. . H2 Please notify your supervisor that this application is complete and ready to be submitted by clicking
prev1ously logged into the "Request" below. Do not begin your project until you have received confirmation from your

System Please ask them tO supervisor - it is your responsibility to ensure that they do this.
do this before requesting
their signature again.

Request Signature

H3 By signing this application you are confirming that all details included in the form have been
completed accurately and truthfully.

Once you have requested
the supervisor signature
(not before), then you
should click on ‘Sign’

13



Signing and Submitting
EthOS

Ethics Online System

€ Ethics Online System (EthOS) - Google Chrome (=N
—
<« C | & Secure | httpsy//mmu.forms.ethicalreviewmanager.com/Project/Page/4/84 [SHL S 4 :

Sign Form

Please enter yeur login details in order to sign this form

To sign the form, you
must re-enter your
username (I.D number)
and usual institutional
password.

Once you have done this,
click on ‘Sign’

14



Signing and Submitting

You have now submitted your form.

If required to do so (PGR Students),
your supervisor will sign to ensure
that the application is of sufficient
quality to be submitted for review. It
is your responsibility to chase up
your supervisor to ensure that they
have done this.

The application will then get sent for
review. Please be aware that you may
get a request to make changes to your
application. Please see the designated
guide to see how to do this.

DO NOT commence this project until
you have received approval to do so.

EthOS

Ethics Online System

€ Ethics Online System (EthOS) - Google Chrome

Ethics Online System (EthOS)

Form Submitted

What happens next.

Thank you for submitting your form. It has been successfully received. Please do not commence this project until you have received approval confirmation.

Home




Post-submission Actions
EthOS

Ethics Online System

From the main navigation page you can check
the status of your application. If the Form
Status is ‘Not Submitted’ then either yourself
or your supervisor have not yet signed the

application.
If the form status remains as ‘Submitted’ for T Guidance Project pyrym
more than one week then please contact your ® |52
faculty research officer. At

© Guidance Project

f , A'h '<: © Full Application
If you have not had a response (‘approval’,
‘rejection’ or ‘changes requested’) within 3 &
Bt |jConespond Not Submitted NA ] =

weeks then please contact your faculty
research officer.

ILAnshC Show Inactive Sections
If you want to download a copy of your Full Apptication Q

Section uestions

response ]-etter then C]-]-Ck On the ‘HIStOI'y’ tab A. General Information START HERE - Applicant Details | Project Information | Alternative approval | Checklist

If you receive notification to make changes
then please see the relevant guide.

If, once you have received approval, you want
to make an amendment to the details of your
application then please see the relevant guide.

16
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