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1. Your Role on MEOS as the Primary Responsible Person/Supervisor 
 
The Primary Responsible Person (PRP) for a study must sign the application in order for it to be submitted for 
review. You will have the opportunity to provide input on the application, that you may wish the student to 
address, before you sign.  
 
The PRP of a study must be a full-time staff member of Nelson Mandela University or a research associate. 
 

2. Applications that have been Shared with You 

2.1. Viewing the application form 
 

If an application has been shared with you, you will receive an email as shown below. This email will 
provide the following information: 
 

• Name of the person who shared the form  

• Project title 

• Your permissions on the form (Read, write, submit, share, create all sub forms, receive notifications) 

• Direct link to the form 
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Click on the first question to open the form. (For a full explanation of the functionality available, 
please consult the Applicant User Guide which can be found on both the REC-H and REC-A websites). 

 

 
 
If you have only been given ‘Read’ access to the form this will be indicated at the top of the page. With 
Read access only, you are unable to edit the form, but you can add comments for the applicant’s 
attention.  
 

 
 

Use the [Previous] and [Next] buttons at the bottom of the form to navigate. The [Navigate] button 
takes you back to the main page of the form and the full list of sections. 
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2.2. Making comments on the form 
 

If there is a specific section you would like your student to revise, you can make a comment on the 
panel where the question is displayed. 
 
Click on the speech bubble on the specific panel you wish to comment on.  
 

 
 
Click on the [Add New Comment] button. 
 

 
 
Add your comment and click [Save]. 
 

 
 
In the pop-up window that appears, you are able to edit your comment, delete it or add another 
comment. Click Close to close the pop-up. 
 

 
 



 
 

4 

The number in the speech bubble increases depending on the number of comments added to that 
specific panel. Additionally, the total number of comments on the form indicated in the right-hand 
Overview section increases with each comment added. 
 

 
 

2.3. Sharing your comments with the applicant 
 

Kindly note: MEOS does not automatically notify collaborators on a form that a new comment has 
been added. You will need to notify those with whom the form is shared that a new comment has been 
added. 

 

2.4. Viewing comments on a form 
 

Your student or other researchers involved in the study may have made comments on the form. 
 
There are two ways to view these: 

(a) Clicking on the speech bubble 
 

Clicking on the speech bubble on a specific panel will show all comments for that specific set of 
questions. 
 

(b) Clicking on the word ‘Comments’ in the Overview panel 
 

 
 
This brings up a list of ALL comments made on the form, indicating who made the comment and when. 
Unfortunately, it does not indicate the question that is being referred to. Clicking on a comment takes 
one to the specific panel of the form being referred to. 
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3. Signing the Form as Primary Responsible Person 
 

3.1. Responding to a signature request 
 

When your signature has been requested on a form, you will receive an email with the project title, an 
optional message, and a link to the signature request.  

 

 
 
Click on the link takes you to your Signatures page on MEOS.  

 

 
 
The Signatures page can also be accessed via the [Signatures] tile in your MEOS work area. 
 

 
 

Click on [View Form] to open the form. A banner indicating that the form is locked is displayed at the 
top of the page. Check the contents of the form. 
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There are three options available: 
1. Sign the form 
2. Reject the signature request 
3. Unlock the form for editing 

 

3.2. Signing the form 
 
If you are satisfied with the contents of the form, click the [Sign] action. 
 

 
 
Read and the Accept the declaration. 
 

 
 

Click the [Sign] button. 
 

 
 
The Signatures page will open, indicating that the form has been signed.  
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An email will automatically be sent to the person who requested your signature indicating that you 
have accepted the signature request and signed the form.  
 

 
 

3.3. Rejecting the signature request 
 
If you are not satisfied with the contents of the ethics application, add comments as outlined above 
and reject the signature request using the Reject button in the left-hand panel. 
 
Give a reason for the rejection and select [Reject]. An email will automatically be sent to the applicant 
informing them of your decision. They will need to attend to your comments before requesting your 
signature again.  
 

 
 

3.4. Unlocking the form to edit  
 

The form can be unlocked for editing by clicking on the [Unlock] action. When locked, the question 
responses are greyed out and cannot be edited. 
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When unlocked the questions can be edited. 
 

 
 
Please note that unlocking the form does not send an email notifying the applicant. You will need to 
communicate this to them. 

 

4. Frequently Asked Questions 
 

4.1. I lost the email that was sent to me. How do I view the form? 
 
Log into MEOS – meos-apply.mandela.ac.za – using your Mandela University credentials. These are the 
same log in details that are used to access your Mandela emails, the staff/student portal, etc.  

 

 
 

After signing in, you will be directed to your Work Area. Any forms that have been shared with you will 
be listed in the Projects area.  
 
Click on the relevant form to open it.  
 

 
 

/Users/momster/Desktop/meos-apply.mandela.ac.za
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4.2. Will I only have to sign the form once? 
 
No, if the applicant has to respond to changes after the submission has been reviewed, the form is 
unlocked by MEOS and all signatures on the form are invalidated. When the changes have been made 
and the application is ready to be resubmitted, your signature will be required again. 
 

4.3. I lost the email that was sent to me. How do I sign the form? 
 

Log into MEOS as outlined in 5.1 above. Click on the Signatures tile. The number on the tile indicates 
the number of outstanding signature requests.  
 

 
 
All signature requests received, and their status is indicated. Click on [View Form] to open a form. 
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