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TRAQ - BROWSER COMPATIBILITY

Internet Explorer
10+
e Edge 20+

'\ FireFox 40+

PC

Laptop

<

Tablet

. Chrome 45+

Please note: Safari is not fully tested and currently not compatible with TRAQ system.
Mac users should use Google Chrome or Mozilla Firefox.



Accessing the Researcher’s Portal
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» Review assignments are accessed through the Researcher’s Portal.

» As areviewer, you will receive an email notification whenever you have been
assigned to review an ethics application or an event form (i.e. renewal form,
amendment form, serious advent event form). The link to the Researcher’s Portal is
included in the email.

* Reviewers with a Queen’s email address (Queen’s faculty & staff) should use their
regular Queen’s NetID and strong password to log into the Researcher’s portal
through the

» External reviewers, who do not have a Queen’s email address (i.e. KGH, Providence
Care, gmail, hotmail, sympatico, etc.) will log into the Researcher’s Portal through the
using their full email address, as their username, and the
password that has been created during registration.


http://www.queensu.ca/traq/signon.html
https://eservices.queensu.ca/romeo_researcher_admin/

Single SignOn for Queen’s Reviewers

Enter your Queen’s NetID and strong password to access the Researcher’s Portal

Researcher Portal Sign On
Contact support staff if you have trouble signing into the Researcher Portal.

Browser compatibility: Safari is not fully tested and currently not compatible with TRAQ system. Mac users should
use Google Chrome or Mozilla Firefox.

LOG IN - Queen's Faculty & Staff Faculty / Staff / Reviewers:

If vou are a current Queen's Faculty or Staff member with a
Queen's Met ID please log in to MyQueensU/Solus on the
Queen' s homepage www.queensu.ca to access the TRAQ
Researcher Portal.

* Click Search and Sign In (top right corner)

e Click on MyQueensU/Solus under the heading University
Wide

s Enter your Queen's net id and password when prompted

s Click My Applications

¢ Seglect Go to the TRAQ Researcher Portal from the box
titled TRAQ Researcher Portal

# Your TRAQ Researcher Portal will open




Login Site for External Reviewers
(For reviewers with non-Queen’s email addresses)
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* Enter your full email address and the password you created during registration* to access the
Researcher’s Portal

OFFICE OF

Research Services

j Research
4088 Queenss

Login
Username

Password

Login Register Reset Password

+ External reviewers, trying to log in for the first time, will need to complete the
before they can access the Researcher’s Portal. Once you have registered, you will receive an
automatic email with instructions on setting up your own password. From then on, you will access
the portal through the Post-Registration Login Site.


https://eservices.queensu.ca/romeo_researcher_admin/Researcher/HomePage/UserInfo.aspx

Reviewer’s Dashboard

__ -

* As areviewer, your dashboard has three roles: Principal Investigator (P.I.), Project Team Member
and Reviewer. The link that requires your attention will be displayed in red with asterisk. In this
example reviewer has pending applications as secondary reviewer.

Powered by Process Pathways | Product Info

Welcome: Certifications Board Reviewer | Home I My Profile | Contact Us | Help | Logout

Tools for
Research at Queen’s

/i

UNIVERSITY

BACK TO HOME

APPLY NEW | News | Useful Links

Role: Principal Investigator

Role: Project Team Member

Role: Reviewer

Applications: Chair

Applications: Reviewer (New)*
Applications: Reviewer (In Progress)
Events: Chair

Events: Reviewer (New)

Events: Reviewer {In Progress)




Reviewer’s Quick Links @

A bp lications: Chair Human Ethics applications
. , . requiring your review will be
Applications: Reviewer (New)” | accessible through one of these

L. _ quick links. Applications pending
Applications: Reviewer {In Progress] review will be indicated in red

_ with asterisk
Events: Chair

J \

Event forms requiring your

Events: Reviewer (New) review will be accessible through
one of these quick links

Events: Reviewer (In Progress)




Reviewer’s Quick Links -
Applications Requiring your Review... ¥
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* Applications Requiring your Review as a Chair: Applications: Chair link. Displays
all application forms requiring your review as Chair (i.e. Primary Reviewer). You may
save your comments over several sessions before submitting your comments and
decision to the Ethics office at University Research Services. Once your comments and
decision have been submitted, the application form drops from quick links and is no
longer open for review.

* Applications Requiring your Review as a Reviewer — New: Displays all new
application forms requiring your review as Secondary Reviewer. You may save your
comments over several sessions before submitting your comments to the Ethics office
of University Research Services. Once your comments have been submitted, the
application form is still accessible via the Applications Requiring your Review as a
Reviewer — In Progress quick link until the Chair submits their decision. At this stage,
you may continue to view the application form and add additional comments. Once
the Chair submits their decision, the application form drops from quick links and is no
longer open for review.



Reviewer’s Quick Links -
Events Requiring your Review... _
L0
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* Events Requiring your Review as a Chair: Displays all event forms requiring your
review as a Chair (i.e. Primary Reviewer). You may save your comments over several
sessions before submitting your comments and decision to the Ethics office of
University Research Services. Once your comments and decision have been submitted,
the event form drops from quick links and is no longer open for review.

* Events Requiring your Review as a Reviewer — New: Displays all new event forms
requiring your review as Secondary Reviewer. You may save your comments over
several sessions before submitting your comments to the Ethics office of University
Research Services. Once your comments have been submitted, the event form
continues to be accessible through the Events Requiring your Review as a Reviewer
— In Progress quick link until the Chair submits their decisions. After the Chair has
submitted his decision, the event form drops from quick links and is no longer open
for review.



Reviewing Applications

* Once you clicked on one of the quick links you'll see a list of the application(s)
awaiting your review. To review an application, click “View”.

\ ‘ .
jROMEO - Researcher Portal x\-}- C=npo
6 -) ' G Queen's University at Kingston (CA) | https://epreview.its.queensu.ca/romeo_researcher_admin Re c C( Search ﬁ E U ‘ ﬁ‘ 4 E ¥ e E‘)

Powered by Process Pathways | Product Info Welcome: Certifications Board Reviewer | Home | MyProfie | ContactUs | Hep | Logo

Research at Queen'’s RS Queens

BACK TO HOME APPLY NEW | News Useful Link

ResetFilters | | Export To Excel

File No Project Title Principal Investigator Event Snapshot

[ | 'd Rd!

HEALTH SCIENCES RESEARCH ETHICS BOARD APPLICATION FORM for ETHICS
CLEARANCE (New Approval Process)

View | 6018954 HSREB application Dr. Researcher Queen's




Reviewing Applications
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* You can review the application by going through the different tabs (and sub-tabs of the application
form) to see the information entered by the PI./Research Coordinator.

File No: 6005497  Project Title: Test - January 28, 2013 Project Work Flow State: ORS Review Application Form: HSREB Application Form for Ethics
Clearance - new

Close Print Export to Word Export to POF Review
NOTE:You are in View mode. Click the review button to enter, save & submit any comments

Project Info | Project Team Info | HSREE Application Form for Ethics Clearance - new | Attachments | Logs | Committes Reviews

Title *: Test - January 28, 2013

* Project Info and Project Team Info tabs contain the
basic information of the project (i.e. title of the
study, names & roles of all team members);

+ HSREB Application Form for Ethics Clearance tab
contains all the content related to the study and the
ethics application;

End Date: B + Attachments tab allows you to look at any

attachments provided by the Researcher — to view

Start Date:

Keywords 7 add an attachment, you simply click on its title;
Ciear ai * Logs tab allows you to review the history of the

application;

¢ Through the Committee Reviews tab you are able
to read the comments of all the reviewers assigned
to the application/event form.




Committee Reviews
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* The “Committee Reviews” tab allows reviewers assigned to review an application to
share their comments.

File No: 6005497

Close Print

Project Title; Test - January 28, 2013 Project Work Flow State: 0RS Review

Export to Word Export to PDF Review

NOTE:You are in View mode, Click the review button to enter, save & submit any comments

e —
Project Infa | Project Team Info | HSREB Application Form for Ethics Clearance - new | Attachments | Logs "

Review Decision: Pending

Shared Comments:

Application Form: HSREE Application Form for
Ethics Clearance - new

Reviewer Comments

Reviewer 3 Attachments missing. Study cannot be approved until PLexplains how volunteers will be recruited and provides recruitment materials
as attachments,

Reviewer 2 Cannat approve study without more detailed abstract and methodology. Attachments are missing, researcher needs to include LCT
Consent Faorms, etz

Reviewer 1 ] . ) . ]
Comments re. Q.2.1: testing, testing, testing Comments re Q.2.2: rational needs more details..

(Chair)

Date
Reviewsd «

1/29/2013

1/29/2013




Reviewing Applications

 Although you can review an application by going through its different tabs and sub-
tabs, the simplest and most efficient way to review an application is to export it to
Word.

File No: 6005497 Project Title: Test - January 28, 2013 Project Work Flow State: ors Review Application Form: HSREB Application Form for Ethics

Clearance - new
Close Print Export to Word Export to PDF Review

NOTE:You are in View mode. Click the review button to enter, save & submit any comments

Project Info | Project Team Info | HSREE Application Form for Ethics Clearance - new | Attachments | Logs | Committzs Reviews

Title *: Test - Jsnuary 28, 2013

Start Date: _-j

End Date: _-j

Keywords: - Add

Clear all



Reviewing Application in Word
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« Exporting the application and saving it as a Word document, will allow you to type
and save your comments on your own computer. Once you’ve completed your review,
you can copy and paste your comments from the Word document into the

“Reviewer’s Comments” textbox.

E' = L ] @ | = 6005497 - Microseft Word — =
Home Insert Page Layout References Mailings Review View Acrobat &
i - - AS AT LB T LT ouT. IEEE A , A Find -
Times New Rom = 10 A A Aa % | =T i= =iE 409 AaBbCcl AaBbCcl AaBbCi AaBbCc % & Repiace
R — ac
Paste B 7 U ~ake x, X° . AL EE=E=E s - - TMormal T Mo Spaci.. Headingl Heading2 — Change
- f = e ¥ P g 9 T | Styles~ lg Select
Clipboard Font Paragraph Styles Editing
B | ] | S 3 I e T 5 | ] T
LJJ..J. \'\'II.J.L LS J::'LULUL'ULI LI.I.LLI.CLEIU HCCL LIC\"J.C\" .I ! Lwwr !
1.2 |If wou responded YES above, please describe the peer review.
CHEPP Completed (required for graduate student applicants ,
1.3 | . IN/A
involved in the study)
1.4 [Clinical Trial NO
15 If wou responded YES above, please tell us which Phase vour trial is
7 in.
2. Summary of Proposed Researchl
# Question Answer
Testing
2.1 (Abstract
My Comments re: 2.1 Abstract
2.2 |Describe the rationale, hvpothesis and/or the research question. testing
2.3 |Describe the studv design and/or methodology. testing
2.4 |What are primarv outcome measures? If not applicable, indicate N/A [testing




Entering, Saving & Submitting Review Comments

* To start entering your comments, click on the “Review” button on top of the screen.

File No: 6018955 Project Title: GREB application Project Work Flow State: Approval Decision Made

Close Print Export to Word Export to PDF

Review Comments

Hit “Save” and “Close” to

{ ‘ continue reviewing the
Save Submit Close Formatting similar to application at a later time.
Comments-: _— Microsoft Word is available in : -
B/ UA-E=E== ~— Reviewers Comments box Reviewers can either type
Consent form requires revisions. their comments dlrectly mto

the textbox or copy and paste
them from a Word document
— depending on how they
reviewed the application.

HSREB contact phone number should be entered in Letter of Information. <




Entering, Saving & Submitting Review Comments
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€ 9 (i 8 Queen's University at Kingston (CA) https:/fepreview.iis.queensu.ca/romeo_researcher_admin/Resear

ROMED - Researcher Portal A

Review Comments

-

Save Submit Close Once you are done
Comments*: reviewing the application
B 7 UA-==©== and are ready to 51.1bm1t
your comments, hit
Vie Consent form requires revisions. “Save” and “Submit”. If
you are a Secondary
| [HSREB contact phone number should be entered in Letter of Information. Reviewer, the application
will move to “Application
E Requiring your Review
as a Reviewer — In

Progress”, you will
continue to have access to
the application until the
Chair submits his
comments and review
decision.




Entering, Saving & Submitting Review Comments

* The Chair — or, Primary Reviewer — is the only person who has the “Review Decision”
field and drop down menu on his “Review Comments” screen.

Review Comments

Comments™*:

Comments re. Q.2.1: testing, testing, testing
Comments re Q.2.2: rational needs more details. ..

As the Primary Reviewer, you are responsible for
o submitting the review committee’s final decision.
|| Orce you are done reviewing the application

Application Rejected please select your decision from the drop down
Approved as delegated menu before hitting “Save” and Submit”. Once
Pending Board Review Meeting .

Reguest far Clarificaticn(s) from Ressarcher You have Submltted your Comments and the
Request information from Ethics Coordinator committee’s final decision to the Ethics office of

University Research Services, the application will
drop from quick links for all members of the
reviewing committee.




Need assistance/have a question?
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Need assistance/have a question?

Contact the TRAQ Helpdesk:

: to submit an issue to the TRAQ
Help Desk;
Email: or;
Phone: (613) 533-6000, ext. 78426.


https://www.queensu.ca/itrack/TRAQ/traq.php
mailto:traq@queensu.ca

