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1. Homepage 

The homepage is your starting point in Romeo and displays several sections depending 
on the roles you may be involved in: 

• Role: Principal Investigator 
• Role: Project Team Member  
• Role: Reviewer (if you serve on the REB or other review committees)  
• Role: Signing Authority (for those authorized to provide institutional or 

Departmental signoff) 
 
Click the bar to expand the section you need to use. 
 

 

The homepage allows researchers and team members’ access to all new and ongoing 
studies, including both REB and Grant/Award records. This page provides quick links 
for managing research review activities, viewing current project status, and specifying 
items requiring attention. 

Quick Link Descriptions: 

Applications: Draft View your list of applications in development. 
These are accessible for edit purposes by all 
listed team members. Detailed study log is 
maintained to facilitate collaborative edits and 
application development. These projects are not 
yet visible to the research office or REB. 

Applications: Requiring Attention                                             Applications that have been subject to initial or 
completed REB review, that have outstanding 
issues will be listed here. Eg. missing or 
inaccurate application detail or documents, or 
issues to be addressed before approval may be 
finalized (i.e. the REB Review Summary).  
Notification is received by email. 

Applications: Under Review All new submissions that are in the review 
process. Includes those in reviewers hands 
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awaiting comments, and those noted above as 
“Requiring My Attention”.  

Applications:  Post Review All previously approved, active or closed 
submissions. These records are locked. Changes 
or revisions may only be done through 
submission of an Event application. 

Applications: Withdrawn Applications that never achieved approval 

Events: Draft Annual Renewals, Amendments, Safety or SAE 
report, etc.  in development.  As above, these 
Draft items are visible to the team but are not 
yet visible to the research office.     

Events: Requiring Attention                                             For example, Amendments that have had initial 
REB review but have outstanding issues such as 
missing documents or inaccurate details. 
Researchers are notified via email of the 
necessary revisions required for resubmission.  

Reminders Previously approved studies with routine 
continuing review activities outstanding, such as 
Annual Renewals due. 
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2. Creating a new Study 

Click on apply new  

 

For NS Health users make sure you scroll to the 3rd block (NSHA Certifications) and pick 
the appropriate application type.  
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3. Searching for an active study 

There are two ways to search for a study. 

1. You can type the Romeo number in the search bar 
2. You can click on Applications: Post-Review 

 

If you search using the Post Review button you will get a list of all your studies (active 
and closed) and you will also see both the Human Ethics and Awards file for each 
study.  You can narrow down the search by clicking on the application type to filter out 
the Awards files (click on application type and choose Human Ethics): 

*You will only need the Human Ethics file to submit any event to ethics. 
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4. Where to find events  

After you have found your study click on the events button: 

 

Make sure you choose your event from the NS Health Research Ethics list of events 
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5. Viewing study documents and correspondence 

If you would like to review you study documents or see any emails that have been sent 
through Romeo, enter your study by clicking the Latest Workflow button: 

 

This will open your study on the logs tab.  To view the emails, click on the shared 
communications button: 

 

To view your attachments, click on the attachments tab and scroll to the bottom of the 
page: 
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Files will show here, and you can click to open them. 


