
HOW TO SUBMIT AND 
FOLLOW UP YOUR ETHICS 
REVIEW APPLICATION

IRB Committee 



Prior to submit  an  Ethics Review Application, it is conditionally to 
submit a Project Application.

If you already have a submitted project application and you 
want to submit an ethics review application for that project, then 
skip Section 1.

Section 1: shows how to submit a Project Application.

Section 2: shows how to submit an Ethics Review Application. 



How to login into 

your account

In the university home 

page, click on 

“Research” tab and then 

click on “Convernis” link 

under the image



Click on “Login”



Input your login 

information



To create a new project 

application, click on 

“Add new content” then 

“projects” then “project 

application”

Section 1:

How to submit a 

project 
Application



Choose your project 

type, Funded or non-

Funded



Fill in all the “key 

Information” section 

which includes the basic 

information of your 

research.



If you are student, please 

don’t forget to add your 

supervisor at the end of  

the key information 

section



In the “Applicants” 

section, add your 

research team members.



Click on “More” and 

choose “Documents” to 

upload all related 

documents



Then click on the “icon” 

under the official 

documents to upload 

your application 

documents.



To submit your 

application,

Click on “ Save & Close”, 

then choose “ Submitted 

to PTTO” then “Done”



To follow up your project 

application,

In the Dashboard menu, 

click on “Projects” then 

“Projects application”, 

Then you will see your 

project title and its status.



To submit your Ethics 

Review Application,

Click on “Add new 

content” >> Ethics 

Review >> Ethics Review

Section 2:

How to submit an 

Ethics Review 
Application



Choose your research 

subject type



Fill in the “key 

information” section.



The “Related 

information” section 

allows you to link the 

ethics review application 

with the a particular 

project application.

To do so, click on the 

plus icon under project 

applications.



Then click on “A to Z” 

icon, a list of all your 

project applications will 

appear, choose the 

project application.



Then click on 

“Document” to upload 

all related documents



Also you can upload the 
documents by click on 
“More” Then 
“Documents”





In case of “Industry 

sponsored trail”, please 

navigate to “More” then 

“Checklist” to fill in the 

checklist that shown in 

the coming slide





To submit your Ethics 

Review application,  

click on “ Save & Close” 

then choose “For Review 

by the head of Dep.” 

then “Done”



To follow up your Ethics 
application,

In the Dashboard menu, 
click on “Ethics Review” 
then “Ethics Reviews”. 
Then you will see your 
application title and its 
status



There are four different status :

In preparation : means your application is not yet been 

submitted.

For review by the head of Dep. : means your application at the 

Dep. Chairperson account.

For IRB Review : means your application is received by the IRB 
committee.

Further information required : means that your application is 

returned back to your account  to complete the required 
information.



If the status of your application is “Further information required”,  
please follow the steps to see the comments:

In the Dashboard menu, click on Ethics Review >> then Ethics 

Reviews >> then click on “Edit” under your research title >> 

admin info >> status log >> then you will see the comments



The End.


