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Infroduction

The research requests system has the following benefits:

Reduce submission time of research requests

Improve quality of information on research requests submissions

Decrease the time to interrogate, approve and reject research requests

Decrease the time and man hours to produce reports on research request data, a
requirement from City and Province.

The research requests are performed by post-graduate students or research institutions,
which require assistance from the City of Cape Town's Health department. This assistance
can either be in the form of informational assistance or assistance in terms of providing a City
of Cape Town Health facility where the research can be conducted. Research which
requires provincial resources such as Groote Schuur Hospital cannot be requested via this
application. Please click here for a list of City Health Facilities.

The design of the application centers on a five stage process. The first process revolves
around the registration of a researcher administrator, who will be the primary licison between
the research team/institution and City Health.

The second process revolves around the compiling and submission of a research request.
Please refer to “Mandatory” for a list of mandatory information needed for research request
submission.

The third process revolves around the approval process of research requests. This will be
performed by internal City Health staff and researchers will be able to view at which stage in
the approval process their submission is in.

The fourth process revolves around research updates. On a bi-annual basis, research
administrators are requested to upload feedback from their approved research projects.

The fifth and last process revolves around the upload of the final research summary report,
which by the policy of City Health, requires the research administrator to upload the file no
later than 6 months after the research conclusion date
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Definitions

Types of researchers

Below is the type of researchers and their descriptions which can be affiliated to a research

request:

Researcher Type Description

Principle This is the head researcher and the main person of contact within the
Investigator researcher pool.

Research Admin

This is the primary contact person on the research, who has both
captured the research request and assigned researchers to the
research. The researcher admin will have edit rights to researcher
requests, which includes:

¢ The ability to delete un-submitted research requests
Capture and submit a research request
Register a new researcher/s
Create a research institution
Assign Researcher Type roles when selecting a researcher
Provide quarterly and closure updates
Upload final research report, during and after closure

Researcher

This is a standard researcher, who will have view rights to the research
request. Thus, this person will not be able to edit a research request nor
provide progress or closure updates. The researcher will only have
viewing-rights.

Secondary Admin

This researcher type will share the same permissions as the Research
Admin.

General terms

Term

Description

Branch Head

The Branch Head is the person responsible for a specific or multi-
functional area within the Specialised Health Branch of City Health.

City Health City of Cape Town directorate, responsible for the management of
health related functions within the metro pole

Facility Clinical or medical facility managed by City Health

Focus Area Functional branch within the Specialised Health department of City
Health

HMT Health Management Team

Impacted resource This is a City Health asset which a research request will impact

Mandatory An information item which is compulsory

Non-City Health
facilities

A facility not managed by City Health. These facilities are normally
Provincial facilities managed by the Western Cape Government

Register

To create a user account on the Research Request system

Research request

A request from a researcher or research institution to perform a
research study, using City Health resources/ facilities.

Specialised Health

Department within the City Health directorate which in the context of
research is responsible for the managing and approval of research
requests

Work list

A work list is a list of research requests/ noftifications which require
your attention or review
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Application home

Access

To access the City Health's online Research Request Application, you will need internet
access and a standard web browser. The following are recommended web browsers for
application use:

Internet Explorer 8 and above
Google Chrome v34 and above
Morzilla Firefox

Safari

To access the application, enter the following URL into your web browser’s address bar.

http://webl.capetown.gov.za/web1/Mars

For example:

@ webl.copetown.gov.zaiwebl Mars

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.

| City Home | Site guide | Site index | Thursday, 12 June 2014

# Research Requests

Research home

Welcome to the City of Cape Town's Research Requests portal.

Use this wizard to apply to City Health (Specialised Health Services Branch) for the approval of your health research projects.

Please begin by registering, after which you can login.

City of Cape Town 2014 © | Copyright | Disclaimer | Privacy |
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Navigation

Below is a description of the navigation links which can be accessed from the application’s
Home Page.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.
| City Home | Site guide | Site index Thursday, 5 June 2014

é é 0= (s FEFD

Research home

Use this wizard to apply to City Health (Specialisad Health Services Branch) for help with your health research projects.

| | Login

Welcome to the City of Cape Town's Research Requests portal.

Plaase begin by registering, after which you can login.

City of Cape Town 2014 © | Cepyright | Disclaimer | Privacy |

No.

Description

J—

This is the standard link to the City of Cape Town's homepage

This link provides you with a guide to the standard format of a City of Cape Town
website

This link provides you with a link fo an index page of all the web pages which can be
found on the City of Cape Town's website

This is the link to the application help file/guide

This is the link to the Registration screen of the Research Request Application

This is the link to the Login page of the Research Request Application

This is a link to the Copyright policy of the City of Cape Town's website

This is a link to the Disclaimer policy of the City of Cape Town's website

OO0 (N[O (O

This is a link to the Privacy policy of the City of Cape Town's website
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Registration

Initial use of application

Before a research request can be submitted or reviewed by yourself, you need to have a
registered account on the system.

To register an account, click the “Register” link which is situated on the right-hand side of the
navigation bar and in the body of the application Homepage (see image below).

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.

| City Home | Site guide | Site index | Thursd ne 2014
Login

SHES

150 %001

Research home

Welcome to the City of Cape Town's Research Requestg/Hortal.

Use this wizard to apply to City Health (Specialisad Health Services Branch) for help with yo =alth research projects.

Please begin by registering, after which you can login.

Once the “Register” link has been clicked, you will be presented with the registration screen
below:
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CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index | Thursday, 5 June 2014

Making progress possible. Together

I | Login

SABS
150 7001

Create a new account

Fields marked with an asterisk are compulsory

Email address :

Password must be at |east eight characters in length and include one special character

Password :

Confirm password :

Either your South African ID number or your passport number must be entered

SAID No:
Passport number :
First name :

Surname :

Enter at least one mobile, telephone or fax number below

Mobile number :
Tel number :

Fax number :

Please retype the random generated security code without spaces in the "Enter code” block. A window confirming successful submission will
pcg up after clicking the ‘Register’ button. If you have difficulty deciphering the image code below, click on the image to generate a new
code

Image code:

5t cjov
Enter code without *
spaces:

City of Cape Town 2014 @ | Copyright | Disclaimer | Privacy |

Step 1: | Capture your email address
e Thisis the email address to which all system notifications will be sent to
e This is email address will also act as one of the login components, for
subsequent access
*NB: If the email address is already registered, you will be required to enter a new
email address or perform a “Forgot your password” process to retrieve access
to the already registered account.
Step 2: | Capture and confirm password
e Thisis the password that will be used for login access to the application
Step 3: | Capture a SA ID or Passport Number
e This number will be used as a unique identifier, when searching for a
researcher and their details
*NB: If the SA ID or Passport Number is already registered, you will not be allowed to
register the account
Step 4: | Capture First Name and Surname
Step 5: | Capture a Contact Number
This will be the primary contact number when City Health needs to contact the
researcher/ research administrator. A contact number can be a fax, telephone or
mobile number or a combination of all 3
Step 6: | Insert image code
Step 7: | Click Register
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Account verification

Once the “New Account” registration form has been completed, a verification email link will
be sent to the email address captured on the registration form. Once the link has been
received, you will be required to click the link in order to verify the registered account. Below
is an example of the verification email which will be received.

New MARS Registrafion bbox x &
noreply@capstown.gov.za Martd - & v
tome [+

Click hers to verify your account: hito:febtdey capstonn gov zalMars/AccountVenfyPorovderserkCey=ealacd06-5814953-4M13-6dabelbddod

Disclaimer: This e-mail (including aitachments) is subject to the disclaimer published 3t v capetown.qov zalen Pagesid sclaimer aspx. Pleass read the disclaimer befrs opzning any
attachment or taking any other action in terms ofthis e-mall. Fyou cannot access the dischscger, kindly send an emailto d sclaimer@canetour qovza and & copy wil be provided to you. By
replying to this e-mal or opeming any attachment you agres to be bound by the provisians of theigclaimer

Click to verify
account
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Subsequent use of application

Registration has to only be completed once. On your subsequent visit to the application, you
will be required to enter your email address and password for application access.

To access the Login Screen click the “Login™ link, this is situated on the right-hand side of the
navigation bar and in the body of the application Homepage (see image below).

©

| City Home |

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

site guide | Site index |

Making progress possible. Together.

Research home

Welcome to the City of Cape Town’s Research Req

Use this wizard to apely to City Health (Specialised Health Services Branch) for he

Please begin by registering, after which you can login.

h your health research projects.

Thursday, 5 JUr ek
I Register

to %00

Once the “Log in” screen is accessed, you will be presented with the fields below:

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

©

| City Home | Site guide | Site index |

Log in

Making progress possible, Together.
Thursday, 5 June 2014

| Register | Login

SABS

i§0 %000

Email address :
Password :

0 Remember me

Forgot your Password

If you do not have an account register here

~

Enter your
email address

and password
for application
access
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Forgot password

If you have mistakenly forgotten the password for your user account, the “forgot your password” function will
assist you in capturing a new one. The “forgot your password” function can be accessed via a link on the
application “Login” screen, as shown below

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.
| City Home | Site guide | Site index | Thursday, 5 June 2014
# Research Requesis Help file
SABS
. 7506 so01
Login
Email address : | | *
Password : | | *
O Remember me
Login
[ Forgot your Password ]\
If you do not have an account register here Access to The
“Forgot your
password”
function

Once the link is clicked, you will be presented with the screen below. To reset your password, enter the email
address associated with your account and the image code shown on the screen.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible, Together.

| City Home | Site quide | Site index | Thursday, 29 May 2014
# Research Requests
SABS

is0 9001
Forgotten password

Email address :

Please retype the random generated security code without spaces in the "Enter code” block. If you have difficulty deciphering the
image code below, click on the image to generate a new code

5e07k8

Image code :

Enter code without |
spaces :
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Once the submit button is clicked, an email with a temporary system generated password will be sent to the
associated email address. Below is an example of the email which will be received

&~ noreply@capetown.gov.za

On Thu, Apr 10, 2014 at 8:09 AM, <noreply@capetown.gov.za= wrote:

Disclaimer: This e-mail (including attachments) is subject ta the disclaimer published at: htto:/fwww capetown.gov.zalen/Pages/disclaimer.aspx. Please read the disclaimer before opening
any attachment or taking any other action in terms of this e-mail. f you cannat access the disclaimer, kindly send an email to disclaimer@capetown.gov.za and a copy will be provided to
you. By replying to this e-mail or opening any attachment you agree tao be bound by the provisions of the disclaimer.

You will then be required to use this password to log on to the application on your next access. This password

can be changed using the “Change Password” function on the account management screen, once you have
successfully logged into the application.
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Researcher dashboard

Researcher navigation

Below is a description of the navigation links which can be accessed from the Researcher
Dashboard

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible. Together.

| City Home | Site guide | Site index | Thursday, 24 April 2014
i jodylee.maart@capetown.gov.za
# Research Requests o
| dome | Mew Research Request | 3
SABS
4 Is0 %001
Researcher Dashboard

Here at your researcner's dashboard you will be kept up to date on the status of your research projects. The information is categorised into four areas:

1. Draft Research Requests: 4ll rezsearch requests that you have not yet submitted to the City of Cape Town for review. These requests can be edited still or
removed.

2. Research Requested: This is all your research requests that you have submitted for review but yvou are awsaiting the City’s response. These requests are locked
for editing and cannct be changed.

3. Outcome: These are all your research requests that have been either approved or declined. For the approved requests you have to continue to supply the
research update statuses. This information will be found under the research updates tab.

4, Concluded: These are all your research requests that have been completed. These are requests where the actual end date was captured.

—Draft Research Requests

r—Research Requested

—Outcome

r—Concluded

City of Cape Town 2014 © | Copyright | Disclaimer | Privacy |

the Researcher Dashboard

the Research Request capture tabs

the User Account Management screens

the Application Home screen and logs you out of the application

AlWOWIN|—
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Researcher work lists

Research Request information can be viewed via work lists situated on the Researcher Home
screen. Below is a view of each researcher’s dashboard along with the different work lists:

—Draft Research Requests
:Remr:h Title

institutions for care

The nexus of Tuberculosis (T8) and substance use in state 2014-02-03 2015-01-30 Drraft View

| Start Date | End Date | status

Celete

—Research Requested

: Research Title

Psychosocial Treatment for Methamphetamine Use | 2013-06-03 2014-03-01 Ethics required View
Disorders in South Africa: A Rilot Study of a
Cognitive Behvaioural Therapy Programme

Start Date End Date Approval Status

—Outcome

: Research Title

Susceptibility Factors

Improving Care through Bidirectional Screening and 2013-09-15 2016-12-31 View
Unraveling the Casual Link through Study of Genetic Approved Update

Start Date 'End Date Outcome

Close

—Concluded

Research Title
Characterization of diarrhoeal
the Western Cape: A Surveillance

reporting system in Cape Town
Metropolitan Health District

diseases in children under 5 years in

evaluation of the childheod diarrhoeal

Start Date Actual End Date  Final Report  Outcome _
2012-02-01 2012-12-17 No Concluded view

A description of each work list is discussed below:

Work lists

Description

Draft Research Requests

All research requests that you have not yet submitted to the City
of Cape Town for review. These requests can be edited sfill or
removed.

Research Requested

This is all your research requests that you have submitted for
review but you are awaiting the City's response. These requests
are locked for editing and cannot be changed.

Outcomes These are all your research requests that have been either
approved or rejected. For the approved requests you have to
continue to supply the research update statuses. This information
will be found under the research updates tab.

Concluded These are all your research requests that have been completed.

These are requests where the actual end date was captured by
the research admin
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Research requests

Once you have been registered on the application, you may start the process of submitting
and monitoring research requests.

Submit a new research request

New Research Requests can be submitted from the link provided on the Researcher
Dashboard, situated on the left of the navigation bar (as highlighted in the Researcher
Navigation section above). Once the link has been clicked, you will be presented with an
introduction page describing the role of the person capturing a research request (See image
below).

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index | Wednesday, 11 June 2014

Making progress possible. Together.

| Home | New Research Reguest

SABS
150 %000
Create a new research project request

Create a new research project request here

Please note that the person who captures the research request in the system will be assigned the role of the research
administrator. The research administrator i1s the person in the system who is allowed to add researchers to the research request
and make changes while the request is in draft mode. If you would like to assign another person to allocate researchers as well
as submitting progresses statuses you may assign a secondary admin. In addition, ence the research reguest is approved the

adminstrator or secondary administrator will be responsible for keeping the progress statuses up to date.

Create a project request

Once you've read the information, you may click the “Create a project request” button and
start capturing the request information required.
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There are seven tabs where research information can be captured. Mandatory information
required will be indicated on the relevant pages and all tabs don’t have to be completed in
one capture session. Below are screenshots of each tab and the information required.

Tab 1: Researchers

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index | Wednesday, 11 June 2014
1

Making progress possible. Together

| Home | New Research Reguest

Researchers

Resesrchers | Resesrch detsils | Facilities | Focus sreas | Resources | Attachments | Submit for consideration |

Please use the grid below to assign, if applicable whether the researcher/ers are affiliated with an institution for this research request. If
you the researcher are an individual and not affiliated with 5 university or private company please leave the institution column blank.

Nne Email address Institution Role Principle investigator Is researcher

jmaart@gmail.com Add admin |

Allocate researcher

Next »=

Click on the
Researcher’s
surname to view
their contact
details

City of Cape Town 2014 @ | Copyright | Disclaimer | Privacy

This page details the researchers involved in the research request. The researcher capturing
the request will always be considered as the Administrator of the research. A Secondary
Administrator may be assigned, however this can be done when a new researcher is
allocated. In addition to the administrator roles, the following roles can also be also be
assigned to researchers

Role Description

Principle Investigator The Principle Investigator role is the head researcher and the
main person of contact within the researcher pool. By Default this
role will be assigned to the Admin, however once additional
researchers are allocated, the role can be re-assigned to
someone else.

Researcher The Researcher role is assigned when the Admin allocates a
researcher. By default this role is assigned to the Admin and
Secondary Admin, however if this person is not a researcher, the
role can be removed by de-selecting the “Is researcher” tab.
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In order to assign additional researchers to the research, you will have to click the "Allocate
researcher” button. Once clicked you will be presented with the screen below, which allows
you to search for already registered researchers or add one if he/she is not a registered user
on the system.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index | Thursday, 29 May 2014

Making progress possible. Together.

jmasrt@gmail.com

| Home | New Research Reguest |

SABS

150 92001

Search for researcher

Researchers | Allocate Ressarcher |

If the relevant
researcher is not

Fleaze type the ID number, passport number or email address of the researcher and click the Search for Researcher button to
see whether he/she exists on cur database. If he/she is listed, click the Select link. If you cannet find him/her, click the Add a

Researcher button. found in the

search results, you
SA ID number : may add one to
Passport number : the system

Email address :

|_Search for researcher |

First name Surname Email address

| Cancel §| Add a researcher |

The process of adding a new researcher is similar to that of registering as a first time
application user. Once you have completed the relevant researcher information, the
researcher will receive an email with a system generated password which he/she will use
along with their registered email address to access the system.
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To allocate a research institution to a researcher, one has to click the *Add” link within the
institution column of the researchers table above. Once clicked, you will be presented with
the institution search page below.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.

| City Home | Site guide | Site index | Thursday, 2% May 2014

jmaart@amail.com

| Home | New Research Reguest |

sABS| |f your desired

150 200

Search for institution research intuition
cannot be
Institution | Allocste Institution |
found, you may
Flease enter your institution’s Name or Institution Number and click the Search for Institution button to see whether your Odd one TO The
Institution has been listed. When you find it, click Select, then Allocate to project. If it is not listed, click Add an institution. SYSTem

Name :

Institution number :

Search for institution

==

Name Institution number

| Cancel § Add an institution
| ¢
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Tab 2: Research Details

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.

| City Home | Site guide | Site index Wednesday, 11 June 2014

Home | New Research Request |

SABS
- 1s5e %001
Research details

Researchers | Research details | Facilities | Focus areas | Resources | Attachments | Submit for consideration |

Please enter your research detzils below. The asterisks denote compulsory fields. When the details are entered, please click on the Next
> button to save the details

Title :
-
500 characters remaining
Aim
=
500 characters remaining
Objective =
1.000 charactsrs remaining
Budget : *

Funding source :

Start date : *
End date : *
Report date :
This gate 15 automatically calculated Shx MOAths aMer the aroject's end date.
Study type:

== Prev Next =>

NB: Mandatory fields on this page are indicated by a (*). The dates surrounding the research,
such as the “Start Date” will be validated against the Facility and Focus Area interaction
dates selected.
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Tab 4: Facilities

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index | Wednesday, 11 June 2014
|

Making progress possible. Together.

| Home | Mew Research Request |

150 %001

Request facilities

Researchers | Research details | Facilities | Focus areas | Resources | Attschments | Submit for consideration |

Please note if your research request requires any involvement of City Health's facilities please complete the information requested below. Approval of

your request will be subject to the information provided.
| List of facilities '

Sub district Facility Start End date | | |
I | Start davm I
Downloadable

PDF of City Health

facilities
How will the facilities be prepared by the researchers to participate in your research?
1,000 characters remaining
Facilities that are not affiliated with City Health

—0Other facilities

| Facility Start date End date

Allocate a facility
<< Prev Mext =>

Facilities whereby your research will be conducted can be allocated on this page. City
Health facilities such as clinics can be allocated to the research request by clicking “Allocate
a Facility” button within the “Facilities” section of the page. Non-City Health facilities such as
those not managed by the City of Cape Town can be allocated to the research request by
clicking the “Allocate Facility” button within the Other Facilities section of the page.
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Below is a screenshot of the page where City Health facilities can be viewed and selected

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index |

Making progress possible, Together.
Thursday, 2% May 2014

jmaart@gmail.com

| Heme | New Research Reguest |
SHES

150 200
Allocate facility to research request

Facilitizs | Allocate Facility |
Subdistrict : Khayelitsha v =
Facility : Allows for multi or
single select of
Ml facilities
Start date :
End date :
Cancel | | Allocate facility

Cannot be before
research start date
or after research
end date

City of Cape Town 2014 @ | Copyright | Disclaimer | Frivacy

Please note:

e Facilities are listed per sub-district. Thus when you select a certain sub-district, only the
facilities found within that sub-district will be populated in the “Facility” select box

o Multiple facilities can be selected by holding the Ctrl key and simultaneously selecting
the facilities with the left mouse button.

e |If the facility start and end dates are before or after the research start or end dates,
respectively, you will not be allowed to submit your research request for approval.
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Tab 5: Focus Areas

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.

| City Home | Site guide | Site index | Wednesday, 11 June 2014

| Home | Maw Ressarch Request |

Focus areas

Resesrchers | Research detsils | Fasiities | Focus eress | Resourees | Attschments | Submit for cansiderstion |

Please add the Focus Areas in City Health that are relevant to your research e.g. HIV/AIDS and TB

Flease note if your research request requires any invelvement of City Health's focus areas please complete the information requested below. Approval
of your request will be subject to the information provided.

Focus area Start date End date

Allocate a focus area

City of Cape Town 2014 ®© | Copyright | Disclaimer | Privacy |

If there is a non-facility type study required by your research, you may select the relevant City
Health Focus area which you feel is the most appropriate to interact with regarding the
study. This useful when your research requires information/data from the City Health
department and not a facility where a research exercise will be executed.

To select/assign a focus are, you will have to click the *Allocate a focus area” button, which

will present you with the screen below whereby you will be able to select the focus area and
date of interaction.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible. Together.

| City Home | Site guide | Site index | Wednesday, 11 June 2014

| Home | Mew Research Reguest

SABS
T v e
Allocate focus area to research request
Focus aress | Allocate focus area |

Focus area :
Start date : 2014-04-01

End date : 2014-04-30

Cancel || Allocate a focus area

City of Cape Town 2014 © | Copyright | Disclaimer | Privacy |
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Tab 6: Resources

CITY OF CAPE TOWN
ISIXEKQ SASEKAPA
STAD KAAPSTAD

Making progress possible, Together,
Wednesday, 11 June 2014

| City Home | Site guide | Site index |

| Home | Mew Ressarch Request |
SABS
150 %2001
Impact on resources

Resesrchers | Ressarch detsils | Facilities | Focus sress | Resources | Attschments | Submit for consideration |

Please add the City Health resources that will be implicated by your research by clicking the Affected resource button.

Please note if your research reguest requires any involvement of City Health's resources please complets the information requested below. Approval of
your request will be subject to the informatien provided.

Resource type Description

Affected resource

City of Cape Town 2014 © | Copyright | Disclaimer | Privacy |

This page allows you to indicate the City Health facility resources which you feel will be
implicated by your research study. To select the resource/s impacted, you will have to click
the “Resource Impacted” button which will present you with the screen below whereby you
are able to describe how the resource/s will be impacted.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible, Together.

| City Home | Site guide | Site index | Thursday, 25 May 2014

jmaart@amail.com

| Heme | New Research Request |

SABS

. . 150 9001
Detail - impact on resources

Resources | Allecate Resource

Resource type : Space v

Description : We have rooms (modified containers) permanently on 3ite at Uitsig,
Rdriaanse, Elsiesriver and Ravensmead. For the other clinics
{Fisantekraal, Sarepta) we will use our mobile units (modified caravans),
which would be parked at the premises during the morning early

Cancel | | Save

City of Cape Town 2014 @ | Copyright | Disclaimer | Privacy |
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Tab 7: Attachments

Home | Maw Research Raquast |

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

City Home | Site guide | Site index | Wednesday, 11 June 2014

Making progress possible, Together.

Research attachments

Researchers | Research details | Facilities | Focus areas | Resources | Attachments | Submit for consideration |

Attach your research documents here.

—Research documents

Document type File name Content type

Research Proposal Research Proposal - nexus TB.pdf application/pdf Remove
Research Reguest Letter Research reguest letter - nexus TB.pdf application/pdf Remove
Upload

r—Ethics document

File name Content type Approval date Expiry date Ethics institution

Ethics approval - nexus TB.pdf application/pdf | 2014-01-01 2015-01-31 University of Cape Town Remove
Upload

There are three attachments which City Health requires from a research request, they are:

Document Type

Description

Ethics approval

This is the ethics approval document received by from a Health or
Research Ethics Committee. In compliance with the HPSCA, all
Health research conducted requires an ethics approval document
to be granted by a registered Ethics Committee

Research Request letter

The research letter is a written request from the Principle
Investigator or Head Researcher, to the City Health department,
requesting the approval to perform a research study within the
Cape Metro pole

Research Proposal

This is the document detailing the research study and its
objectives.

Please note:

¢ The Research Request Letter and Research Proposal document, are both mandatory
when submitting a research request. The ethics approval document can be uploaded
during the approval process.
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Tab 8: Submit for consideration

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible, Together.

| City Home | Site quide | Site index | Wednesday, 11 June 2014
|

| Home | Mew Research Request |

SHES

. 150 9001
Submit research request

Reszesrchers | Research details | Facilities | Focus areas | Resources | Attachments | Submit for consideration |

In order to send your request to the Department of Health, click the Submit button.

== Prev

Once you have captured all the necessary research information, you may submit the
request for approval. This page will detail the research request approval process and once
submitted the research request will be locked for editing until approval is granted, by which
time only research updates can be uploaded.
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Monitoring of a research request approval

The statuses of a research request’s approval are as follows:

Status

Description

Submitted for SHM review

This is when the research request has been submitted for first
level of approval with the Specialized Health Manager

Submitted to Branch Head

This is the second level of approval where the Specialized
Health Manager has assigned the request to an expert Branch
Head for review.

Submitted to HMT

This is the third level of approval where the expert Branch
Head has supported the research request for final approval by
the Health Management Team.

Ethics Required

This is when the Health Management Team'’s final approval is
pending due to your Ethics Approval not being uploaded.

Once your research requests have been submitted, you may monitor the outcomes of the
approval via the Research Requested work list below.

Research Requested

Research title

Psychosocial Treatment for Methamphetamine Use | 2014-05-02 2014-05-25 Submitted to HMT View
Disorders in South Africa: A Pilot Study of
Cognitive Behavioural Therapy Programme

Start date End date Approval status

a

Ethics required research requests

Research requests with the status of “Ethics required” are those which have been
provisionally approved. However before final approval can be granted, the research admin
will be required to upload the ethics approval document. The link to upload the ethics
document can be accessed by clicking the “view” link shown below.

Research Requested

Research Title

Psychosocial Treatment for Methamphetamine Use | 2013-06-03 2014-03-01 Ethics required View
Disorders in South Africa: A Pilot Study of
Cognitive Behwvaiocural Therapy Programme

Start Date End Date Approval Status

a

Once the link is clicked, the research admin will be presented with the “Upload ethics” page,

as shown below.

| Home | New Research Request

Therapy Programme

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | site guide | Site index | Thursday, 12 June 2014

Psychosocial Treatment for Methamphetamine Use Disorders in South Africa: A Pilot Study of a Cognitive Behavioural

Making progress possible. Together

| jmaart@gmail.com

5o 9001
Upload ethics document

Researchers | Research detais | Facities | Focus areas | Resources | Attachments | Upioad ethics | Quicome

Document type :
File name :
Approval date :
Expiry date :

Ethics institution :

Upload Ethics Document

Ethics Approval letter

| Choase File | No file chosen
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Approved and on-going research requests

Approved research requests can be viewed within the “Outcome work list” found on the

Researcher Dashboard.

Qutcome
Research Title Start Date End Date Outcome
Improving Care through Bidirectional Screening and 2013-09-15 2016-12-31 Wiew
Unrawveling the Casual Link through Study of Genetic Approved Update
Susceptibility Factors Close

To view the outcome of an approved research request, you can click the “view" link which

will direct you to the screen below.

r"_‘\ CITY OF CAPE TOWN
Q ISIXEKO SASEKAPA
k_,-; STAD KAAPSTAD

| Home | New Research Request |

HMT outcome

Improving Care through Bidirectional Screening and Unraveling the Casual Link through Study of Geneti
Susceptibility Factors

Researchers | Research details | Facilities | Focus areas | Resources | Attachments | Research update | Research closure | Outcome

Making progress possible. Together.
| City Home | Site guide | Site index | Thursday, 12 June 2014

| imaart@gmail.com

Status :
Approved

Comment by :
Dr. G.H. Visser

Manager: Specialised Health

Comment :
Approved, you may begin

90

Approval letter _

e/ Research Approval letter - Improv.pdf

CITY OF CAPE TOWN
ISIXEKD SASEKAPA
STAD KAAPSTAD

On the screen above one will be able to view the following main information:

No. | Description

City Health official responsible for the approval of the research request

Approval comment

WIN|—

Official City Health Research request approval letter
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As per City Health policy, research requests which have been approved require quarterly
updates. The quarterly updates allow City Health as well as researchers to monitor the
progress of research requests. Research administrators will be notified by the system when to
provide the research updates, up until the research end date has been reached, by which
time research closure update will be requested.

Quarterly progress update/s

To capture the quarterly progress updates, you have to click the “Update” link of the
research within the “Outcome” work list. Once clicked, you will be presented with the screen
below:

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD
Making progress possible, Together.

ity Home | Site guide | Site index ursday, Apri
City H Sit: d Sits d Thursd 24 April 2014
jmaart@amail.com

| Heme | Mew Research Reguest |

ABS

150 2001

Update a Research

Improving Care through Bidirectional Screening and Unraveling the Casual Link through Study of Genetic
Susceptibility Factors

Fiirsadrehars | Rasaarch catals | Facites | Focus aress | Resourtes | Aftschwents | | Research Update | Research Closure | Outcome |

R ch Update

Mo  Research Start Date  Actual Research Start Date  Research End Date  Expected Research End Date Captured Date

Add an Update

AN

Click to
capture a
request update

City of Cape Town 2014 @ | Copyright | Disclaimer | Privacy |
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The first request update will request you to capture the following information:

—Research Update

Research Started As

Planned? : fes Mo
Planned Start Date :

2013-09-15
Research End Date Correct? :

es Mo
Planned Research End Date :

2016-12-31

Comment :

Submit

Cancel

Subsequent request update/s will request you to just capture a comment on the status of the

research request, as shown below.

Research Update

Comment : Broject is still on track, no major issues experienced thus far

Cancel

Research closure update/s

To capture the research closure update/s, you have to click the “Close” link of the research
within the "Outcome” work list. Once clicked, you will be presented with the screen below:

@ CITY OF CAPE TOWN
ISIXEKO SASEKAPA
sy STAD KAAPSTAD

Making progress possible, Tegether.
| City Home | Site guide | Site index | Thursday, 24 &pril 2014

jmaart@gmail.com

| Heme | New Research Reguest |

SAEBS

iso 9001

Close a Research

[improving Care through Bidirectional Screening and Unraveling the Casual Link through Study of Genetic
ISusceptibility Factors

Fotrsadrehars | Rasaarch catals | Facities | Focus aneas | Resources | Adschments | | Research Update | Research Closure | Outcome |

R: ch Closur
|Ne  Actual Rescarch End Date Rescarch End Date Expected Rescarch End Date | Captured Date |
I Create New l
Upload Report

Click to
capture a
closure update
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If the research study has not concluded, you will be requested to capture the expected end
date. Once the expected end date is reached the system will prompt you for another
closure update, until you indicate that the research study has completed by capturing an
actual end date. Below is a screenshot of the closure update capturing page.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index | Thursday, 24 April 2014

Making progress possible. Together.

jmaart@gmail.rnm

| Home | New Research Reguest |

SABS

150 9001

Add a Research Closure

—R ch Closur
Research Concluded? :
Yes i# No
Research End Date :
2016-12-31
Actual Research End Date :
2017-01-31

Comment :

| Cancel | | Submit |

City of Cape Town 2014 @ | Copyright | Disclaimer | Privacy

Please note:

e A research report summary can be uploaded during and after the capturing of the
actual research end date.
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Rejected research requests

Rejected research requests will also appear in the outcome work list, on the Researcher

Dashboard.
Qutcome
Research title Start date End date Outcome:
Improving Care through Bidirectional Screening and 2013-09-11 2016-12-31 Rejected Wiew

Unraveling the Casual Link through Study of Genetic
Susceptibility Factors

A reason for the decision will be provided and can be viewed by clicking the “view" link of

the research request.

Concluded research

Concluded research requests can be viewed within the "Conclude work list” found on the
Researcher Dashboard. These are research projects which have been completed and

where an actual end date was captured.

diseases in children under 5 years in
the Western Cape: A Surveillance
ewvaluation of the childhood diarrhoeal
repor‘tm? system in Cape Town
Metropolitan Health District

—Concluded
Research Title Start Date Actual End Date Final Report Qutcome
Characterization of diarrhoeal 2012-02-01 2012-12-17 No Concluded View

To view the details of a concluded research request, you may click the “view" link.
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System notifications

Notification Type

Description

Verification email

This is the email that is sent to you when you register onto
the system, which you need to click in order to confirm
access

Assigning to a
project

When you as a researcher is assigned to a research
request by a Research Admin

Ethics upload

During HMT approval when you have not uploaded an
ethics approval document or when your initial ethics
approval document has expired

Approval of a
research request

When the research request has been approved by City

Health. An email with an approval letter will be received,

as well as an update to the outcome tab of your
research request

Decline of research
request

When the research request has been declined by City
Health. An email with the reason of decline will be
received, as well as an update to the outcome tab of
your research request

Quarterly progress
update/s

System alerts Researcher to update quarterly progress

Closure update/s

Five days after the research end date, the system will
send the research admin a notification to capture a
closure update

Report upload

Six month after the research end date, the system will
send the research admin a notification to upload a
research report
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Account management

Your user account can be managed from your login in name, on the navigation bar above
the application screens (see image below).

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

| City Home | Site guide | Site index |

Making progress possible, Together.
Friday, 25 April 2014

>

SABS

iI50 %001

| Home | New Resesrch Request |

Researcher Dashboard

Here at vour researcher’s dashboard vou will be kept up to date on the status of your research projects. The information is categorised into four
areas:

i. Draft Research Requests: All research requests that you have not yet submitted to the City of Cape Town for review. These requests czn be
edited still or removed.
. Research Requested: This iz all your research reguests that you have submitted for review but you are awaiting the City’s response. These
requests are locked for editing and cannot be changed.
. Dutcome: These are all your research requests that are sither supported or unsupported. For the supported requests you have to continue to
supoly the resesrch update statuses. This information will be found under the research updates tab.

Once clicked, you will be presented with the screen below, from which you are able to edit
your personal details (e.g. contact details) or change your application password.

CITY OF CAPE TOWN
ISIXEKO SASEKAPA
STAD KAAPSTAD

Making progress possible, Together.
| City Home | Site guide | Site index | Friday, 25 April 2014
jmaart@gmail.com
| Home | New Research Request |
SABS

150 2001
Maintain Account

Account:

= Maintain Personal Details

» Change Password
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