
1 
 

 
 
 
 
 

R I M S 
(R e s e a r c h I n f o r m a t i o n M a n a g e m e n t S y s t e m) 

 
 
 

 
 

ETHICS 

APPLICATIONS 

TRAINING MANUAL 

 
How to apply for ethical clearance on 

RIMS 

By The Directorate Research Development 

2018 

 



2 
 

INDEX 
 

Please go through the whole manual in order to complete all the steps necessary for submitting 
your ethical clearance application.  

 

Accessing RIMS………………………………………………………………………….……………………………………………p3 

Creating a new application……………………………………………………………………………………………….…….p4 

Opening the application forms…………………………………………………………..……………………….………….p5 

Filling out the application forms……………………………………………………….….…………………...….……….p6 

Finding applications that have not been completed……………………..……….……………………………….p13 

Submitting applications………………………………………………………………………………………………………….p14 

Adding subsequent submissions after ethical approval…………………………………………………………..p16 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3 
 

RIMS can be accessed from any computer with an internet connection.   

If you are a supervisor and would like to fill out an application on behalf of a student, please 
contact the DRD: 

Geraldine Meyers: MeyersGJ@ufs.ac.za, 051 401 9398 

Willem Kilian: KilianW@ufs.ac.za, 051 401 3682 

Maricel van Rooyen: VanRooyenM2@ufs.ac.za, 051 401 9451 

 

 

 

 
 
Open an internet browser (Internet Explorer not supported) 
 
 

 
 
 
Go to the address https://rims.ufs.ac.za 
 
 
Enter your username and password and click on Sign In 
 
 
 
 

 
 
 

If you do not have login details or they are not working, please contact Geraldine Meyers (051 401 
9398, MeyersGJ@ufs.ac.za) or Willem Kilian (051 401 3682, KilianW@ufs.ac.za) 
 

1 Access RIMS 
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Place the mouse cursor over one of the three ethics modules on the left side of the screen and click 
on ‘Create New Protocol’ 
 
 
 

 
 
 
 
 

Click on Continue 
 
 

 
 
 
 

Type in the title of your project and click on Continue  
 
 
 

 
 
 
 
Your name will automatically appear as Principal Investigator (PI).  Please make sure that your 
department is correct (if not then contact us) and click on Continue

2 Create a new application 
 



5 
 

 
 
 
 
 
 
 
 
 
 
 
You have now created an Initial Application.  It consists out of one or more Document/Form 
components (depending on which ethics module you chose) which have to be completed. 
 
 

 
 
 

The status of the components will be Incomplete. Click on one of the Document/Form components 
(blue link) to open it and fill it out 
 
 

 
 
 
  
When opening one of the components there will be a menu bar at the top of the screen  
 
 

 
 
 
Press the Save button regularly while filling out the form.  Tick the box next to Complete after filling 
out the entire form.   
 
 
 
 

3 Application Forms 
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  Drop Down Menus:   
Click on the black downward facing arrow to select the applicable option from a list that drops 
down. 
 
 

 Pick Boxes:  
Click on the applicable box to insert a checkmark into it. 
 
 
 

  Plus Icon:  
Click on this icon to open a new line on the form for entering additional information. 
 
 
Text Boxes and Text Areas: 

 
 
Enter dates/text as required in these areas or copy-paste from other sources, such as a word 
document. 
 
For big text areas, hold the mouse button on and drag the stripes in the corner to enlarge the text 
area.  
 

 
 
 
  Picklist:   
Click on this icon to enter a picklist and make the necessary selection.  
 

 Remove: 
Click this icon to remove an unwanted selection made from a picklist or file added. 
 

 Delete: 
Click on this icon to completely remove a line of data that was added. 
 
 
 
 
 
 
 

4 Filling out Application Forms  
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Different types of Picklists: 
 
Personnel Picklist: 
 

 

 

 
 

 
 



8 
 

Branched Picklist: 
 

 
 
 
Unbranched Picklist: 
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Keywords Picklist: 
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Upload: 
Click on this icon to upload a document: 
 

 
 
 

 
 
 

 View: 
Clicking on this icon will allow you to view a file that you have uploaded. 
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You may have logged out of RIMS after saving your progress on an application and wish to 
continue with it at a later stage.   
 
 

 

5 Finding the application   
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6 Submitting the application   
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After ethical approval for the research is granted it may be necessary to fill out and submit a 
subsequent application to the ethics committee in the future.  To do so, log into your RIMS profile. 
 

 
 
The process for filling out and submitting these new submissions will be similar to that of the 
initial application. 
 
Please note that a CONTINUATION/REPORT should be filled in to apply for the extension of the 
ethical clearance of a research project BEFORE its term expires. 
 
 
For any queries/technical problems experienced, please contact the RIMS team at the directorate 
of research development: 
 
Geraldine Meyers: MeyersGJ@ufs.ac.za, 051 401 9398 

Willem Kilian: KilianW@ufs.ac.za, 051 401 3682 

Maricel van Rooyen: VanRooyenM2@ufs.ac.za, 051 401 9451 

 

7 Subsequent submissions   
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