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Accessing the Researcher’s Portal

The Researcher’s Portal is available through the Login at the following URL: http://nsha-

iwk.researchservicesoffice.com/Romeo.Researcher/Login.aspx

If you already have an account, login with your primary email address and password. 

Many profiles already exist in Romeo as some were created before the existence of 

the Portal when only the REB used Romeo.  

If you are a first time user of the Researcher’s Portal, please contact the REB Office 

ResearchEthics@nshealth.ca to see if you already have a user profile in the system. 

http://nsha-iwk.researchservicesoffice.com/Romeo.Researcher/Login.aspx
mailto:ResearchEthics@nshealth.ca


Researcher’s Home Page 

You are now in the Researcher’s Home Page! To access the REB application forms, click on 

“APPLY NEW” 

Researchers Should visit the 
“Useful Links” section every now 
& then for helpful tips & hints

All files in which your role is Principal Investigator (PI) will be under the heading “Role: Principal 

Investigator.” 

All files in which your role is anything other than the PI (coordinator, assistant, etc.) will be 

under the heading “Role: Project Team Member.”



Interventional Study or Non-Interventional Study?

All research projects being conducted at Nova Scotia Health and involving human 

participants, human biological materials (human embryos, fetuses, fetal tissue, 

reproductive materials, stem cells), Nova Scotia Health patients, staff, resources or data 

are reviewed by the NS Health REB before the research begins.  This applies to materials 

derived from living and deceased individuals.

Please read the descriptions below and to ensure you select the appropriate ethics 

application form for your research submission. 

Because Romeo is a shared database with the IWK, you will see IWK application forms too.  

To submit to the Nova Scotia Health REB ONLY select from NS Health options. 



Project Info Tab

Enter your study title exactly as it appears on your research protocol.

Note: The start & end dates are used for administrative and reporting 
purposes and will be entered by the REB office staff.

IMPORTANT:  Please note that all fields preceded by * are 
required. Failing to complete these fields  will prevent the 
user from submitting the form.



The applicant automatically defaults to the role of Principal Investigator (PI) on the application. 

If you are not the PI of the study, you may transfer the PI Role to another researcher by clicking 

the “Change PI” button. 

Important: DO NOT change PI’s “Last Name” and “First Name” manually – always use “Change 

PI” feature and search by name. 

Project Team Info Tab / Changing the PI 



Changing the PI cont’d

Once you click “Change PI”, you can search the Investigator List for the name of the 

person to be assigned as PI. 

The list can be searched in a variety of ways, i.e. type the last name of the person in the 

“Last Name” field, or use the filter to select search criteria such as “Start With” or “Any part.” 



Once you’ve identified your PI – click on “select.” Project Team Info will automatically be 

updated with PI’s information.

The “Submit” button is only visible to the PI; the PI is the only person who can submit the 

application once it has been completed. 

Changing the PI cont’d

If you are unable to identify the person you are looking for from the investigators list, 

please contact ResearchEthics@nshealth.ca

Important: Now that the PI role has been updated, the applicant must be added as a 

project team member. This must be done before you close the application. Failing to do 

so will result in you losing access to the application form once you exit the application 

form. 

mailto:ResearchEthics@nshealth.ca


• From the Project Team Info tab, scroll down to “Other Project Member Info” and click 

“Add New” 

• Repeat the search process, this time assigning yourself to the team and selecting your 

role in the study from the drop down menu under “Role In Project” data field. 

• Continue to project add team members by clicking “Add New.”

Adding Other Team Members

Do not hand type data for this section. Always use “Search Profiles.” If the person you are 

looking for is not in the list, please contact ResearchEthics@nshealth.ca

mailto:ResearchEthics@nshealth.ca


The Ethics Application Form(s) have several sub-tabs all of which contain required 

questions. If you are unsure how to answer a question, try clicking on additional 

information as seen in the screenshot below!

Completing the Ethics Application Forms (EAF)

Tip! ROMEO does not have an automatic save 
feature. Users are encouraged to hit the “Save” button 
after completing each tab. 



You should attach any relevant document(s) on the “Attachments Tab.” Users may upload 

multiple attachments, provided that each is no larger than 5MB. Attachments may be word 

files, spreadsheets, jpeg files, pdfs, etc.

Attachments 



Attachments cont’d



Errors Tab



At any point in the process, you may “Save and Close” the application and complete it at a later 

date. The information entered will be saved and can be accessed again through the 

Researcher’s home page under “Applications: Drafts”. 

Important: Do not close that application by clicking the X at the top of your browser, doing so 

will result in the application being “locked” preventing other team members from accessing it. 

Save and Continue…

ROMEO has no automatic save feature! But it does have a time out feature so save often! If you 

need to step



Submitting the Application

• Once the PI and team members are added to the project, they will be able to view and 

edit the application. 

• The PI is the only person who can submit the application, no other team member can do 

this on their behalf. 

• If applicable, the team member responsible for completing the application should notify 

the PI when the application is ready to be reviewed and submitted. 

• Once the application has been submitted, the PI will receive an email confirming the 

receipt of the application – any team member associated with the application will be 

copied on the correspondence. 



Once the PI has submitted the application, an automated email confirming the receipt of the 

application will be sent to all team members associated with the application. 

Once an application has been submitted you are not able to edit it; although you may view 

it under the quick link, “Applications – Under Review”. 

Applications Under Review



Check the status of your application(s) under review under the “Work Flow State” 

column.

ORS – Office of Research Services

Work Flow State of Applications Under Review



If the Board requires any revisions, the application will be returned to the research team. 

The PI and Coordinator(s) will receive notification by email that the file is being returned 

for clarifications/revisions. 

At this stage, the application may be edited by clicking on the link: “Applications –

Requiring Attention.” If you are making the revisions on behalf of the PI, you will need to 

notify them when the revisions are complete so they may re-submit the application.

Applications Requiring Revisions



Once the application has been approved, the PI, Research Coordinator and Supervising

Investigator (where applicable) will receive an automatic approval email.

A formal approval letter will be sent via email. After the application has been approved, it

can no longer be modified. It can be viewed under “Applications –Post Review.”

All modifications will need to be requested by submitting the appropriate Event Form.

Approved Applications



• The Logs tab is a useful tool that shows the history of the application. Text in blue font 

represents most recent updates 

• The “Application Workflow Logs” tracks and time stamps approvals and messages.

Logs Tab – Workflow Logs



• Event forms are: Amendments, Requests for Annual Approvals, Request for 

Acknowledgment, Serious Adverse Event (SAE) Reporting, Safety Updates and Study 

Completion.

• Event Forms are to be submitted for approved ethics application(s) only.

• Event Forms can be accessed, completed and submitted by any member of the project 

team (i.e. the PI, Sub-investigator(s), Research Coordinator, etc.).

• Romeo is a shared database with the IWK so IWK Event Forms are also visible.  To submit 

an Event to the Nova Scotia Health REB, ensure you select the applicable NS Heath Event 

Form. 

Event Forms



You can access Event Forms at any time either under the quick link, “Applications: Post 

Review” (PI or team member depending on your role in the project). 

Accessing Event Forms



By clicking on “Applications – Post Review”, you may view all of your approved ethics 

applications. 

To submit an Event Form (i.e. amendment form, a serious adverse event (SAE) or an annual 

approval (renewal) request), click on “Events.”

Accessing Event Forms – Applications – Post Review



From the “Reminders” quick link you will see the due date of the “Milestones” (milestones are 

set for initial letters and annual renewals).

Dates in yellow font are coming due, while dates in red font are past due. Click on “Events” 

to access the forms.

Accessing Event Forms – Reminders



Event Info Tab

Researchers and Research Coordinators are 
invited to add comments if they wish. For example, 
if a study is being reports as closed to recruitment, 
insert a note. 



Please Note: The process for submitting any type of Event Form is the same as what is 

described on the next few slides. 

Answer all of the questions!

Complete the all studies tab (Interventional and Non-Interventional Studies) and either the 

Interventional or Non-Interventional tab (as it pertains to your study). 

Complete the Minor Study Deviation tab if applicable. 

Completing the Event Form – Example: Request for 

Annual Renewal 

Tip! Remember that ROMEO does not have an automatic save feature. Users 
are encouraged to hit the “Save” button after completing each tab. 



1) Multiple attachments may be uploaded to the Event Form

2) Attachments may be Word documents, Excel spreadsheets, jpeg files, pdfs, etc.

3) The maximum size Romeo allows is 5MB. If your file is larger than that, try ‘zipping’ the file or 

saving it as a compressed PDF document. If this is not sufficient to meet the file size restriction, 

simply break the file into pieces equal to or less than the maximum size accepted by the Portal, 

clearly label each piece (e.g., ‘Part 1 of 5 – IB’) and upload.

4) To ensure successful uploads, please note the following:

 Do not attach files that include the following characters in the file name: “ , # % & * : < > ? / { } | ~

 Do not use the period character in the middle of a file name, or at either the start or end of a file 

name

 File names should not exceed 128 characters

Attachments Tab



Assuming the PI has delegated this task, all members of the project team (i.e. PI, Sub-Investigator, 

Research Coordinator, etc.) are able to submit event forms by clicking the “Submit” button at the top 

of the form.

Romeo does not send automated emails confirming submission of Event Forms.  

Submitting the Event Form



To check the status of the Event Form, click on “Applications – Post Review” and then click on 

“Events.” 

Event forms that were started and saved, but not submitted will appear under “Events: Drafts.”

Tracking the Event Form

Once the event form has been submitted, it will move down to “Events: Under Review.” You will 

be able to view the event but will no longer be able to edit it.



When the Event Status is “pending,” this means that the event has been reviewed by the Research 

Ethics Office and it awaiting approval from the Co-Chair. 

Tracking the Event Form (cont’d)

When the event form has been approved, it will move to the quick link, Events: Post Review and 

the event status will change from “Pending” to “Approved.” The project team will receive a 

confirmation email and a formal approval letter. This letter has also been attached to the 

original application and can be viewed through the “Attachments” tab by any project team 

member. 



Here you will find any event forms that have been returned by the REB Office to the research team for 

clarifications/revisions.

Click the “Edit” button to access the form and make any corrections that have been indicated in a 

separate email that would have been sent to you from the REB office.  

Event Form – Requiring Attention

Once the corrections have been made choose the re-submit button at the top of the screen to 

send the event back to the REB office for review and approval. 



Contact the NS Health REB Office

ResearchEthics@nshealth.ca

Need assistance/have a question? 

mailto:ResearchEthics@nshealth.ca



