Submitting IRAS Applications

e From the navigate page, select the IRAS form from the right hand side, under Project
Forms. This will take you to the page below with tabs across the top.

Navigation Page (Get to this page from anywhere in your project by clicking on ‘Navigate')

Project Title:  Test TEST IRAS Project ID: 351025
Project Type: Research involving qualitative methods only
Application to: Application to conduct research in NHS/HSC (incl. Ethi

eview when required)
< hide side bar Navigate Add 88l Amendments Checklist Transfer Authorisations Savel/print E-Submig « @

igation

Project Filter

Click here to go directly to the Project Filter questions Print blank reference only PDF for this form
Full Set of Project Data (Select this dataset to answer all the ; :
questions for your preject) Status Oenabled Odisabled O completed
he integrated dataset for all project forms SECTION QUESTION RANGE
Proj. Title AL A2 A3 Ad-A3 A6
Proju_ct Forms (Select the Nlevant form to get menus for A7 AS-A9 | A10-A13 | Ald ALS Al6 ‘
submission, amendments et ALz AlE e TR oA | ArAs
IRAS Form AZ5 A26 A27 | A28-A30| A3l A2 |
Part A A3 A4 A3S | AJG-A38 | A39 | AdD-A42
Ad3-AdS | A46-A4O | ASO-AS3 | AS4 | ASS-AS7 | ASB
AS9-AB0 | AGI AB2 | AG3-AD4 | AGS-AGY | A0
A7L-AZ2 |AZ3-A74 | A7S AZ6 A77 AZ8
79 ]
Part B Section 1 ‘ [MP:: 13 ‘ 14-15 |

e (this can either be done now, or after the next step 3) From the page, first select the
checklist tab and follow the instructions to complete the table at the bottom. The table
is a table where you log all your study documents against the title of the document,
version date and version number. It is important this is correct and includes ALL
documents related to the study and referenced in your IRAS. If they are not in this table
with all the information required, then they will not be approved and will not appear on
your approval letter (which will delay your set up and require you to submit a substantial
amendment to get missing documents approved).

©
IRAS

HOME | MY PROJECTS | MY CONTACTS | MY DOCUMENTS | MYACCOUNT E-LEARNING | HELP | CONTACTUS | LOGOUT

Navigation Page (Get to this page from anywhere in your project by clicking on ‘Navigate’)

Project Title:  Test TEST IRAS Project ID: 351025

Project Type: R h involving i hods only
Al ion to: Application to conduct in (incl. Ethical Review when required)
< hide side bar Navigate Add SsI Amend fer Authorisations Save/print E-Submig « @
Project Filter IRAS Form submission checklist
Click here to go directly to the Project Filter questions IMPORTANT: This checklist supports an application where supporting documentation is electronically submitted, with the
< . application form, from IRAS to the review body.
Full Set of Project Data (Select this dataset to answer all the You must attach your supporting to this f your

questions for your project)

Clic Rau 9 Il projec Notes about completing this checklist:

« All letters must be dated. All other accompanying documents must bear version numbers and dates. Include reference numbers

Project Forms (Select the relevant form to get menus for on documents, including the IRAS ID, where appropriate
submission, amendments etc) « All documents listed below that are applicable to the application must be submitted so that the application clearly describes the
RAS F study and is complete with all required documentation,

« Ensure you enter subtitle, document version and document date (as applicable) for all uploaded documents by clicking and typing
directly into the relevant fields.
«_If a document is not attached to the checklist please state why in the "reason not supplied" field. For example if not applicable,
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e Select the E-Submission tab and complete A-step 1, 2 and 4 (unless you have already
uploaded the documents to the checklist in the step above here, in which case you can
skip section A-step 2). This will check any major issues are resolved before you submit.

Application to: Application to conduct research in NHS/HSC (incl. Ethical Review when required)
< hide side bar igste | AddSS| | Amendments = Checkiist | Transfer | Authorisaions  Savelprinf | E-Submission 4]

Project Filter Electronic submission to review body

Click here to go directly to the Project Filter questions
**IMPORTANT - This application form and all supporting information are electronically submitted from IRAS to the review
Full Set of Project Data (Selsct this dataset to answer all the body(ies).**
questions for your project)
** Please carefully follow the instructions provided below ***

Click here fo access the integraled dataset for all project forms
Project Forms (Select the relevant form to get menus for A: Ensure your application is ready to submit:
submission, amendments etc) .
1. Check your form is complete
1RAS Form

o Use| Check your form
This function will only work if you used the completion tracking tool function (tick icons next to questions in dataset) to mark
questions as completed; and/or

o Review your form page by page
Do this online or use the save/print tab functionality if you want to print a draft of your form for review.

= NIHR Clinical Research Network Support
If you wish to make an application for the study to be considered for NIHR Clinical Research Network (CRN) Support and
inclusion in the NIHR Clinical Research Network Portfolio, please ensure you have selected ‘yes’ to IRAS Project Filter
question 5b.
2. Upload supporting documents to the checklist

o Detailed guidance is provided on the checklist tab. You should read this carefully before uploading to ensure that the correct
process is followed

e Werecommend you complete A step 1, 2 and 4 before step 3, as requesting
authorisations before your application has been validated, means that if there are any
issues with the form, your e-signatures are invalidated and must be re-requested.

e Once you have completed E-Submission tab Section A-step 1, 2 and 4, you can then
complete Section A-Step 3 ‘Authorisations’.

LAY o T
HOME = MY PROJECTS | MYCONTACTS | MY DOCUMENTS | MYACCOUNT E-LEARNING | HELP | CONTACTUS | LOGOUT
Navigation Page (Get to this page from anywhere in your project by clicking on ‘Navigate’)
Project Title:  Test TEST IRAS Project ID: 351025
Project Type: R h involving itati hods only
A on to: Application to conduct in NHS/HSC (incl. Ethical Review when required)
< hide side bar Navigate Add SsI Amendments Checklist Transffr Authorisations ave/print E-Submis « |z\

Project Filter Gather electronic authorisations for this IRAS Form micauthotiations

lick here to @ rect] b roject Filter questions & 2
B Please click here for step-by-step instructions on electronic authorisations. You must Stteis-alastrotiic authorisations before you print the

Full Set of Project Data (Select this dataset to answer all the form for submission.
questions for your project)

The following electronic authorisations are available for this form type:
Click here to access the integrated dataset for all project forms

[ Authorisation Type | Status [ Signing User Action
Project Forms (Select the relevant form to get menus for Sponsor's representative Recalled Request || Sign
submission, amendments etc) | 1 !

‘ Chief Investigator Recalled Request || Sign
IRAS Form 1

Electronic Authorisations History

e You should press request to request someone else signs, or sign if you are signing your
own IRAS. A box will appear to enter the signatories email address if you press request.
For Lancaster University sponsor signatures, please enter
sponsorship@lancaster.ac.uk. The emails entered must have an IRAS account, so if you
are adding your supervisor or Cl in, please ensure they are aware they need to create an
IRAS account first. You should then enter the email into the box that they used to make
the account.
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mailto:sponsorship@lancaster.ac.uk

“IRAS

HOME | MY PROJECTS | MYCONTACTS | MYDOCUMENTS | MYACCOUNT | E-LEARNING | HELP | CONTACTUS | LOGOUT

Navigation Page (Ge! to this page from anywhere in your project by clicking on ‘Navigate’)

Project Title:  Test TEST IRAS Project ID: 351025

Project Type: g q only

Appli 1o Application to duct h in NHS/HSC (incl. Ethical Review when required)

< hide side bar N thorisations Save/print E-Submig « m

Enter g ess of authoriser and press "Send” to request an electronic
orisation from her user in the system,
Project Filter ‘

' o ( \ ] Browse Contacts
Click here to go directly to the Project Filter questions i

Full Set of Project Data (Select this dataset to answer all the L
questions for your project)

Click here to access the integrated dataset for all project forms

pin electranic authorisations before you print the

| Send Request >> || Cany

Th

Actidg

Project Forms (Seiect the relevant form to get menus for Sponsor's representative Recalled Request || Sign
submission, amendments etc)

Chief Investigator Recalled Request || Sign
IBAS Form 1

e Once everyone has signed, you can then go back to the ‘E-Submission’ tab and re-verify
your application (Section A-Step 4), and if verified, continue with section. It is important
to re-verify to ensure the submission button is active.

4. Verify your application is ready to submit

your application and\bhe results will be displayed in a pop-up box. Please ensure that pop-ups are enabled,
o NOTE: your applicatioy will need to pass this verification ste -

g and ion must be on the same day ***

*** Do not proceed to next step unless you are ready to submit and you have passed the verification at step 4. ***

B: Book your application for review

5. Prepare for booking

°

For all studies you will need to book your application online

You will not be able to book the application until it passes the verification check at step 4 above

You will be asked to provide the IRAS Project ID and key information about your project as described in the application, so
you must have this available during the booking process.

If your study requires review by a REC please refer to the HRA websita for information about RECs that could review your
research and meeting dates.

°

°

°

6. Book your application

o When you are ready to book, click the button below. This will take you through to the electronic booking module. The booking
module uses a separate login. If you have not used the booking. module before. you will need to create a new account by,

clicking create account.,
o If you require assistance during the online booking process you can call 0207 104 8008,
o Confirmation of your booking will be provided via email

e Section B is about booking your REC and HRA review (Section B-Step 6) this should be
done only if you intend to submit on the same day as when you book. If you are not ready
to submit, you should not book an appointment/slot.

B: Book your application for review
5. Prepare for booking

For all studies you will need to book your application online

You will not be able to book the application until it passes the verification check at step 4 above

You will be asked to provide the IRAS Project ID and key information about your project as described in the application, so
you must have this available during the booking process.

If your study requires review by a REC please refer to the HRA wabsite for information about RECs that could review your
research and meeting dates.

°

°

6. Book your application

o Whenyo

gady to book, click the button below. This will take you through to the electronic booking module. The booking
¢ login, If you have not used the booking.module before. you will need to create a new account by,

clicking ‘create accoun
o If you require assistance dyring the online booking process you can call 0207 104 8008
o Confirmation of your bookif\g will be provided via email.

Book application

***When the booking has been made you must return to this page y and with the steps
below***

C: El ically submit your

7. Add booking information to page 1 of the form

IMPORTANT: You must take care to only enter the REC Name, REC Reference Number, and Submission date. Amending any other
information or clickina in anv other fields at this point will invalidate vour bookina. |
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e Once you have booked your application for HRA review and if required booked a REC
slot, you can then proceed to finalise submission (Section C-Step 7 and 8). This includes
adding your booking information from step 6, and then ‘E-Submit’ your application as
the final step.

***When the booking has been made you must return to this page and with the steps
below***

C: El ically submit your

7. Add booking information to page 1 of the form

IMPORTANT: You must take care to only enter the REC Name, REC Number, and St date. g any other
information or clicking in any other fields at this point will invalidate your booking

8. Click “E-submit application” button below

This will electronically submit your form and supporting documents uploaded to the checklist
Note:

o You will not be able to e-submit the application until it passes the verification check at step 4 above and a booking has been

o Have made a mistake and/or need to withdraw your application;

o Need to supply additional supporting documents;

o Need to electronically submit a response to a request during the review process (e.g. provide clarification(s) or revised
application form; note - please ensure that you follow any instructions that accompanied the request for
information/clarification).
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