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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.

Applications that have been Shared with You

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

Ethics Form Access: Research Application: Lorem ipsum dolor @ v

Q donotreply@infonetica.net O © © W & & -~
To: MEOS Test1 Tite 3 2:06 PM

Please note that this email does not come from Nelson Mandela University’s email
system. Please be vigilant so that you do not fall victim to phishing attacks.

Good day

Michelle Barnett has shared the following form with you:
Project Title: Research Application: Lorem ipsum dolor
You have been given these permission on the form:
Read

The form can be accessed directly using https://meos-apply.mandela.ac.za/Project/Index/208. Alternatively,
log in to your work area on MEOS via meos-apply.mandela.ac.za.

Kind regards
MEQOS admin
MEOS@mandela.ac.za




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).

Project Tree Overview

© REC-H Bota Test

BASIC INFO

REC-H: Ethics Application REC-H Beta Test

2897

REC-H: Ethics Application

@ Completeness Check  (¥) Create SubForm g Project < Share 2} Roles = More T

Review Reference NfA

Navigation Documents Signatures Collaborators Submissions Site History ast Modified 08/02/2026
Action Required Yes

Show Inactive Sections

REC-H: Ethics Application

Section Questions.
Section & Risk Assessment Risk Assessment h
Section 2: Investigator Information Investigator Information

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.

8 Read access only.

v
¢

PLEASE NOTE THAT:

« Information is not always collected for research purposes.

« Not all research projects will require formal ethics review and approval.

* Decisions on whether a project requires ethics approval are determined according to its ethics risk classification.
"

a Tha DEC U daae nat aivs +] ™ | $n o, inst that hae dis hann 1 A Thic itic inl that b

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.

Project

ompleteness ec - avigate POF ew as
© Compl Check Navig > Vi PDF

8 Read access only.




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.

Project

@ Completeness Check ] Navigate [ ViewasPDF & Documents - Signatures [5) Save

Research Aims and Objectives _’ @

4.2 List the aim/s (what you hope to achieve) and the objective(s) (how you will achieve your aim/s) of the study. o

Quisque faucibus ex sapien vitae pellentesque sem placerat. In id cursus mi pretium tellus duis convallis. Tempus leo eu aenean sed diam urna tempor. Pulvinar
vivamus fringilla lacus nec metus bibendum egestas. laculis massa nis| malesuada lacinia integer nunc posuere. Ut hendrerit semper vel class aptent taciti
sociosqu. Ad litora torquent per conubia nostra inceptos himenaeos.

Click on the [Add New Comment] button.

Comments X

Add New Comment

Close

Add your comment and click [Save].

Add new comment X

Align this with your research proposal. Use bullet-points to make it clearer.

Save Cancel

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.

Comments X
Comment Date Added Owner
Align this with your research proposal Use bullet-points to make it clearer. 04 March 2026 at 04:40 You m e
Add New Comment
Close




2.3.

2.4.

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.

Project Overview -
@ Completeness Check «2] Navigate & View as PDF & Documents #~ Signatures 2 save Overview -
Research Aims and Objectives _’ O
42 List the aim/s (what you hope to achieve) and the objective(s) (how you will achieve your aim/s) of the study. o _> _BR
placerat. In id cursus mi pretium tellus

ed diam urna tempor. Pulvinar

nis! malesuada lac

per vel class aptent tacit

d ftora torquent per conubia nostra inceptos himenaeos REC-H Beta Test

2897

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.

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

Project Overview -

= View as PDF = More -

Overview
0

Completeness Check T Navigate & Documents g« Signatures

Research Aims and Objectives

4.2 List the aim/s (what you hope to achieve) and the objective(s) (how you will achieve your aim/s) of the study.

Quisque faucibus ex sapien vitae pellentesque sem placerat. In id cursus mi pretium tellus duis convaliis. Tempus leo eu aenean sed diam urna
tempor. Pulvinar vivamus fringilla lacus nec metus bibendum egestas. laculis massa nis| malesuada lacinia integer nunc posuere. Ut hendrerit

semper vel class aptent taciti sociosqu. Ad litora torquent per conubia nostra inceptos himenaeos.
emper vel ptent taciti sociosqu. Ad litora torquent per conubia nostra inceptos himenaeo: O Bete Taat

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.

Overall Panel Comments X

Comment
Align this with your research proposal. Use bullet-points to make it clearer. ‘—-
This informed consent form does not include all the requirements of RECH. Refer their template on the RECH website.
Be more precise. Which schools? Which areas?
| am still waiting for them to send me their certificates.

Upload the ethics certificates for the co-investigators on the study.

Time and date

04 March 2026 at 04:40

04 March 2026 at 04:54

04 March 2026 at 04:44

04 March 2026 at 04:55

04 March 2026 at 04:52

User

Ms MEQS Test2

Ms MEOS Test2

Ms MEOS Test2

Ms Michelle Barnett

Ms MEOS Test2




3.1.

Signing the Form as Primary Responsible Person

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.

Dear Mx Test1

You have received a request from Ms Barnett to sign their ethics form for the following:

Project Title:
REC-H TEST 1

Optional Comment:
Please sign my ethics application. | have completed your recommended changes.

To view and respond to this signature request, log into meos-apply.mandela.ac.za or click on the following link:

https://meos-apply.mandela.ac.za/Signatures/Index

Kindly note: Please refer to the relevant user guides on the REC-H or REC-A webpage.

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

i + Q
Signatures e
Type Project Title Project ID Requesting User Message Requested Date ., Response Date us Action
PRP REC-H TEST1 2882 Ms Michelle Barnett  Please sign my ethics application. | have completed your recommended changes. 06/02/2026 03:41 Requested

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

Work Area

Notifications

8

Signatures 4 Shared

1 O

A @ A @

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.

REC-HTEST1
Project

@ Completeness Check  «C] Navigate > View as PDF 2« Sign = More

8 This form has been locked through signatures/requests

v
O

PLEASE NOTE THAT:

* Information is not always collected for research purposes.

* Not all research projects will require formal ethics review and approval.

* Decisions on whether a project requires ethics approval are determined according to its ethics risk classification.

* The REC-H does not give retrospective ethical approval to any project that has already been completed. Thus, it is essential that
researchers clarify whether ethical approval for a specific project is required, or not, prior to beginning the data collection.

e » ®

Overview -

Overview

REC-H TEST1
2882
Beta
REC-H: Ethics Application

Not Submitted




There are three options available:
1. Signthe 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.

Project

@ Completeness Check <] Navigate f,‘.mi& Sign = More

& This form has been locked through signatures/requests

Read and the Accept the declaration.

Signature Declaration X

By responding to this signature request |, the Primary Responsible Person, declare that | have read and reviewed the full content of this
application for scientific soundness, accuracy and completeness, and | am jointly accountable for the ethical conduct of this
research,

+ | confirm that data collection will only commence once final approval for the study has been granted and | am in receipt of an
approval letter to this effect. Retrospective approval is not permitted.

+ | declare that | have read the Nelson Mandela University Code of Conduct for Researchers.

«» | will ensure that every participant (or other involved persons, such as relatives, etc.), shall at all times be treated in a dignified
manner and with respect.

+ | acknowledge that approval for data collection is for 1 calendar year from the date of issue of the ethics approval letter.

+ | will ensure that an annual progress report is submitted for the purposes of extending the data collection period or closing the
study and that in the case of an extension, the report will be submitted 4-6 weeks prior to the expiry of ethics approval.

+ | will ensure that any applications for amendments to the study are submitted PRIOR to the implementation of the amendment.

+ | will ensure that the relevant report is submitted in the event of any unanticipated problems, serious incidents or adverse events
observed during the course of the study.

+ | will ensure that the relevant report is submitted in the event of any study deviations, violations and/or exceptions to the study.

+ | acknowledge that the study could be subjected to passive and/or active monitoring without prior notice at the discretion of
Research Ethics Committee (Human).

_> m Close

Click the [Sign] button.

Sign Form X

Are you sure you wish to sign this form?

ﬁ m Close

The Signatures page will open, indicating that the form has been signed.

.
Signatures
£ 1 St aty 5
Type Project Title Project ID Requesting User Message Requested Date , Response Date Status
PRP REC-H Beta Test 2867 Ms Michelle Barnett I have completed the form. Please check and sign. 03/02/2026 10:12 03/02/2026 10:32 Signed




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.

Dear Ms Barnett

Kindly note that Mx Test1 has signed the ethics form for the project below as requested.

Project ID: 2867
Project Title: REC-H Beta Test

Kind regards
MEOS Admin
MEOS@mandela.ac.za

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.

Reject Signature X

Are you sure you wish to reject this form?

Reason:

| am not happy with some of the answers that you have provided.
Please refer my comments, amend and resubmit for signature.

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.

Project Overview —
© Completeness Check «) Navigate = View as PDF - Sign Overiow =
X Reject
& This form has been locked through signatures/requests

@ Documents

9 >
2« Signatures
Backgroun
ackground _> & Unlock

REC-H TEST1

41 Describe the backgr to this study and the rationale for data collection. Include key scientific referenc <& Share
2882
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar 2, Collaborators Ver Beta

lectus malesuada libero, sit amet commodo magna eros quis uma. Nunc viverra imperdiet enim, Fusce est
REC-H: Ethics Application
This sentence has been added to demonstrate the track changes feature.

Not Submitted
N/A

06/02/2026




4.1.

When unlocked the questions can be edited.

Project Overview —

@ Completeness Check  «C] Navigate [% ViewasPDF ¢ Documents 2« Signatures = More . -
Overview

Background @ ¢ nt 2 >

41 Describe the background to this study and the rationale for data collection. Include key scientific references.

Loram ipsum dolor sit
lectus malesuada libe

et, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna sed pulvinar ultricies, purus tle REC-H TEST 1
sit amet commodo magna eros q

is urna. Nunc viverra imperdiet enim. Fusce est
2882

This sentence has been added to demonstrate the track changes feature.
Beta

/ REC-H: Ethics Application

Not Submitted

NIA

06/02/2026

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

Frequently Asked Questions

| lost the email that was sent to me. How do | 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.

Nelson Mandela University

Sign in with your organizational account

michelleab@mandela.ac.za

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.

Projects

@ [SEEICELGIEE | [0 Create Folder [ Delete Folder @ Delete Project [ Duplicate Project ++ Mow

Project Title

Project ID v Owner Date Created Date Modified
> REC-H Beta Test / 2897 Ms Michelle Barnett 05/02/2026 09:36 04/03/2026 05:01

> RECH TEST 3 (Rev 2885 Ms Michelle Barnett 04/02/2026 .07 04/02/2026 1:21



/Users/momster/Desktop/meos-apply.mandela.ac.za

4.2.

4.3.

Will | 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.

I lost the email that was sent to me. How do | 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.

Work Area

17

Notifications Signatures

Transfers

1

Shared

0 2

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

Signatures

Type Project Title

PRP Research Application: Lorem
ipsum dolor

PRP  Research Application: Lorem

ipsum dolor

Project
D

122

122

Requesting
User

Ms Michelle
Barnett

Ms Michelle
Barnett

Message

Please review and sign the application.

| have attended to your comments. Please review and sign the
application for ethics approval

Requested
Date
01/03/2023
11:27
01/03/2023
09:57

Response
" Date Status Action
01/03/2023 Rejected

Form

11:08
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