How to Create and Submit an Amendment — for RA creating on behalf of Faculty Pl
Note: ensure that the popup blocker is disabled for this URL (see FAQ for help)

IMPORTANT -Select Amendment option only if the initial application was submitted through eRAP, using the
eRAP application form. If you used the pre-eRAP Word application version, you must use the Amendment-Legacy
form.

Login to eRAP https://infoed.is.mcqill.ca .
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1. Click Locate Records and apply filters as
needed to locate the protocol which will be Home My Profile Locate My Records Locate Records Calendar Messages
amended.

2. Protocols on which you have edit access
will display. Find and hover over the
Record Number of the protocol that
requires an amendment.

3. Note: Record Status should display as
‘Approved’. Only approved protocols may 202
be amended. § 31 Dea

4,  A-If the Pl has already created the new : »

amendment for you to complete, select
‘Edit’ from the flyout menu.
B-1f you, and not the PI, will start the

amendment, select ‘Create New’ from the _—J e LS

flyout menu. >
In either of these scenarios, a new, second :
flyout menu will appear. TANT UN

5. Select ‘Amendment (date created, new
protocol) for situation A, or ‘Amendment’
for situation B

A NoTE:

a.  If the amendment form does not appear in a
new window, it is because of the popup issue.
Do not create another new continuing review. It
has been created. You can access it by
hovering over the Record Number and clicking
Edit and Amendment (new protocol) from the
flyout menu.

b. Besureto disable popup blockers for this

Things to Do



https://infoed.is.mcgill.ca/

6.

The Ethics Submission screen displays. You
will be on the Instructions page.

Note: these instructions do not apply to the
amendment; they apply to an initial application.
Please ignore.

10.

From the menu on the left, click
Amendment. The new amendment form
opens in a new window.

If you do not see the Amendment tab,
unlock the protocol by unchecking the
Locked field. Once unlocked, the
Amendment tab will appear in the left
menu.

The first step is to complete the
Amendment form which summarizes the
changes to be made.

For question 4- this is only to list the
documents for which new versions are
being supplied. The revised documents
must be uploaded in the application itself.
Note that you must delete the current
versions which are being revised, and then
add the revised documents.

Based on your described amendments,
revise all the relevant sections of the initial
application from the menu on the left. You
must delete (not strike through or highlight)
all existing content that will no longer
apply, as well as adding the new content.
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The content in each section must reflect the
study as it will now be conducted.

Note: There is no need to highlight
deletions or additions made in each section.
The REB will use Form History to
compare (see FAQ to see instructions for
how to do this yourself).

12. If you are changing existing uploaded
documents, you must remove the current
version of the documents being revised and
replace with a new version.

13. Click Save. If there are mandatory
questions that you have not filled in, a
pop-up appears. Clicking on the question
will bring you to that section. Fill in the
question and click Save again

There are now 2 options.

14. You can contact the PI and let them know
the form is ready to
submit(recommended).They access the
form by hovering over the record number,
select Edit, then Amendment-new
protocol, review, make any changes, and
select ‘I am the PI” and submit to the REB.

If the RA chooses to submit the amendment
to the PI for approval through eRAP, click
Submission Approval, click on the down-
arrow and select “I am not the PI’.

Click Save
15. Check the Locked field.
16. Click Submit.

You will get an email indicating that your
amendment application has been submitted to the
faculty PI. The faculty Pl will review it, make
further changes if needed, and send it to the
REB Office.

Once the REB Office receives the amendment it
will be reviewed, and the Pl and RA will be
notified:
o  That the amendment has been approved.
Or
o  That modifications/clarifications are
required.
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