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Screening the Application
Once the REB has agreed to act as the REB of Record for a study, the first step for every application
submitted through CTO Stream is the screening step. More information on accepting/declining to
act as the REB of Record for a study can be found in the Request to Act as the REB of Record manual.
While an application is being screened, the application has a review status of “REB Administrative
Review”. The application can be found in the ‘REB Submissions’ tile in the Work Area (more
information on the tile system can be found in the Getting Started manual).
At this point in the workflow, the user will see a number of options in the Actions toolbar on the
left hand side of their screen. Most of these are Administrative Actions, but there are three actions
that can move the application along in the workflow – these are called ‘Workflow Actions’.
The three Workflow Actions displayed at this stage are:
 Application Complete – For applications that can proceed along the review process.
 Application Incomplete – For applications that require changes to be made by the research
team before the review can proceed further. This option will take the application down a
pathway that culminates in the application being returned to the research team.
 Withdraw Application – For applications that are not required to be submitted to the REB
of Record (e.g., safety reports that do not meet the REB reporting criteria and the REB does
not wish to review).
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Application Complete
Click on the ‘Application Complete’ button in the Actions toolbar to reflect that the review of the
application may proceed.
A confirmation screen pop-up will appear. To continue the process click on the green ‘Application
Complete’ button.
Every action performed in CTO Stream will ask for one final confirmation before the action is
completed. To complete this action click the green ‘Yes’ button.
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1) Press the
‘Application Complete’
button

2) Confirm the action by pressing the
green ‘Yes’ button

Once the action is confirmed the application will now have the review status of “Review Type
Determination” and can be found in the ‘Assign Review Type’ tile.

Application Incomplete
Click on ‘Application Incomplete’ button in the Actions toolbar to return the application to the
research team.
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Once the ‘Application Incomplete’ button is pushed, a template letter will pop-up. This letter will
automatically include information pertaining to the study, such as the date, CTO Project ID, Study
Title, Sponsor Study ID (if applicable), etc. The REB user will need to add details about the
changes that are required for re-submission within this letter.
Click on the green ‘Application Incomplete’ button once the letter has been completed and you
are ready to send it.
Confirming the action will send the letter and return the application to the research team.

Confirming the ‘Application Incomplete’
button will send the letter and return the
application to the research team

The application will now have the review status of “BoR Changes Requested” and will be found in
the ‘Changes Requested’ tile.
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Withdraw application
Click on the ‘Withdraw Application’ button in the Actions toolbar to begin the process of
withdrawing this application from REB submission.
A confirmation screen pop-up will appear. To continue the process click on the green ‘Withdraw
Application’ button.

Archiving the documents (withdrawn application)
Once the “Withdraw Application” action is confirmed, another Workflow Action will appear. Click
the ‘Archive Withdrawn Docs’ button in the Actions toolbar to proceed with the withdrawal
process.
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A pop-up window will open, identifying the documents attached to the application. While most
applications will have attached documents, some may not.
If there are no documents attached to the application, click the ‘Archive Withdrawn Docs’ button
and confirm the action.

If there are no documents attached to the application you
wish to withdraw, click the ‘Archive Withdrawn Docs’ button

If there are document(s) attached to the application, click the checkbox to the right of each
document in the “Archive” column. Once all boxes are checked, click the ‘Archive Withdrawn
Docs’ button and confirm the action.
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Sending the withdrawal letter
Once the documents have been archived, click the ‘Send Withdraw Letter’ button in the Actions
toolbar.
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This will open a pop-up window with a template letter. Review the letter and insert the name of
the appropriate signatory at the bottom. Once you are ready to send, press the ‘Send Withdraw
Letter’ button and confirm the action. This will send the letter to the research team to proceed
with next steps.

Confirming the action will send the letter and return the application to the research team.
Once the action has been confirmed, the application will have the status of “Pending PA/PI
Withdrawal” and can be found in the ‘All Applications’ tile in the Work Area.
The research team is required to complete additional steps on the applicant side of the system to
complete the withdrawal process.
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Selecting the Level of Review
The second step is to identify the level of review required for the application. At this stage, the
application has the review status of “Review Type Determination” and can be found in the
‘Assign Review Type’ tile.
This action can be performed by REB Operations Personnel. The REB Operations Personnel can
also ask an REB member to select the level of review by assigning them as a “Review Type
Determiner”.
There are three levels of review displayed as Workflow Actions that can be selected:




Full Board Review – For submissions that are to be reviewed by the full board
Delegated Review – For submissions that are to undergo a delegated/expedited review
Admin Review – For submissions that can be reviewed by REB personnel and do not
require review by the REB

The REB of Record is expected to specify the level of review in accordance with their applicable
standard operating procedures. CTO Stream does not automatically determine the level of
review.
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Administrative Review
Administrative review by REB
operations personnel only

Full Board Review
Review by the full REB

Delegated Review
Review using
delegated/expedited review
procedures

Full Board Review
Click on the ‘Full Board Review’ button to send an application through the full board review
process.
Once the action is confirmed the application will be have the review status of “Full Board Review”
and will be found in the ‘Assign to Meeting’ tile on the Work Area.
Assign an Application to a Meeting
The next step in the full board review process is to assign the application to a meeting.
Once an application is assigned to a meeting, the REB members will have access to begin
reviewing the application.
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If you are not ready for the REB members to begin their review, you can “park” applications in
the ‘Assign to Meeting’ tile and complete this action at the appropriate time.
There are two different ways to assign an application to a meeting: one at a time, or multiple
assignments.
Assigning one study at a time:

To assign a single study to a meeting, click the ‘Assign to Meeting’ button (this is a Workflow
Action) in the Actions toolbar.

Administrative Actions

Press the ‘Assign to
Meeting’ button to assign
this single application to
the appropriate REB
meeting

A confirmation screen pop-up will appear. Select the meeting to assign the application to using
the drop-down list (for more information about how to create/schedule a meeting please see the
Meetings manual). Once you have selected the meeting you want to assign the application to
click on the green ‘Assign to Meeting’ button.
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Once the action is confirmed the application will have the review status of “Assigned to Meeting”
and will be found in the ‘Full Board Review’ tile on the Work Area.
Assigning multiple studies to a meeting

To assign multiple studies to a meeting, click on the ‘Meetings’ tile in the Work Area or the word
“Meetings” in the black navigation bar. This will take you to a list of scheduled REB meetings.
Select the meeting to which you are assigning the studies.
The ‘Assign Review’ button on the Actions toolbar will have a red number indicating the number
of studies that have already been assigned to that meeting. Click on the ‘Assign Review’ button.
This will open a pop-up window that identifies all the studies that are awaiting meeting
assignment. Select the studies that you wish to assign by clicking the checkboxes to the left of the
review reference number and confirm the action.

Once the action is confirmed, all assigned applications will have the review status of “Assigned to
Meeting” and will be found in the ‘Full Board Review’ tile on the Work Area.
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Recording the End of the Full Board Review
The next step in the full board review process is to record that the meeting has concluded. This
will also remove the REB members’ ability to easily review the application. To complete this
action, press the ‘Review Complete’ button (this is a Workflow Action).

Administrative Actions

Review Complete - the full board meeting has
concluded and REB members no longer need access to
the application

A confirmation screen pop-up will appear. To continue the process click on the green ‘Review
Complete’ button.
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Once the action is confirmed, the application will have the review status of “Decision Pending”
and can be found in the ‘Full Board Decision’ tile on the Work Area. Please see Post-Review Steps
to continue the review process.

Delegated Review
To send an application through delegated review click on the ‘Delegated Review’ button.

A confirmation screen pop-up will appear. To continue the process click on the green ‘Delegated
Review’ button.

Once the action is confirmed, the application will have the review status of “Delegated Review”
and can be found in the ‘Delegated Review’ tile on the Work Area.
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Assigning Reviewers (delegated)
At minimum, one primary reviewer must be assigned to continue with the delegated review
process.
Additional (secondary or other) reviewers can also be assigned. Any REB member who needs to
view/review an application form that is undergoing delegated review must be added as a
reviewer.
For more information on how to assign reviewers please see Assigning Reviewers.

At least one primary
reviewer must be
assigned for the
delegated review
process to continue

Making a Recommendation (Secondary/Other reviewers)
Secondary/Other Reviewer(s) can formally record their recommendation as to what the outcome
of the delegated review should be. This is called making a recommendation. Making a
recommendation does not end the delegated review process or result in a final decision.
To make a recommendation, click on the button that represents the recommendation you would
like to make. For example, if you think the application should be approved, click on the
‘Recommend-Approve’ button.
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A confirmation screen pop-up will appear. To continue the process, click on the green
‘Recommend-Approve’ button.

If the reviewer is recommending that modifications be made, they will need to indicate the
modifications they would like. Recommended modifications can be noted in the “Timeline Notes”
section of the pop-up (e.g., when recording the recommendation) or via form or panel
comments.
Once the action is confirmed your recommendation (and any notes, if applicable) will be logged
and the Primary Reviewer(s) and REB staff will be notified that you have completed your review
and made a recommendation.
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Viewing Recommendations (Reviewers/REB staff)
The reviewers and REB operations personnel can view the recommendations made in the
Timeline tab of the Timeline view. Clicking on the action will indicate who provided the
recommendation and any associated notes. Reviewers can also check the application for form or
panel comments made by the reviewers.

Clicking the ‘recommendation’ line will open a
pop-up window with additional information

Pop-up window with additional
details about the recommendation
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Ending the Delegated Review (Primary Reviewer)
Only a Primary Reviewer can end the delegated review process. To end the review process, the
Primary Reviewer will click the ‘Complete Review’ button (this is a Workflow Action). The primary
reviewer does not need to make a recommendation, and can end the review immediately by
clicking the ‘Complete Review’ button when there are no additional reviewers assigned to the
application.

A confirmation screen pop-up will appear. To continue the process click on the green ‘Complete
Review’ button.

Once the action is confirmed, the application will have the review status of “Delegated Review
Complete” and can be found in the ‘Delegated Review’ tile on the Work Area. Please see PostReview Steps to continue the review process.
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Administrative Review
Administrative Review is used for applications that do not require a full board or delegated
review and can be reviewed by REB Operations Personnel. For example, this may be the first
submission of an application that does not need to be reviewed by REB members, or it might be
at the time of re-submission, when the REB operations personnel is confirming that the changes
requested by the REB have been made.
To send an application through Administrative Review, click on the ‘Admin Review’ button.

CTO Stream REB User Guide:
The Review Process
V3.0 (March 23, 2017)

Page 22 of 73

A confirmation screen pop-up will appear. To continue the process click on the green ‘Admin
Review’ button.

Once the action is confirmed the application will be now have the review status of “Admin
Review” and can be located in the ‘Post Decision Steps’ tile on the Work Area. Please see PostReview Steps to continue the review process.
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Post-Review Steps
Recording the Decision
Once the application has been reviewed, the decision needs to be recorded in CTO Stream. The
user will be able to click the button that corresponds with the REB’s decision.
There are different decisions (all are Workflow Actions) that may be available, depending on the
review type and application type:
 Approve – The application and associated documents can be approved as submitted – no
changes are required
 Modifications Required – The application and/or associated documents requires changes
or corrections before it can be approved by the REB. The application will be returned to
the applicant to make the changes, and will need to be re-submitted for REB review
 Acknowledged – The application and associated documents can be acknowledged by the
REB as submitted – no changes are required
 Not Approved – The research study (or post-approval submission) fails to meet the
ethical standards for approval and revision is unlikely to enable the REB to reach a
positive determination
 Decision Deferred – The application and/or associated documents require substantive
changes or corrections that need to be made before the REB can consider making a
decision on the application. The application will be returned to the applicant to make the
changes, and will need to be re-submitted for REB review
 Admin Acknowledged - The application and associated documents can be acknowledged
by REB operations personnel, and do not require review or approval from the REB (this is
only available for applications which have undergone an Admin Review). NOTE: if this is
the final review stage of an application that has previously undergone a full board or
delegated review, the user must select “Approve” as the decision being made at the time
of admin review to ensure that the proper approval status and template letter are made
available for the application
 Defer to Full Board – The application was assigned to undergo a delegated review, but
further consideration resulted in a decision that full board review is required (this is only
available for application which have undergone a delegated review)
Not all options will be available for every submission; the options are available based on the
application and the type of review that was selected. For example, when reviewing a PIA or CIA
through administrative review (e.g., if this is a re-submission of an application that has previously
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undergone review by the full board), the post-decision steps only include the option to “approve”
or “request modifications”; “admin acknowledge” is not an option.
Click the button that corresponds to the outcome of the review to record the decision. For
example, if the application in question was reviewed and the decision is made to approve the
application as submitted, the user would press the ‘approve’ button as seen in the image below:

A confirmation screen pop-up will appear. To continue the process click on the green button that
corresponds to the decision being made (e.g., the ‘approve’ button as described in the previous
example).

Once the action is confirmed, the application status will reflect the decision that was made (e.g.,
“approved” decision will have the status of “approved”, “modifications required” decision will
have the status of “modifications required”). A full list of statuses is available in Appendix 1. The
application can be found in the ‘Post Decision Steps’ tile on the Work Area.
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Categorizing Documents
This step only applies if the decision recorded is “Approved”, “Acknowledged” or “Admin
Acknowledged”. During this step, the REB will identify the status the submitted documents will
have in the REB approval letter. There are three options:





Approved (Pending) – Documents in this category will appear in the ‘approved
documents’ section of the REB approval letter and have a status of “approved” once the
review process is complete (e.g., the letter is sent)
Acknowledged (Pending) – Documents in this category will appear in the ‘acknowledged
documents’ section of the REB approval letter and have the status of “acknowledged”
once the review process is complete
Received (Pending) –Documents in this category will not appear in the REB approval
letter, and will have the status of “Received” once the review process is complete.

Click the ‘Categorize Documents’ button (a Workflow Action) to complete this step.

A pop-up will appear which contains all of the documents submitted attached to the application.
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All documents attached to the application will be listed in the pop-up
window

A default document status
is displayed, but can be
changed by the REB User

Each document will have a default status, based on where it has been uploaded into the
application. The status can be changed by clicking the arrow button and selecting a new status
from the dropdown list.
Once the status for each document has been set, press the green ‘Categorize Documents’ button
(a Workflow Action) to proceed.
Once the action is confirmed, the status of the application will depend on the type of application.
A complete list of statuses can be found in Appendix 1. The application can be found in the ‘Post
Decision Steps’ tile on the Work Area.

Archiving Documents
This step is only available for post-approval submissions (e.g., amendments, reportable events,
etc.) or during the withdrawal process. This step only applies if the decision recorded is
“Approved”, “Acknowledged” or “Admin Acknowledged”; for other decisions, the status of all
documents attached to the application is automatically updated to “archived”.
The purpose of this step is for the REB of Record to identify any documents that are no longer
considered current by the REB (e.g., that have been replaced as part of the submission). Archiving
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a document does not delete it or otherwise remove it from CTO Stream; the document is still
retained electronically and can be accessed at any time.
Click on the ‘Archive Documents’ button (a Workflow Action) to complete this step.

A pop-up will appear which identifies all of the documents attached to the application
highlighted in yellow. Previously approved documents will appear in white rows. For example, for
a Provincial amendment, all previously approved provincial documents will appear in the white
rows. For a Centre amendment, all previously approved documents from that centre will appear
in the white rows.
As ALL previously approved documents will appear (e.g., for that centre or provincially), the
REB needs to be careful when archiving that they archive only those documents that are being
replaced as part of the amendment and not all documents in the white rows.
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To archive a document, click the ‘Archive’ checkbox in the same row as the document.
Once you have competed selecting the documents to be archived, press the green ‘Archive
Documents’ button to proceed.
Once the action is confirmed, the status of the application will depend on the type of application
(for example, approved pathway-documents archived). A complete list of statuses can be found
in Appendix 1. The application can be found in the ‘Post Decision Steps’ tile on the Work Area.

Setting the Approval Expiry Date (PIA and PCR only)
The provincial expiry date (the end date for the current study-wide ethics approval period) must
be set as part of the approval workflow for the Provincial Initial Application (PIA) and each
Provincial Continuing Review (PCR).
For PIA, REB Operations Personnel are asked to set the expiry date after documents are
categorized (as there is no document archiving step for the PIA). For the PCR, users set the expiry
date after archiving the documents.
At the appropriate stage the “Set Expiry Date” button will appear.

Clicking the ‘Set Expiry Date’ button will open a pop-up window where the REB user can select
the expiry date from the calendar.
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2. Once the expiry
date has been
selected, click “Set
Expiry Date”
1. Click into the field
and pick the expiry
date from the
calendar

After identifying the expiry date, click the ‘Set Expiry Date’ button and confirm the action.
Once the action is confirmed, the application will have the review status of “Approved Pathway –
Expiry Date Set” and can be found in the ‘Post Decision Steps’ tile on the Work Area.
More information on expiry dates and continuing review can be found in the Ethics Approval
Expiry Date, Status and Continuing Review manual.

Drafting the Letter
This section describes the process of drafting a letter prior to sending (e.g., so that an REB
member like the Chair can review prior to sending). If an additional review step is not required,
drafting is not required and the user can proceed directly to sending the letter.
REB Operations Personnel can also draft the letter for their own review prior to sending if they
like by drafting a letter and subsequently indicating that letter review is not required.
Click on the applicable ‘Draft letter’ button (the label will vary slightly depending on the
application and recorded decision).
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A pop-up window containing the template letter will appear.
Template Letters
When you draft or send a letter, a template letter (generic letter) will be loaded. Most of the
information in the template letters will be automatically populated from the system. There are a
few key points to note:








Review Type - Users will always need to modify the letter to specify whether the
application underwent full board, delegated, or administrative review
Meeting Date – For the Provincial Initial Application (PIA), the system will automatically
indicate any full board meeting at which the PIA was reviewed. For all other applications
(e.g., Provincial Amendments, etc.), the system will only include the full board meeting
date if that submission has been reviewed at a full board meeting. If a previous
submission of that application was been reviewed at a full board meeting (i.e., not the
submission on which the letter is being sent), the REB will need to add the full board
meeting date
Date approval issued – This is the date and time when the decision to
approve/acknowledge/administratively acknowledge was recorded (e.g., the date and
time the button was pushed in the system). Users may wish to remove the time
Sponsor Study ID – This field may be blank (e.g., if a study ID was not specified by the
Provincial Applicant team) and can be deleted if empty
Signatory – Each letter ends with “{insert name of appropriate signatory}”. Users will
need to update this to reflect the appropriate signatory
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You can edit the letter directly in the pop-up window (similar to editing a document in Microsoft
Word).
In general, major changes should not be required to the template letter. For example, the expiry
date, document name/version/date, document status (e.g., approved/ acknowledged/ received)
all flow from the system. If the related content is changed in the letter, and not where it
originates in the system, a discrepancy will be created between the contents of the letter and the
way the information is displayed in CTO Stream (particularly on the applicant side).
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Saving Draft Letters
There are two different ways to save your letter:



My Drafts – saves a local copy (available only in CTO Stream) accessible only to the user
who drafted the letter. Other REB users will not be able to see the draft
Draft Letter – saves a copy that is accessible to all users and available through the
Timeline View

To save a local copy
(accessible through
CTO Stream only to
the user who
drafted it), click on
the picture of the
floppy disk

To access
a saved
draft, click
‘Existing’

To access a saved local
copy, click on ‘My Drafts’

To save a draft (accessible to all users
through the timeline view), click on
the ‘Draft letter’ button
NOTE: Label will differ depending on
application/decision

My Drafts

If you want to save the draft so that only you can see it (e.g., if you aren’t finished writing it and
want to come back to it later), click on the image of the floppy disk. This is like saving a document
to your desktop.
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Click the floppy disk to save a
local copy of your letter

A pop-up will open and ask you to name the draft (20 character maximum limit). Once named,
press the green ‘Save’ button to save your draft.

Enter a name for the draft, and
then press the ‘Save’ button

Draft Letter

Executing the ‘draft letter’ action will save a drafted letter to the timeline, and enable other users
to review it. To start this process, click on the applicable ‘draft letter’ button in the Actions
toolbar. This will open up the template letter. You can edit this letter directly in the pop-up
window.
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Clicking on the ‘Draft Letter’ button in the Actions toolbar will always open up the template
letter. If you previously saved a local draft, you will need to click on ‘My Drafts’ to access the
letter you have saved.

Click on ‘My Drafts’ to access your
previous locally saved letters

When you are ready to save the final draft so that others can review it, press the green ‘draft
letter’ button (note: the specific label will vary depending on the letter being drafted and the
decision that was recorded) and confirm the action.
Once the action is confirmed, the status of the application depends on the type of letter drafted.
For example, an approval letter will have the status of “Approval Letter Drafted”. A full list of
statuses can be found in Appendix 1. All applications can be found in the ‘Drafted Letters’ tile on
the Work Area.
Changing a drafted letter
Drafted letters can be reviewed on the timeline.
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To make changes to a drafted letter (e.g., before you send it back to the research team), you will
need to re-run the ‘draft letter’ action. To proceed, click the applicable ‘draft letter’ button. This
will open a pop-up window containing the template letter.
To load the previous draft, click the ‘Existing’ button on the bottom left of the pop-up window.

When the ‘draft letter’ action is run,
the template letter will appear in the
pop-up window. To view previous
drafted letters, click on ‘Existing’

This will shift the current view to the left, and open up a list of drafted letters and any collated
comments on the right side of the pop-up window.
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There are two ways of replacing the template letter with a previous draft or collated comments
to the template letter:



Overwrite – Replaces the template letter with the selected document
Append – Adds the selected document to the end of the template letter
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Overwriting the template letter

To make changes to a previous draft, select the previous draft from the list on the right hand side
of the window and click ‘Overwrite’.

Click the previous draft
from the list of existing
drafts

Click the ‘Overwrite’ button to replace the
template letter with your previous draft

The screen will now merge and the previously drafted letter will be loaded. This letter can now
be reviewed and changes can be made. Changes can be saved as a local draft (available only to
the author) or a new draft (available to other REB users).
Appending to the template letter

In general, this feature is of limited use. To use the append feature, follow the steps described
above for overwriting the template, but instead click ‘Append’.
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Letter Review
After drafting a letter, the user will need to indicate whether letter review is required. The ‘letter
review’ pathway enables another individual (e.g., the REB Chair) to review and confirm the
application and/or letter or request changes before the letter is sent to the research team.
After drafting a letter there are two options: “Letter Review Required” or “No Letter Review”

Letter Review Not Required
If you do not wish to have the application/letter reviewed, click “No Letter Review”. Once the
action is confirmed, the status of the application depends on the type of letter drafted. For
example, an approval letter will have the status of “Approval Letter Review Not Required”. A full
list of statuses can be found in Appendix 1. All applications can be found in the ‘Drafted Letters’
tile on the Work Area.
Letter Review Required
If you wish to have the application/letter reviewed, click the ‘Letter Review Required’ button. You
will then need to select the reviewer; click the ‘Assign Letter Reviewer’ button.
This will open a pop-up window that includes all of the REB members. In the row corresponding
to the individual(s) you’d like to perform the review, click in the ‘assign submission’ row and
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select ‘letter reviewer’ from the drop down menu. Click ‘Assign Letter Reviewer’ and confirm to
complete the action.

The selected reviewer will receive an email asking them to review the letter with a link to the
application in CTO Stream.
The status of the application will depend on the type of letter. For example, an approval letter
would have the status of “Approval Letter Review Required”, whereas a letter requesting
modifications would have the status of “Modification Letter Review Required”. A full list of
statuses can be found in Appendix 1.
For REB Operations Personnel, the application can be found in the ‘Drafted Letters’ tile in the
Work Area. For assigned letter reviewers the application can be found in the ‘For My Review’ tile
in the Work Area.
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Letter Reviewer

The reviewer can view the drafted letter in the Timeline view and access the application and
documents from the ‘Review Application’ button in the Actions timeline.

Click on the paperclip associated with the
“Draft Review Letter” action to view the
drafted letter

When the letter reviewer looks at the application they will have two options in the Actions
toolbar:
 Change Letter – to request changes to the letter they’ve reviewed
 No Change Required – approve the letter as drafted
If ‘No Change Required’ is selected, the REB Operations Personnel will receive an email to log in
and view the decision.
If the letter reviewer would like to make changes, clicking the ‘Change Letter’ button will open a
pop-up window with instructions. The reviewer can either type their request(s) directly into the
pop-up window or they can follow the instructions to overwrite the letter and make the changes
directly to the last drafted letter. Once completed, the REB Operations Personnel will receive an
email to log in and view the decision.
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Following letter review the status once again depends on the type of letter. For example, an
approval letter would have the status of “Approval Letter Ready To Send”. A full list of statuses
can be found in Appendix 1. All applications can be found in the ‘Drafted Letters’ tile on the Work
Area (the letter reviewer will no longer see the application form).
Viewing the Decision (Letter Review)

When the REB Operations Personnel are notified that a letter has been reviewed, they can look
at the application to see what the letter reviewer has decided. The decision will be listed on the
Timeline view.
If the letter reviewer indicated that no changes are required, they can proceed with sending the
letter.
If the letter reviewer requested changes, the changes can be found by clicking the paper clip in
the ‘attachments’ column.
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The decision will be listed on the Actions
section of the timeline view

If changes have been requested, the
reviewer’s requests can be found in
the attachment

Depending on the nature of the changes and whether the letter reviewer changed the letter
itself, the REB Operations Personnel might find it helpful to download the attachment – it can
then be kept open in another window while the letter is edited.
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Once the letter has been reviewed, the next step is sending the letter. If the letter reviewer
wants to re-review the letter before it is sent out, please contact CTO to make the ‘Letter Review
Required’ step available again.

Sending the Letter
The final step of the review process is sending the REB letter. To proceed, click on the
corresponding ‘send letter’ button in the Actions toolbar (as with drafting a letter, the label will
vary slightly depending on the application and recorded decision).

A pop-up will appear, containing the template letter.
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If you have previously drafted a letter, follow the process described above for replacing a
template letter with a previous draft. If changes have been requested by a letter reviewer, the
changes can be made directly within the pop-up window.
Alternately, if you have not previously drafted a letter, the template letter can be revised within
the pop-up window.
You can also preview the letter (e.g., view a PDF version of the content in the pop-up window) by
pressing the ‘Preview’ button.
Once you are happy with the contents of the letter, press the green ‘Send letter’ button (the
label will vary depending on the application type and decision recorded) and confirm the action.
This will send the letter to the Research Team.
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To preview a PDF version of the
letter to be sent, click the ‘Preview’
button

When you are ready to send the letter
to the research team, click the ‘send
letter’ button (the label will change
depending on the application type
and decision that was made)

Confirming the action will send the letter and return the application to the research team.
Once the letter is sent the review process for this application is complete. The research team are
automatically notified by email that a decision has been made and they can move forward with
next steps depending on the result of that decision.
The application can always be accessed through the ‘All Applications’ tile.
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Re-sending a letter
All sent letters are saved indelibly on the applicant side; applicant users can view, print or save
REB letters directly from their CTO Stream portal.
On occasion, an REB may need to re-send a letter (if there is an administrative error, for
example). To do this, users may draft and/or send the letter again. The applicable ‘Send Letter’
buttons are always available, even after the REB letter has been issued
A few key points:
 Clicking the ‘Send Letter’ buttons will always open up the template letter
 In general, major changes should not be required to the template letter. For example, the
expiry date, document name/version/date, document status (e.g., approved/
acknowledged/ received) all flow from the system. If the related content is changed in the
letter, and not where it originates in the system, a discrepancy will be created between
the contents of the letter and the way the information is displayed in CTO Stream
(particularly on the applicant side).

Going Back a Step in the Review Process
If a user has accidentally hit the wrong button, or otherwise needs to go back a step (or more) in
the review process, please contact CTO. We can easily create a button that will allow you to
revert back to the desired stage.
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Administrative Actions
Administrative actions may become available during various stages in the review processes.
These are optional steps that may apply to a given application, but are not required in order to
move the application through the review process. The administrative actions available through
the Actions toolbar are described below.

Assigning Staff
REB operations personnel can be assigned to an application or a project. This will be recorded on
the timeline, and is used to direct applications into the ‘My studies’ tile of the Work Area.
Assigning staff is not mandatory; all REB operations personnel can see an application, regardless
of whether they have been assigned as a staff member.
Clicking on the ‘Assign Staff’ button will open a pop-up window showing all REB operations
personnel. From here, staff can be assigned on a project basis (e.g., to this application and all
other future applications for the study) or an application basis (e.g., to the specific application on
which the user is assigned). You can assign more than one staff member at a time. Once you have
finished selecting review staff click on the green ‘Assign Staff’ button.
All REB operations personnel have access to the “Assign Staff” functionality, and can add or
remove staff.
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Determine whether you wish to
assign the staff to the project
and submission (e.g., the entire
study) or to the submission only
(e.g., this application)

Once all staff have been assigned, click
the ‘Assign Staff’ button
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Users can review previously assigned staff by clicking on the ‘Assign Staff’ action in the Actions
section of the Timeline view; the assigned staff will be listed in the ‘action details’ line.

Click on the “Assign Staff” action item to open a pop-up window with additional details

The “Action Detail” line will
display who was assigned when
the action was run
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Removing assigned staff
To remove an assigned staff member, click the ‘X’ to the right of the assignment and then click
the green ‘Assign Staff’ button. Please note, the removal will only occur if the ‘Assign Staff’
button is pressed; simply clicking the ‘X’ and closing the window will not execute the action.

To remove an assignment,
click the ‘X’ and then the
green ‘Assign Staff’ button

Assigning Reviewers
REB members can be assigned to an application or a project as a reviewer (Primary, Secondary or
Other). This will be recorded on the timeline and is used to direct applications into the ‘For my
review’ tile on their work area. Except as noted above for the delegated review process, assigning
reviewers is not mandatory. All REB members can see an application once it is in the ‘Full Board
Review’ tile.
Clicking on the ‘Assign Reviewers’ button will open a pop-up window showing all REB members.
From here, staff can be assigned on a project basis (e.g., to this application and all other future
applications for the study) or an application basis (e.g., to the specific application on which the
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user is assigned). You can assign more than one reviewer at a time. Once you have finished
selecting reviewers click on the green ‘Assign Reviewers’ button.

Determine whether you wish to
assign the reviewer to the project
and submission (e.g., the entire
study) or to the submission only
(e.g., this application)
Click the
name of the
applicable
reviewer,
and then
select the
type of
reviewer
from the
drop down
list
Once all reviewers have been assigned,
click the ‘Assign Reviewers’ button

Users can review previously assigned reviewers by clicking on the ‘Assign Reviewers’ action in the
Actions section of the Timeline view; the assigned reviewers will be listed in the ‘action details’
line.

Removing assigned reviewers
To remove an assigned reviewer, click the ‘X’ to the right of the assignment and then the green
“Assign Staff” button. Please note, the removal will only occur if the ‘Assign Reviewer’ button is
pressed; simply clicking the ‘X' and closing the window will not execute the action.
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Assigning Review Type Determiner
In some cases, the REB Operations Personnel may need an REB member (such as the REB Chair)
to determine the level of review for an application. During the step of selecting the level of
review, the REB Operations Personnel can use the ‘Send for Determination’ button to identify a
‘Review Type Determiner’ (the REM member who will determine the review type). This is very
similar to assigning staff or assigning reviewers.
Clicking ‘Send for Determination’ will open a pop-up window from which the REB Operations
Personnel can select an REB member to select the level of review for that submission.

The individual selected as review type determiner will receive an email with a link to the
application, which can also be found in the ‘Select Review Type’ tile (users with REB Chair role
only). The individual can then choose from the available options. The REB Operations Personnel
will receive an email once the selection has been made.
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Conflict of Interest
The Conflict of Interest button enables the REB to restrict access to an application/study.
Registering a conflict of interest in the system for a given user means that the study/application
will no longer be visible to that user. For example, if an REB member has a registered conflict,
they will not be able to see applications that have been assigned to a full board meeting (even if
they are attending that meeting), nor will they receive any emails or notifications related to the
review of that application/study; essentially the study will cease to exist for that user.
To record a conflict, click the ‘Register Conflict’ button in the Actions toolbar.

This will open a pop-up window. CTO Stream will suggest a conflict if there is an REB
member/REB operations personnel who has been identified as one of the study contacts in the
application form. To register the conflict, tick the box for the user to indicate whether you want
to register a conflict on the project and submission (e.g., a study-wide conflict) or for this single
application form.
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Suggested conflicts show
any REB member who is
identified as a study
contact in the application
form
Click the
appropriate
box to
register a
conflict on
the entire
study, or for
a single
application
Once any conflicts have been registered,
click the ‘Register Conflict’ button

Review Application
The ‘Review Application’ button will take the user directly to the application form. For additional
information, see the Navigating CTO Stream manual.

Collating Comments
The ‘Collate Comments’ button enables REB users to combine all the comments made within the
application (form and panel) into a single document. To do this, click the ‘Collate Comments’
button in the Actions toolbar.
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This will open a pop-up window.

Users can preview the comments, which will
create a PDF that can be saved or printed

Press the ‘Collate Comments’ button to save a
copy to the timeline and add this to the list of
existing documents to append to letters

This pop-up will automatically include all of the Form Comments in one table and all of the Panel
Comments in another table. Users can edit, delete or add text to the comments directly within
the text window, and can also save a local draft that is accessible only to that user through CTO
Stream. Users can click on the blue ‘Preview’ button to open a PDF copy of this document (this
can be saved or printed). Pressing the ‘Collate Comments’ button will save a copy of the collated
comments to the timeline, and this document will also be available under the “Existing
Documents” list when appending/overwriting the template letter.
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Other Review Features
Comments
There are two types of comments which can be made on an application in CTO Stream:



Panel Comments - Comments related to/about a specific question within the application
Form Comments - Comments related to/about the application overall

All REB comments are visible to all REB members but are not visible to the Applicant. The person
who makes the comment will also have the ability to edit or delete the comment at any time.
Form Comments
Users can create or review form comments by clicking on the ‘Form Comments’ button on the
Actions toolbar. This can be done from within the application form (see screenshot below) or
directly from the timeline view.

Click on ‘Form Comments’
to make a comment that
relates to the entire
application (for example, a
comment that is not
question-specific)

This brings up the ‘Form Comments’ pop-up window.
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Adding Form Comments

To add a form comment, click the “+ Add Comment” button.

Click “+ Add Comment”

Enter your comment into the text box and click on the green ‘Save’ button to save the comment.

Enter your comment into the text box

Click the green
‘Save’ button

The number in red font displayed on the ‘Form Comments’ button in the Actions toolbar will list
the total number of form comments currently made on this application.
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Editing a Form Comment

The user who made the form comment can edit it at any time. To edit the form comment,
click on the ‘Form Comment’ button in the Actions toolbar from within the application
form or directly from the timeline view. Hover over and click on the comment you wish to
edit, and the comment will become editable. Only the user who created the comment can
edit it. After making the desired changes, press the green ‘Save’ button to save the
changes.

Hover the cursor over and click
on the comment you wish to edit
–clicking will make it editable

Deleting a Form Comment

The user who created the comment also has ability to delete it. To delete a form
comment, hover over and click on the comment you wish to edit, the comment will
become editable and a red ‘Delete’ button will appear. Press the ‘Delete’ button to
immediately and irrevocably delete the comment. Only the user who created the
comment can delete it.
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Revise the text within the
comment box and press the green
‘Save’ button

To delete comment: Press the
red ‘Delete’ button

Panel Comments
Users can create panel comments by clicking the ‘New Comment’ button in the Actions menu on
the left side of the screen. Panel comments can only be added from directly within the
application (though they can be edited and deleted via the timeline view, as noted below).

CTO Stream REB User Guide:
The Review Process
V3.0 (March 23, 2017)

Page 60 of 73

Clicking ‘New Comment’ will cause the screen to become greyed out, but each question will
remain visible. Scroll the page until you find the question you want to comment on.

Select the question you want to comment on.

Adding Panel Comments

To add a panel comment, click anywhere on the desired question to bring up a pop-up window
where you will be able to make a comment. Enter your comment into the text box and click the
green Save’ button to save. The number in red font displayed on the ‘Panel Comments’ button in
the Actions toolbar will list the total number of panel comments made on all submissions of this
form.
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Type your comment
into the text field,
and then press the
‘Save’ button to
save it

Editing a Panel Comment

The user who made the panel comment can edit it at any time. To edit the panel comment, click
on the ‘Panel Comment’ button in the Actions toolbar from within the application form or
directly from the timeline view. Click on the blue ‘Edit’ button to the right of the comment you
wish to edit. Only the user who created the comment can then edit it, once finished editing press
the green ‘Save’ button to save the changes.
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Deleting a Panel Comment

The user who created the comment is the only one who can delete it. To delete a panel
comment, click the 'Edit’ button to the right of the comment you wish to delete and then the
click on the red ‘Delete’ button. Pressing ‘Delete’ will immediately and irrevocably delete the
comment.

Changing a document name/version/date
The Document Name, Document Date and Version is entered by the applicant, but can be revised
by REB users if the submitted information is incorrect or at the request of the research team.
The information must be edited in the Documents tab of the Timeline view. Changing the
information directly within the approval letter will create a discrepancy between the document
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approved by the REB and the documents available to the research team through the applicant
side of CTO Stream.
To make a change, navigate to the Documents tab in the Timeline view for the application
(details on navigating can be found in the Navigating CTO Stream manual).

Click on the
document to
edit the name,
date or version

Click on the information you wish to change, and a pop-up window will appear. The information
can be edited as needed within the pop-up. Click the green ‘Save’ buttons once the edits have
been made.
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Once the document details have been updated, the new information will automatically be
included into new template letters. For example, if a research team sends correspondence to the
REB requesting a revised REB approval letter as they previously provided an incorrect version
date, the REB can change the document version in the Documents tab, and then clicking the
green ‘Send Letter’ or ‘Draft Letter’ button in the Actions toolbar. The new template letter will
include the new document information.
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Appendix 1: Application Statuses
Status

Description

Tile

Next Step

Pending BoR
Acceptance

The REB is in the process of
determining whether or not
they will be the REB of
Record for the study

Pending REB
Accept

Screen the application
for completeness

Changes
Submitted By
Applicant

The application has been resubmitted following the
REB’s previous request for
changes

Changes
Submitted

Screening the application

REB
The application has been
Administrative submitted by the research
Review
team

REB Submissions

Screening the application

BoR Changes
Requested

Changes
Requested

None. The letter is
drafted as part of this
step, and sent when the
action is confirmed.

Review Type
The submission has been
Determination screened and deemed
complete by the REB

Assign Review
Type

Depends on the review
type determined

Application to
be Withdrawn

The submission has been
screened and the REB has
determined that it should be
withdrawn by the research
team

Post Decision
Steps

Full Board
Review

The REB has determined that
full board review is required
for the submission

Assign to Meeting Assigning the application
to a full board meeting

The submission has been
screened and deemed
incomplete
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Status

Description

Tile

Next Step

Delegated
Review

The REB has determined that
delegated review is
acceptable for the
submission

Delegated Review Ending the delegated
review
*For My Review
(assigned
*if additional (e.g.,
reviewers)
secondary or other
reviewers) have been
assigned, they should
make their
recommendations before
the review is ended

Admin Review

The REB has determined that
administrative review is
acceptable for the
submission

Post Decision
Steps

Recording the outcome
of the review

Assigned to
Meeting

The submission has been
assigned to a full board
meeting and is undergoing
review by REB members

Full Board Review

Recording the conclusion
of the full board meeting

Decision
Pending

The REB meeting has
concluded, but a decision has
not yet been recorded

Full Board
Decision

Delegated
Review
Complete

The delegated review has
been completed but a
decision has not yet been
recorded

Delegated Review Recording the outcome
of the review
*For My Review
(assigned primary
reviewer)

Decision
Deferred

The review decision has been
recorded as a deferred
decision

Post Decision
Steps
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Status

Description

Modifications
Required

The review decision has been
recorded as modifications
required

Post Decision
Steps

Drafting/sending the
letter, as appropriate

Not Approved

The review decision has been
recorded as not approved

Post Decision
Steps

Drafting/sending the
letter, as appropriate

Acknowledged The review decision has been
recorded as acknowledged

Post Decision
Steps

Categorizing the
documents associated
with the application

Approved

The review decision has been
recorded as approved

Post Decision
Steps

Categorizing the
documents associated
with the application

Admin
The review decision has been
Acknowledged recorded as a an
administrative
acknowledgement

Post Decision
Steps

Categorizing the
documents associated
with the application

Deferred to
Full Board

The delegated review
decision has been recorded
as a decision to defer the
submission to the full board
for review

Assign to Meeting Assign to a meeting

Approved
PathwayDocuments
Categorized

The documents associated
with the approved
application have been
categorized

Post Decision
Steps

Archiving older version of
the approved/
acknowledged
documents

Acknowledged The documents associated
Pathway –
with the acknowledged

Post Decision
Steps

Archiving older version of
the approved/

CTO Stream REB User Guide:
The Review Process
V3.0 (March 23, 2017)

Tile

Next Step

Page 68 of 73

Status

Description

Tile

Next Step

Documents
Categorized

application have been
categorized

Admin
Acknowledged
Pathway –
Documents
Categorized

The documents associated
with the administratively
acknowledged application
have been categorized

Post Decision
Steps

Archiving older version of
the approved/
acknowledged
documents

Approved
Pathway –
Documents
Archived

The older version of
documents associated with
the approved application
have been archived

Post Decision
Steps

Drafting/sending the
letter, as appropriate

Acknowledged
Pathway –
Documents
Archived

The older version of
documents associated with
the acknowledged
application have been
archived

Post Decision
Steps

Drafting/sending the
letter, as appropriate

Admin
Acknowledged
Pathway –
Documents
Archived

The older version of
documents associated with
the administratively
acknowledged application
have been archived

Post Decision
Steps

Drafting/sending the
letter, as appropriate

Withdraw
Application Documents
Archived

The documents associated
with the application have
been archived

Post Decision
Steps

Sending the withdrawal
letter.

Approval
Letter Drafted

The approval letter has been
drafted

Drafted Letters

Determining whether letter
review is required

Acknowledge
ment Drafted

The acknowledgement letter
has been drafted

Drafted Letters

Determining whether letter
review is required
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Status

Description

Tile

Next Step

Not Approved
Letter Drafted

The not approved letter has
been drafted

Post Decision
Steps

Determining whether letter
review is required

Review Letter
Drafted

The review letter outlining
the REB’s requested
modifications has been
drafted

Drafted Letters

Determining whether letter
review is required

Deferred
Letter Drafted

The deferred decision letter
has been drafted

Drafted Letters

Determining whether letter
review is required

Approval
Letter Review
Required

The REB Operations
Personnel has indicated that
the drafted approval letter
requires review

Drafted Letters

Letter Reviewer records
decision on drafted letter

Modification
Letter Review
Required

The REB Operations
Personnel has indicated that
the drafted modifications
letter requires review

Drafted Letters

Acknowledged The REB Operations
Letter Review Personnel has indicated that
Required
the drafted
acknowledgement letter
requires review

Drafted Letters

Decision
Deferred
Letter Review
Required

The REB Operations
Personnel has indicated that
the drafted deferral letter
requires review

Drafted Letters

Not Approved
Letter Drafted

The REB Operations
Personnel has indicated that
the drafted non-approval
letter requires review

Drafted Letters
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*For My Review
(assigned letter
reviewer)

*For My Review
(assigned letter
reviewer)

*For My Review
(assigned letter
reviewer)

*For My Review
(assigned letter
reviewer)

Letter Reviewer records
decision on drafted letter

Letter Reviewer records
decision on drafted letter

Letter Reviewer records
decision on drafted letter

Letter Reviewer records
decision on drafted letter

Page 70 of 73

Status

Description

Tile

Next Step

*For My Review
(assigned letter
reviewer)
Approval
Letter Review
Not Required

The REB Operations
Personnel has indicated that
the drafted approval letter
does not required review

Drafted Letters

Sending the letter

Modification
Letter Review
Not Required

The REB Operations
Personnel has indicated that
the drafted modifications
letter does not required
review

Drafted Letters

Sending the letter

Acknowledge
ment Letter
Review Not
Required

The REB Operations
Personnel has indicated that
the drafted
acknowledgement letter
does not required review

Drafted Letters

Sending the letter

Decision
Deferred
Letter Review
Not Required

The REB Operations
Personnel has indicated that
the drafted deferral letter
does not required review

Drafted Letters

Sending the letter

Not Approved
Letter Review
Not Required

The REB Operations
Personnel has indicated that
the drafted non-approval
letter does not required
review

Drafted Letters

Sending the letter

Approval
Letter Ready
to Send

The letter reviewer has
recorded their decision on
the drafted letter

Drafted Letters

Sending the letter
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Status
Modification
Letter Ready
to Send

Description

Tile

Next Step

The letter reviewer has
recorded their decision on
the drafted letter

Drafted Letters

Sending the letter

Acknowledged The letter reviewer has
Letter Ready
recorded their decision on
to Send
the drafted letter

Drafted Letters

Sending the letter

Decision
Deferred
Letter Ready
to Send

The letter reviewer has
recorded their decision on
the drafted letter

Drafted Letters

Sending the letter

Not Approved
Letter Ready
to Send

The letter reviewer has
recorded their decision on
the drafted letter

Drafted Letters

Sending the letter

Approval
Letter Sent

The approval letter has been
sent

All Applications

None. This is the final
status for an approved
application

Acknowledge
ment Sent

The acknowledgement letter
has been sent

All Applications

None. This is the final
status for an
acknowledged
application

Not Approved
Letter Sent

The not approved letter has
been sent

All Applications

None. This is the final
status for an not
approved application

PI Response
Pending
Modifications

The review letter outlining
the REB’s requested
modifications has been sent

All Applications

None. This is the final
status for applications
requiring modifications
or when the decision was
deferred
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Status

Description

Admin
Acknowledge
ment Sent

The administrative
acknowledgement letter has
been sent

All Applications

None. This is the final
status for an
administratively
acknowledged
application

Pending PA/PI
Withdrawal

The research team has been
notified of the request to
withdraw the application
from the REB, but the
application has not yet been
formally withdrawn

All Applications

No action from the REB.
Research team must
press the ‘Withdraw
Application’ button on
Applicant side of CTO
Stream

Application
Withdrawn

The research team has
formally withdrawn the
application from the REB

All Applications

None. This is the final
status for a withdrawn
application
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