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HOW TO ACCESS RIMS 

Open an internet browser and type in the following web address: 

https://ufs.rims.ac.za 

 

https://ufs.rims.ac.za/
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For example: if your student number is 2016011260 then your username will be ufs_2016011260.  If you do have both a personnel number and a student 

number, then the personnel number is preferred.  If you do not have access then please contact us at the Directorate Research Development 
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HOW TO CREATE A NEW APPLICATION 

 

Use the link ‘Human Research Ethics’ if your study involves human subjects or ‘Animal Research Ethics’ if your study involves animals. 
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HOW TO FILL IN THE APPLICATION E-FORM 
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Please take note of the table in the E-Form under the heading “Principal Investigator details” which lists your department, ID number, Email and Phone 

Number 

 

The information here is not typed in by the user, but is drawn in from our RIMS data base.  You have a profile on RIMS which is managed by us at the 

Research Development Office.  If we have all of your details on your RIMS profile then they will display here.  If we do not have one or more of these details 

then you will not be able to submit your application or receive notifications of and letters of approval for your ethics clearance or we will not be able to 

contact you if necessary.  Therefore it is very important that ALL of these details display correctly and it is why we built the following into the E-Form in the 

form of a YES/NO question: 

 

 

 

If NO then you must contact us so that we can set your details in your profile correctly, if YES and all your details are correct, then you may continue 

with the E-Form 
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E-FORM DATA FIELDS, MENUS AND ICONS OVERVIEW 

Most of the questions in the E-Form are fairly straight forward and it should be immediately apparent how the answer should be entered, while some are 

not as straight forward. We will discuss the ways in which the various questions should be answered in the following sections: 

DATA FIELDS EXPLAINED 

Lines 

 

 

Drop-down menus 

 

 

Edit boxes/Text areas 
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Yes/No questions 

 

 

ICONS EXPLAINED 

The yellow plus icon : 

The function of this icon  is to open up a new line in the E-Form in which data can be added.   

As many lines as are required may be generated so that multiple data fields can be entered in response to a question.  

For example, if the question asks to select keywords that are related to your study and you would like to add three key words, then the  icon should be 

used three times, so that three lines will be opened in which the three keywords can be selected.   

These new lines will either contain some of the data fields mentioned above which need to be filled in (such as edit boxes or drop down menus), or they 

may contain some other icons which we will discuss now. 

 

The edit icon : 

Some questions may only be answered by using the  icon.  In this case the answer will be selected from a menu instead of being manually typed in or 

selected from a drop down menu, such as in the case with edit boxes.  Let us now take a look at the different menus which this icon opens: 
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MENUS EXPLAINED 

The personnel menu: 

This menu is used to search for students/personnel who are on the UFS data base and will be used to either select persons who are collaborating with you 

on your research or to select who the supervisor of your project is 
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The locations menu: 
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Note that not every location is listed on this menu.  For example there is an option ‘rural areas’ on the list, however the name of every rural area in South 

Africa is not on the list.  Also some location types might also not be on the list. 

Therefore this question is followed up in the E-Form by the question “If any other location/s are applicable, please indicate”, which is answered by 

manually typing in the data in a text area. 

Thus any type of location that is not on the list can be entered by selecting “Other” from the menu list and then typing in the location in the following 

question.  The specific name of a location can also be added in the text area so that if you chose, for example rural areas from the menu, then you can 

specify the name of the area in the text area. 

 

The methods menu: 

 

There are other menus, such as the Participants and Consent Process menus, which look and work exactly like this one. 
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Keywords menu 

 

If you do not find your keywords in the list then you may select “Other” and enter your keywords in the follow up question, as is the case with the 

Locations question.  
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ICONS EXPLAINED CONTINUED 

 

The remove icon : 

This icon is used to remove data that has been entered by choosing it from a menu that is accessed through the edit  icon. 

The edit icon will still be available and can be clicked on to make a new choice in the menu.  

 

The delete icon : 

This icon should be used when you want to completely delete the line in the E-Form in which an answer appears.  It will remove everything, including the 

edit  and remove  icons.  This is useful if you have, for example, accidently used the  icon too many times and have too many lines opened up. 

 

Once you have completed all of the questions in the E-Form, you will see the following message: 
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HOW TO COMPLETE THE APPLICATION E-FORM 

Use these data fields, menus and icons discussed above to complete the E-Form.  If you have done so and you see the message “Incomplete mandatory 

field(s) found” it means that you have missed at least one mandatory question and not filled it in.  You will see a small window in the top left hand corner of 

the email with the heading “Mandatory Questions” 
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If you have not missed any questions and the E-Form is complete, then the message “Form Complete Successful” will appear and the box next to the 

caption “Complete” in the top right hand corner will be checked.  You may now close the window. 
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HOW TO COMPLETE THE DOCUMENTS CHECKLIST 
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23 
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Once you have answered all 12 questions here and uploaded everything, complete and close the form exactly as you did for the Ethical Clearance 

Application form and you will once again see the components of your application. 

 

HOW TO COMPLETE THE ETHICAL RISK ASSESSMENT CHECKLIST 
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WHAT IF I DID NOT FINISH MY ENTIRE APPLICATION IN ONE SITTING AND I WANT TO EXIT RIMS AND GO BACK TO FINISH THE REST OF MY APPLICATION 

LATER??? 

If you have, for example only finished some of the questions in the E-Form and you are unsure of what to answer in some other questions then you must 

just make sure to click the save  button in the E-Form in the top left hand corner.  You may then close the window and you will see the 

components for your application:
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Now you may log back in to RIMS (as described at the beginning of this manual on page 3) in some point in the future.  
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HOW TO SUBMIT YOUR APPLICATION 
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After the submission of your application you will receive and email that notifies you that the submission was successful similar to this one: 
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DIRECTORATE RESEARCH DEVELOPMENT CONTACT AND LOCATION 

Contact Details 

Willem Kilian:  kilianw@ufs.ac.za; 051 401 3682 

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

Maricel Van Rooyen: vanrooyenm2@ufs.ac.za, 051 401 9451 

 

Or visit us at our offices 

 

 
 

Full map @ http://www.ufs.ac.za/about-the-ufs/visit-the-ufs/maps-of-our-campuses 
 

mailto:kilianw@ufs.ac.za
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