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1. Introduction

Forms can be shared between different groups of people.

Between students (PI) and their supervisors
Between students
Between academics, etc.

The most common is that of a student (PI) sharing their ethics application form with their supervisor
for comment and input.

There are two different methods to share the application.

2. Using the Share Function

The Share function enables one to select the level of access per user.

There are six levels of access:

Read — may read the form but is unable to edit any questions.

Write — may edit the form questions.

Submit — may submit the form after reading/editing.

Share — may share the form with further Nelson Mandela staff/students.

Create all sub-forms — may create amendment forms, extension forms, progress
reports, etc.

Receive notifications — will receive notifications in their own work area pertaining to
the shared project.

2.1. Granting Share Access

The share function can be accessed in two ways.

(a)

Using the [Share] action button:

<

Share

Clicking the [Share] button in the left-hand panel of a form opens the
following pop-up. Start typing and then select the email address of the
required person, tick the level of access you wish to grant and click [Share].
The selected person will receive an email indicating that a form has been
shared with them. They will access the form in their MEOS work area.



2.2.

Share X

Sharing a form enables others to view/edit the same form depending on the level of
access you give them. Please select the users you wish to share this form with:

Collaborator email

| i J Read

rite
Imtiaz Khan(Imtiaz.Khan@mandela.ac.za) bmit

Share
[ Create all sub forms

() Receive notifications

(b) Sharing via the contact information questions:

On each form, there are contact questions which request the contact details of various
Nelson Mandela staff and/or students involved in the project.

On the left of these questions, a [Share] button is displayed.

Primary Responsible Person Details @

2.5 PRP information:

Assign Role

Title

Clicking the [Share] button after the user has been added to the contact question displays
the pop-up and the levels of access as shown in (a) above.

Editing Share Access

The level of access granted to a form can be edited if required.

Click on the [Collaborators] action button on the left-hand panel of any page
a of the application form. This displays a pop-up indicating all collaborators on

the form. The [Edit Permissions] button is only active for those with Share
Collaborators| access.




Collaborators X

A list of the current collaborators for this form:
Name Access Edit Permissions

Mrs Michelle Barnett Project Owner and Form Owner : A
Edit Permissions

Ms Julie Smith Read : _
s Julie Smi ea Edit Permissions

Ms Candy Sweet Read, Write, Submit, Share, Create all sub forms, Receive notifications - —
Edit Permissions

Click on [Edit Permissions], change the access required and [Save].

Edit Permissions - Ms Julie Smith X

Share
Create all sub forms

Receive notifications

Save Close

3. Using the Roles Function

The Roles function is similar to the Share function, except that the levels of access are pre-
determined on MEOS.

The roles of Supervisor, Primary Responsible Person, Co-supervisor, and Principal Investigator have
full access (read, write, share, submit, etc.)

The roles of Co-investigator and Department Head/Approver have read access only.

If different access levels are required to those above, it is suggested that the Share function is used
instead.



3.1. Granting Roles Access

&

Roles

Click the [Roles] button on the left-hand panel of a form to open the following
pop-up. Start typing and then select the email address of the required person,
tick the role you wish to assign and click [Share Role]. The selected person
will receive an email indicating that they have been given a role on the form,
which they can then access from their MEOS work area.

Share Roles X
Sharing a form enables others to view/edit the same form depending on the level of access you give them. Please select the users you wish to share this form with
Imtiaz Khan@mandela.ac.za
Primary Responsible Person
Note: This form has not yet been shared with anyone Co-investigator

Department Head / Approver
Co-supervisor
Principal Investigator Share Role Close

3.2. Removing Roles Access

&

Roles

Click the [Roles] button on the left-hand panel of a form. This opens the pop-
up on which one can add additional people to roles or remove a person from
a role. Click the [Remove] button under the Remove column and the person
will be removed from the form.

Share Roles X
Sharing a form enables others to view/edit the same form depending on the level of access you give them. Please select the users you wish to share this form with:
Supervisor s
Name Role Given on Remove Remove All Permissions
Ms Julie Smith Supervisor REC-A: Initial Application (Research)

4. | can’tfind the person | want to share the form with on MEOS. What do | do?

If the person that you wish to share the form with has a Mandela email address, but you cannot
find them on MEOQS, request that they log in to meos-apply.mandela.ac.za using their Mandela
username and password. This adds them to MEOS.

If the person that you wish to share the form with does not have a Mandela email address, you
will not be able to share the form with them online.



5. My supervisor does not have a Mandela email address. What do | do?

Without a Mandela username and password, a person cannot log in to MEOS. To email an external
supervisor your application form and documents, follow the process outlined.

1. Open your application form to any of the pages.

2. Click on the Documents action.

© ©® 9 REC-H: Initial Application (Human)
Previous Next Navigate Project Title: Health Test 1 - Complete
Lo /
View as PDF Signatures
‘<: &0- a Background to the Study
Share Roles Collaborators

3. Click on the documents that you wish to download using the blue checkboxes on the left,
and then click on the [Download Selected] button on the right.

Documents X
'
Type Document Name File Name Version Date Version Size Download
- -
R h P | R h Pr | Test 1 h P | Test 1. Ki
esearch Proposal esearch Proposal Test Research Proposal Test 1.docx 222KB
Info Written Recruitment Info Written.docx 22.9KB
Consent Form Consent Form Test 1 Consent Form Test 1.docx 21.7K8
Download
Data Collection Instrument Data Collection Paper Questionnaire Data Collection Paper Questionnaire.docx 11.8KB
ki ft Lett tek Test Letter 1 tek T tter 1. Ki
Gatekeeper Draft Letter Gatekeeper Test Letter Gatekeeper Test Letter 1.docx 222 KB Download
Academic Registration Academic Registration Academic Registration.docx 1nexke [N
View Selected Download Selected Close

4. The documents are downloaded as a Zip file which can be emailed to your external
supervisor for comment.
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