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Section 1

How to create an ethics review application 
(Instructions for Students)



GETTING STARTED

Before you begin your Humanities and Social Sciences 
Research Ethics Committee (HSSREC) application, you will 
need your CUT’s login credentials. Please contact ICT 
service desk (itservicedeskt@cut.co.za) if you need help with 
your credentials.

QUICK OVERVIEW

In order to successfully complete your HSSREC online 
application, follow the general steps outlined below and 
ensure you complete all compulsory steps of the application.

STEP 1 Go to Converis - SATN website

👉 Go to https://satn.converis.clavirate.com/converis/secure/login

You should be redirected to the SAFIRE (South African Identify Federation) website.ℹ

If not redirected automatically, click “University Account Login”.ℹ

GETTING STARTED

Go to Converis - SATN website.1
Log in into SAFIRE website using your CUT credentials.2
Add new content.3
Create HSSREC application and add new Ethics Review.4
Complete all compulsory steps of the application.5

Finally save and close the application.6

mailto:itservicedeskt@cut.co.za
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STEP 2 University Account Login

👉 Click on “Central University of Technology, Free State”.

You will be redirected to your CUT’s login page. Sign in using your CUT credentials.ℹ

After signing in, SAFIRE will request your permission to log you into Converis, (if you have 
not yet accepted it, otherwise ignore this information). Click “Yes continue”.ℹ

You should be redirected to the Converis homepage, showing a “Dashboard” tab.ℹ

STEP 3 Add new content

👉 Click “Add new content”.



STEP 4

👉 Click “Award Management & Ethics Reviews”.

Award Management & Ethics Reviews STEP 5 Ethics Review

👉 Click “Ethics Review”.



STEP 6 Humanities and Social Sciences Research Ethics 
Committee

👉 Click “Humanities and Social Sciences Research Ethics Committee (HSSREC)”.

STEP 7 HSSREC Application

👉 Click “HSSREC Application”.



STEP 8 New Ethics Review - complete all mandatory fields/sections

Students must complete Section 1 - 8 of the application only.

Complete all mandatory fields of Section 1 “Key Information *”  as required.

ℹ

👉 Complete all mandatory fields (*) of the application form.

STEP 9 New Ethics Review - complete supervisor(s) section

👉 Remember to complete the “Supervisor(s)” section.

Students are required to complete the “Supervisor(s)” section.ℹ

Remember to always save the application after completing every section.
 
To save the application click “Save”.

ℹ

Click “Yes”.ℹ



STEP 10 New Ethics Review - add supervisor(s)

👉 Search your supervisor(s).

Search your supervisor(s).

Click on your supervisor’s details 
ℹ

STEP 11 New Ethics Review - supervisor type

👉 Select supervisor type.

Once your supervisor is loaded, click “Select supervisor type”.ℹ



STEP 12 New Ethics Review - supervisor type

👉 Select supervisor type.

Click “Primary” if the selected supervisor is the main supervisor.

Click “Co-supervisor” if the selected supervisor is the co-supervisor.
ℹ

STEP 13 New Ethics Review - notify supervisor(s)

👉 Send notification to your supervisor.

To add a co-supervisor, if applicable, follow the same procedure and then select 
“Co-supervisor” as supervisor type.ℹ

Finally, click ✉ to send the notification to your supervisor.ℹ

To remove a supervisor, click 🗑.ℹ



STEP 15 New Ethics Review - complete other mandatory sections

👉 Complete all mandatory fields (*) of the application form.

Click Section 4 “Risk Mitigation *”.

Click Section 5 “Participants Personal Information *”, complete all mandatory fields as 
required. 

Follow the same steps for Section 6 “Declaration *”, Section 7 “Funding and Sponsors *” 
and Section 8 “Attachments *”.

ℹ

STEP 14 New Ethics Review - complete other mandatory sections

Complete all mandatory fields of Section 2 “Project Details *”  as required.

Click Section 3 “Research Participants *”, complete all mandatory fields as required.

Click “More *”, Click 4 “Risk Mitigation *”, complete all mandatory fields as required.

ℹ

👉 Complete all mandatory fields (*) of the application form.



STEP 15 New Ethics Review - complete other mandatory sections

👉 Complete all mandatory fields (*) of the application form.

Complete the document and upload it by clicking 📂 (next to “Upload new file”)

Click on the appropriate filename.

Click “Upload”.

Follow the same steps for templates provided is sections to follow.

ℹ

STEP 14 New Ethics Review - attachments

In most sections under Attachments, links template documents are provided.

Please use these links to download the documents, complete and upload it back.

For example, in section “Details of Data Management Plan *”, a template document is 
provided.

To download this document, click “Research Management Plan”, the document should 
automatically be downloaded to your computer. 

ℹ

👉 Complete all mandatory fields (*) of the application form.



STEP 8 Save and close the application

👉 Save and close the application.

Once all mandatory sections (1 – 8) have been completed, review the information provided, 
ensure it is correct, and then save and close the application. 

Scroll towards the bottom of the page and click “Save & close”.

Select status “For review by Supervisor”.

Click “Done”.

ℹ

STEP 16 Save the application

👉 Remember to always save the application after completing every section.

To save the application and continue later, click “Save & close”.

Select status “In preparation”.

Click “Done”.

ℹ

To save the application click “Save”.ℹ



Section 2

How to review an ethics review application 
(Instructions for Supervisors)



STEP 2 Supervisor recommendation

👉 Provide application recommendation.

STEP 1 Review information provided by a student

👉 Review the application

Supervisors must review Section 1 - 8 of the application.

Ensure that the information provided by the student is correct.

ℹ

Once all mandatory sections (1 - 8) have been reviewed..

Click Section 8 “Attachments”,

Click Section 9 “Departmental and Faculty Review”.

Complete the “Supervisor Recommendation”.

Select “yes”, if you recommend the application.

Select “no”, if you do not recommend the application.

Enter your comments in the textbox

ℹ



STEP 2 Save and close application

👉 Save and close the application.

Once all mandatory sections (1 - 8) have been reviewed, and section 9 completed – save 
and close the application.

If the student made a few mistakes, send it back to them for revision.

To do this, select status “Returned application to student for revision” and enter a comment 
about status change in the textarea above.

If the information provided by the student is correct, select status “For review by Faculty 
Research Committee (FRC).

Finally, click “Done”.

ℹ



Section 3

How to review an ethics review application 
(Instructions for Faculty Research Committee)



STEP 1 Review the application

👉 Select the application to review.

Once signed in, a list of applications to review will be shown on the dashboard.

To start reviewing an application, click on it.

ℹ

STEP 2 Review the application

👉 Review the application to review.

Click “More *”.

Click Section 8 “Attachments *”.

ℹ



STEP 3 Review attachments

👉 Download and review the attachments.

Download each attached document, review it and ensure the information provided is correct.

To download the attached document, click       /    . 

Follow the same procedure to download and review the all the attached documents.

ℹ

STEP 4 Faculty Review

👉 Select departmental and faculty review.

Click Section 8 “Attachments *”.

Click Section 9 “Departmental and Faculty Review *”.

ℹ



STEP 5 FRC Recommendation

👉 Select level of risk.

Scroll to the “Faculty Research Committee (FRC) Recommendation” section.

Click “Select Level of risk” and select the risk level associated with the project.

ℹ

STEP 6 FRC Recommendation

👉 Provide application recommendation.

Provide a recommendation for the application.

Select “yes”, if you recommend the application.

Select “no”, if you do not recommend the application.

Enter your comments in the textbox.

ℹ



STEP 7 Add reviewer(s)

👉 Add application reviewers.

Click Section 9 “Departmental and Faculty Review”.

Click Section 11 “Reviewer’s Sheet”.

ℹ

STEP 8 Add reviewer(s)

👉 Add reviewers.

Click ℹ



STEP 9 Add reviewer(s)

👉 Add application reviewers.

Click ℹ

STEP 10 Add reviewer(s)

👉 Add application reviewers.

Click ℹ



STEP 11 Add reviewer(s) 

👉 Select reviewer type.

Click “Select type”ℹ

STEP 12 Add reviewer(s)

👉 Select reviewer type

Click “Primary”, if the reviewer is the main reviewer.

Click “Secondary”, if the reviewer is the co-reviewer.

ℹ



STEP 13 Add reviewer(s)

👉 Add review deadline.

Click review deadline date picker.ℹ

STEP 14 Add reviewer(s)

👉 Pick review deadline date.

Pick a date.

Click “Done”. 

ℹ



STEP 15 Add reviewer(s)

👉 Finalize adding a reviewer.

Once the review deadline date has been picked, click  “Done”.ℹ

STEP 16 Add reviewer(s)

👉 Send invitation to reviewer.

Click  “Done”.ℹ



STEP 18 Save and close the application

👉 Save and close the application.

Once all the reviewers have been added and invitations sent out.

Click “Save & close”.

STEP 17 Add reviewer(s)

👉 Add more reviewers.

To add more reviewers to the application. 

Click         and follow the same procedure (step 8 -16).

ℹℹ



STEP 19 Save and close the application

👉 Save and close the application.

Click “Returned to applicant for revision”, if you do not recommended the application.

Click “For review by the Faculty Research Committee (FRC)”, if you recommended the 
application.

Finally, click  “Done”.

ℹ



Section 4

How to review an ethics review application 
(Instructions for Research Ethics Committee)


