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Accessing Ethics RM 
You can access Infonetica Ethics RM at Sussex here: https://apply.ethics.sussex.ac.uk/  

Academic Supervisors must have a Sussex email address and login to access Infonetica. 

When you try to access the site, you will be diverted to the Okta login page for Sussex as part of 
Single Sign On (SSO). You will then need to log in to the site using your Sussex username and 
password. 
You can also access Ethics RM from the Sussex Okta landing page, and clicking on ‘Infonetica 
Ethics Apply’  

Please be aware that all users (including the supervisor) must log on to 
Infonetica Apply (Ethics RM) for the first time to activate their account, 
before students are able to add the supervisor/co-researchers etc to 
their application. 

Privacy Page 
Once logged in, you may first see the Privacy Page where you can view privacy information. 

Follow the instructions to access your ‘Work Area’. 

 

 

https://apply.ethics.sussex.ac.uk/
https://okta.sussex.ac.uk/
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The ‘Work Area’ 

 

This is the main screen where you can see both your own applications and any student 
project applications where you have been added as a supervisor. 

In your ‘Work Area’ you can see progress tiles near the top (e.g., Notifications, Signatures), 
various action buttons across the middle (e.g., Create Project, Create Folder), and a list of 
projects you’re working on in the bottom half of the page. 

Action buttons allow you to create and delete projects and folders, duplicate projects and 
transfer ownership to another person. These buttons only apply to your own projects (not your 
supervisees).  

The 'Projects' heading lists all of the projects that you have created and/or have been shared 
with you. 

‘Tiles’ near the top of the page allow you to view various items such as: 

• ‘Notifications’ show historic actions relevant to you. 
• 'Signatures' allows you to view any signature requests e.g. if you are a supervisor and a 

student needs your signature for their application. 
• 'Transfer' shows any forms that have been transferred to you by another applicant. 
• 'Shared' lists applications that have been shared with you, and the level of access 

granted when the application was shared. 

 

Note: To exit a Tile, click 'Work Area' in the navigation bar on the left-hand side. The navigation 
bar will pop open once you hover your mouse over it. 
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Viewing Your Student’s Application 
Viewing Project application forms 
 

When your student adds you as a Supervisor to their application you will be notified via email: 

 

 

 

Your student’s application form can be accessed various ways: 

You can click the link in your email notification or you can log on to Infonetica Ethics APPLY and 
check your Work Area.  

 

From your Notifications tile: 

 

 

 

Or by looking at your project list  
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Section 1 – Reviewing the application 
Reviewing 
 
Open the application 

  

As a Supervisor, you have full read/write access to the application. You can navigate to any 
section of the form to read it or look at the attached documents and download a copy to review.  

Screening the application 
Supervisor should check:  

▪ that students have completed the application form as fully and as accurately as 
possible 

▪ the risk assessment checklist has been completed fully and that you agree with the risk 
assessment 
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▪ all supporting documentation has been attached- this normally includes the 
Participant Information Sheet and Consent Form and details of the methodology 
(questionnaires, interview schedules etc.) at a minimum, and then also any additional 
documents as required, for example, advertisement or invitation text, debrief 
documents, signposting to support/resources, Risk Assessments, OTSSRA form for 
fieldwork abroad.  

 

Section 2 – Giving feedback 
 

Supervisors may give feedback in whichever way works best for them and the applicant.  

This may be in-person, via email, or via comments added to the form.   

Supervisors have read/write access to the form, however, please be mindful the form does not 
have a track changes function between supervisor and student. 

 

 

 

Using the Comments box 

At the top of each section, you will see a Comments icon:  

 

 

Click on the icon and select ‘Add new comment’:  
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Add your comment and click on ‘Save’: 

 

 

You can come back and edit or delete comments later:  

 

 

The student will be able to see your comments, but they do not get notified if you’ve edited the 
form or left a comment, so you will need to let them know outside the system.  

 

Signing-off/authorising the student’s application 
 

When the student is ready to submit their application, they will sign their section of the form 
and request the supervisor’s signature.  

Note: if you do not receive a signature request, please make sure the student has pressed the 
blue ‘Request Signature’ box on the declarations page.  

 

 

When the student has successfully requested your signature, a date and time of the request will 
be visible on the declarations page: 
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You will receive a notification of a signature request via email and/or you can check your 
signature requests on the website:  

https://apply.ethics.sussex.ac.uk/Signatures/Index  

 

From the Signature box, click on View Form and you can open the form from there:  

 

 

If you are satisfied that the application is ready for ethics review, then Sign the application. 
Signing the form authorises the application to move to submission stage, so do not sign until it 
is ready. 

 

 

https://apply.ethics.sussex.ac.uk/Signatures/Index
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Once the Supervisor signs the form, so long as the student has already signed, the process to 
automatically submit the form for review can take around 10 minutes and both applicant and 
supervisor will receive an email confirmation once the application has been fully submitted for 
review. 

If the form is not ready for submission:  

Supervisors can Reject a signature request and the student will be notified that the request has 
been rejected. You can leave a message with an explanation on why you have rejected the 
request.  

 

 

 

 

Alternatively, if you have further edits or changes to suggest, you can Unlock the form and add 
comments/edits etc. Unlocking the form cancels all signatures and signature requests so that 
the form can be edited by the student or supervisor. You should contact the student via email to 
let them know the form needs further action.  

 

The form will need to be signed by the student and the supervisor again before it gets 
resubmitted to the ethics committee. 
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Important points  
• This is a dynamic form, meaning that additional questions may appear or disappear 

depending how a question has been answered as the form is being filled in. Since many 
questions within the form are dependent on answers to questions earlier in the form, 
it’s important that responses are accurate. 

 

• Clicking the              icon next to a question will show any specific guidance for that 
question.  

 

 

 

 

Selecting the ‘Navigate’ button in the top left-hand corner of the page 
will take you back to the project main page. 
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Press the ‘Save’ button at any point to save your work. 
After periods of inactivity, you will automatically be signed out and any 
unsaved work may be lost. 

 

The ‘Roles’ button allows the applicant to share the application with 
another university staff member or student (including the supervisor). If the 
student is part of a group project or a collaboration, all the other applicants 

should be added as “co-researchers”. Be aware that this will share editing access to the 
application also. 

 

The ‘Collaborators’ button allows you to see all people who have 
access to the application such as the people the application has 
been shared with. 

 

 
Unlock the application 
If at any point during the student-supervisor review process, either person wants to make 
changes to the application (after the student has submitted the signature request to the 
supervisor), the ‘Unlock’ button cancels any signatures/signature requests. 

 

Once the application is submitted to the SREO or F-REC, the unlock button is no longer 
available and if the applicant wants to withdraw the application, they’ll need to email the 
Faculty REC / Senior Research Ethics and Integrity Officer:  

Contacts: SREOs and Committees : Research Governance and Integrity : Research : Staff : 
University of Sussex 

Application Reviewed 
Over the next few weeks, the application will be reviewed and the student will receive feedback 
from the SREO and/or REC reviewers. The Supervisor is copied in to all correspondence. 

If you haven’t heard back from the reviewers or have any questions, please contact your Faculty 
REC or rgoffice@sussex.ac.uk.   

https://www.sussex.ac.uk/staff/research/governance/contacts_sreos_committees
https://www.sussex.ac.uk/staff/research/governance/contacts_sreos_committees
mailto:rgoffice@sussex.ac.uk
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Reviewers may: 

- ask questions (e.g. look for more in-depth justification or explanation of rationales for 
research methods and approaches),   

- make suggestions to pre-empt future issues 
- seek clarification on any aspect of the research 
- request that participant facing documents be amended for clarity and correctness 
- suggest ways in which risks can be reduced (students are encouraged to undertake low risk 

research) 

 

Viewing Reviewer Comments 
When your application is reviewed, the reviewer will leave comments on your application. When 
this is complete, you will receive an email notification to log back in to Ethics RM to view the 
comments on your application and make any requested changes. The email will also have a 
PDF attachment with a table of the queries.  
 

Comments and requested changes can be viewed by selecting ‘Reviewer Comments’ from the 
‘Overview’ panel on the right hand side of your application. 
Please note the Overview tab is collapsible so you may need to click Overview to open the tab. 
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Pressing ‘Reviewer Comments’ will open a list of the comments, allowing you to select a 
comment and navigate directly to the question that requires changing.  
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Click on a review comment to be taken directly to that question in your application. 

 

 

You can also view REC reviewer comments by selecting the speech 
bubble which will appear on questions that the reviewer has left 
comments against. 

 

 

 

 

Responding to Comments and Authorising the Resubmission 
The student will need to respond to the reviewer’s comments by editing the form and updating 
the documents. At this stage, all edits will be highlighted in green (track changes for the Ethics 
reviewer).  

If the student prefers, they may wish to respond directly to the reviewer by using the text box in 
section 9.15 to respond to the F-REC. This is useful if they wish to clarify a point or make an 
ethical justification.  

There is also an 'any other document box', to which it’s possible to insert a reviewer-feedback 
response letter in a table format or other supporting document (this often speeds up the re-
review). 

 

 

Signing the form after addressing reviewer comments 
Once ready for re-submission, the student needs to sign the form again and request the 
supervisor signature (repeating the steps for the initial submission).  
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The application is then returned to the ethics reviewer to check that the requested changes 
have been made. 

 

Approved, Conditional Approval or Not Approved 
 

Once the review is completed you and the student and supervisor will receive notification of the 
outcome via email and this is also accessible on the Infonetica website. 

 

Change Request – further editing, clarification or information is required. 

Application Approved – the research and data collection may start 

Conditional Approval – the research and data collection may start, so long as the conditions 
listed on the approval letter have been met. 

Application Not Approved – the research has not been approved and the research may not 
commence.  

Applications granted approval/conditional approval will be issued a certificate which specifies 
the conditions of approval (inc. end date to when ethical approval from the F-REC is no longer 
valid and must be renewed/extended) 

Creating an Amendment to a Previously Approved Application 
If the student needs to make amendments to a previously approved application, this must be 
notified to the F-REC or SREO. If you’re unsure if an amendment is needed, check with your 
Faculty REC or check the latest University of Sussex Ethics Policy Supporting Notes.  

Typical changes include (but are not limited to): 

• The end date or duration of the project 
• A change to participant-facing material 
• A change to the design of the research or methods used 
• A change in location 
• A change in the management of data 
• A change in sample size and/or exclusion/inclusion criteria   

  

Unlock for Amendments 
After an application is approved and the student needs to change to the application, they 
should go back to the application and ‘Unlock for Amendment’, make the edits and fill in the 
new Amendment Details section towards the end of the form, summarising the changes they 
are requesting. 

 

https://www.sussex.ac.uk/webteam/gateway/file.php?name=university-of-sussex-research-ethics-policy-supporting-notes-v1-approved.pdf&site=377
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IMPORTANT: Please check that the ‘New Application or Amendment’ in 
Section 1, question 2.0 has been filled in correctly 

 

 

As with the main application, supervisors need to check the content of the form and sign-off 
any amendment submissions. They should also remind the student that no changes can be 
implemented in the research until the amendment has been approved.  

 

Useful Information 
There are some parts of Ethics RM that may require additional consideration when completing. 

 

Zooming Out on Browser 
If using a laptop such as the standard laptop provided by Sussex or another small screen, when 
completing various sections of Ethics RM such as when amending your approved application, 
you may need to zoom out on your web browser to see all available information and buttons. 

 

For most web browsers using Windows, press the ‘Ctrl’ and ‘+’ keys together to zoom in, 
or ‘Ctrl’ and ‘-’ to zoom out. For Mac, use the ‘Command’ with the ‘+’ or ‘-‘ keys. 

 

Form Updates 
On occasion, the Ethics RM form will be updated and if this happens you may see an indication 
on your application that your form needs updating to the newer version. 
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You can then update the form, but any signatures you have already obtained for the form will no 
longer be valid and will need to be requested again. 

 

 

 

‘More’ action button 
 

On smaller screens, some of the action buttons may be stored under a ‘More’ action button. If 
you cannot see a button, please carefully check whether the required button has been 
condensed under the ‘More’ action button. 
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