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HOW TO START 
 

The “Applicant” side. This has its own URL (https://researchethics.leeds.ac.uk/) and is where 

researchers can create applications, share them with colleagues and submit them for review. This 

guide only covers the Applicant side of the system. 

The “Review” side. This part of the system has a different URL and is only used by administrators 

and reviewers. This is where applications are reviewed and approved as appropriate. If you are 

accidentally given the URL for this side, you will be advised by the system that you do not have 

“permission to access”. 

 

To log into Phoenix Research Ethics Application System, please go to the link Phoenix or 

https://researchethics.leeds.ac.uk/ 

For further information regarding research ethics, please go to the Research Ethics webpages. 

 

IT suggest you use the latest version of the following browsers: 

▪ Chrome 

▪ Firefox 

▪ Safari (for Apple Mac users) 

If you experience problems, try clearing your cache or change browsers. You can also try going 

‘incognito’, this will save you clearing your cache. If this does not resolve the issue or for other 

queries, please let us know by emailing the appropriate Faculty Research Ethics Committee 

(FREC) addresses listed below: 

 

CONTACT INFORMATION  
 

Business, Environment, Social Sciences - BESSResearchEthics@leeds.ac.uk 

Arts, Humanities and Cultures - AHCResearchEthics@leeds.ac.uk 

Engineering & Physical Sciences - EPSResearchEthics@leeds.ac.uk 

Biological Sciences - FBSResearchEthics@leeds.ac.uk 

Schools of Medicine and Healthcare - FMHUniEthics@leeds.ac.uk 

School of Psychology - psyc-ethicssubmissions@leeds.ac.uk 

 

PLEASE NOTE: all hyperlinks in the Phoenix application form were correct at the time of publishing. 

All broken hyperlinks will be fixed or removed at the next republishing of the application form.  

  

https://researchethics.leeds.ac.uk/
https://researchethics.leeds.ac.uk/
https://researchethics.leeds.ac.uk/
https://secretariat.leeds.ac.uk/home/research-ethics/
mailto:BESSResearchEthics@leeds.ac.uk
mailto:AHC%20Research%20Ethics%20%3CAHCResearchEthics@leeds.ac.uk%3E
mailto:EPSResearchEthics%20%3CEPSResearchEthics@leeds.ac.uk%3E
mailto:FBSResearchEthics@leeds.ac.uk
mailto:FMHUniEthics@leeds.ac.uk
mailto:psyc-ethicssubmissions@leeds.ac.uk
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FOR STUDENTS: LOCATING NAMES 
 

If you are unable to locate your Academic Supervisor’s name in the ‘search user’ box, please ask 

them to log in to Phoenix. As soon as they have done this, you will be able to locate their name in 

the ‘search user’ box. 

If a University of Leeds research team member cannot be found in the system when you attempt 

to add them to your application, please request that they log in to Phoenix. After they have logged 

in, their name will appear in the ‘search user’ field. 

 

 

FOR STAFF: LOCATING NAMES 
 

If a University of Leeds research team member cannot be found in the system when you attempt 

to add them to your application, please request that they log in to Phoenix. After they have logged 

in, their name will appear in the ‘search user’ field. 

 

The URL for Phoenix is also available from the Research Ethics webpages. 

 

 

 

 

 

 

 

  

https://researchethics.leeds.ac.uk/
https://researchethics.leeds.ac.uk/
https://researchethics.leeds.ac.uk/
https://secretariat.leeds.ac.uk/home/research-ethics/
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LOGGING INTO PHOENIX THROUGH THE SPLASH PAGE 
 

There may be times the Research Ethics & Integrity Admin team have a splash page activated to 

tell you important information. 

Please press the log in situated in the top right-hand corner of your screen 

 

The below screen will appear. 
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WORK AREA 
 

This home page is known as the ‘Work Area’. It contains a number of sections. 

 

Your Work Area provides you with a complete overview of your research ethics applications, 

present and past.  

 

Notifications – you will receive these throughout the application process. For example, you will be 

notified your application has been submitted successfully, or your academic supervisor has 

responded to your request for their signature. 

Signatures – (for Academic Supervisors/Module Leaders ONLY) if a colleague or a supervisee 

requests a signature from you, it will land here. 

Transfers - This action requires an amendment be applied for before transferring any applications to 

others not previously mentioned on the original application. You can transfer your application to a colleague 

or have an application transferred to you, who will then become the owner of the application. Please note, 

the original owner of the form will lose all control if this action is taken. 

This is used if you need to transfer a project that you own to another Phoenix account. It is not used to 

transfer a specific form to another applicant, nor to share a form with another applicant. It removes the 

project from your account, so you no longer have access to it (unless the new owner makes you a 

collaborator).  

This might be used when the person who submitted the form intends to leave or will no longer be connected 
with the project and therefore needs to transfer the project responsibilities to another collaborator in the 
research team. 

Ownership of the project is transferred including all sub-forms. The new owner can access the project from 
their Work Area and assign other research members access to the project.  
 

Shared – this tile indicates the number of forms that have been shared with you. It will allow you to 

view the form or to reject the access provided. 

  

These are known 

as “tiles”. 
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WORK ACTION PANE 
 

 

 

Create Project - This is used to create a new project. Enter the project title, select the ‘Ethics 

Application’ form, and click on Create. This will create a new project and the initial form within the 

project simultaneously. This project will then appear in the project list on the Work Area. 

 

Create Folder - This is used to create a bespoke folder in which you can store projects. This can be 

especially useful if you have many projects in your account. 

 

Delete Folder - To delete a folder, select the appropriate folder, and click on Delete. If the folder 

contains projects a warning will advise that the folder cannot be deleted. 

 

Delete Project - This is only possible if the main form has not been submitted, shared, signed, or 

has outstanding signature requests on it. If there are any sub-forms in the project the same 

restrictions apply. 

 

Duplicate Project - This is used to duplicate an existing project within your account. The existing 

project can be duplicated regardless of whether the project has been submitted or not. It is possible 

to duplicate sub-forms from the original project at the same time.  

 

Move Project - This is used to move a project to a different folder.  

 

Transfers – This action requires an amendment be applied for before transferring any applications to 

others not previously mentioned on the original application. You can transfer your application to a colleague 

or have an application transferred to you, who will then become the owner of the application. Please note, 

the original owner of the form will lose all control if this action is taken. 

This is used if you need to transfer a project that you own to another Phoenix account. It is not used to 

transfer a specific form to another applicant, nor to share a form with another applicant. It removes the 

project from your account, so you no longer have access to it (unless the new owner makes you a 

collaborator).  

This might be used when the person who submitted the form intends to leave or will no longer be connected 
with the project and therefore needs to transfer the project responsibilities to another collaborator in the 
research team. 

Ownership of the project is transferred including all sub-forms. The new owner can access the project from 
their Work Area and assign other research members access to the project.  

Please note, this action requires an amendment be applied for, before transferring any 
applications to others not previously mentioned on the original application. 



7 
 

 

HOME PAGE – YOUR PROJECTS 
 

 

The list of projects will include details of the project title, the project I.D., the owner of the project, 

the date created, the date most recently modified and any relevant transfer status.  

To see details of any form within a project, including sub-forms, click on the arrow beside the 
project title. This will show the form title, the review reference, the application type, the review 
status, and the owner of each form. 

 

 

 

 

 

 

  

This will always tell 

you the status of the 

application 
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APPLICANT GUIDANCE & FAQS 
 

To locate templates (for participant information sheets, consent forms and basic data management 

plan), applicant guidance and other information, select the  tab. 

 

 

 

 

 

 

 

 

The applicant guidance is in 

the Templates section (as 

below) 

https://researchethics.leeds.ac.uk/Personalisation/DisplayPage/50
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STARTING AN APPLICATION 
 

 

 

To create a new project, click on ‘Create Project’ button, enter project title, select ‘Ethics 

Application’ and click on ‘Create’. This will create a new a project which will then appear in the 

project list in the Work Area. 

 

 

The application form will appear as below. 

 

  

Enter research project title 

and then select Form* 

Select ‘Create’ to 

generate a new ethics 

application. 
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STARTING AN APPLICATION CONT. 
 

 

Completeness Check – This button allows researchers to identify any mandatory questions within 

the form that must be completed prior to submission. It may be used at any point during the 

process. 

Project – Selecting the Project button will open the Project and position you at the project’s title, as 

shown below. 

 

Share – You can share the application with fellow collaborators/research team members, as well 

as your Academic Supervisor. 

View as PDF – select to generate a PDF of the form which may be saved or printed. 

Correspond – This button enables you to communicate directly with the Research Ethics Admin 

team only. 

 

 

 

To leave the 

application form, 

select 

This area is known 

as the Project Tree 
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INSIDE THE APPLICATION 
 

Questions appear as blue hyperlinks. You can select them to go straight to a specific part of the 

form. Some questions appear in grey. This means you cannot open them yet. You may need to 

complete earlier sections first. Sometimes the system hides questions because they do not apply 

to the type of application you have selected. 

 

Click on the Overview + to see the following information in a drop-down panel. The information 

stated here is specific to each application form in your Work Area. 

  

Action Required – indicates if there are any actions required by the applicant – Yes or No. 

When the action required displays ‘Yes’, the text is blue, (only on un-submitted forms) and the 

applicant can click it to run a Completeness Check, which will determine the questions not yet 

answered. 

 

  

Project Title – the title you have created. 

Project I.D. – this is the unique identification of the project within 

Phoenix and is required on supporting documents. 

Form Title – identifies the type of application created. 

Status – displays the status of your form. Prior to submission it will 

display ‘Not Submitted’. After submission it will display ‘Under 

Review’, ‘Information Required’, ‘Information Received’, ‘Review 

Complete’, ‘Favourable’ etc. 

Review Reference – this displays the complete ethics code and I.D. 

number.  

 

 

-  
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INSIDE THE APPLICATION CONT. 
 

Twelve sections (not including Important & Useful Information) make up the research ethics 

application form.  

 

Close the ‘Overview’ down for better screen access to the form 

 

Each question has its own number. If you are in Section 1, the questions will begin with a 1. If you 

are in Section 2, the questions will all begin with a 2 and so on. 

The speech bubble will have a number in it if either a Reviewer or your Supervisor/Research 

Team Member has made a comment. You can click on it to see the comment. 

 

  

Each section and 

question are 

numbered 

Every question 

has a speech 

bubble 
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INSIDE THE APPLICATION CONT. 
 

 

 

Navigate – this tab returns you to the project front page. 

Documents – this displays documents that have been uploaded into the current submission of the 

selected form. The details displayed indicate the document type, document name, file name, 

version date and number. 

Signatures –this displays a chronological list of signature requests for the project. The details 
displayed include projects signed by the academic supervisor, signature requests, and if requests 
have been validated or require further action (displayed as ‘invalid’). 

Save – select this to regularly save your work on the form.  

 
View as PDF – select to generate a PDF of the form which may be saved or printed. 
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ADDING YOUR ACADEMIC SUPERVISOR 
 

If you are unable to locate your Academic Supervisor’s name in the ‘search user’ box, please ask 

them to log in to Phoenix.  

As soon as they have done this, you will be able to locate their name in the ‘search user’ box. 

 

Press the blue ‘Share’ button. 

 

SHARING YOUR APPLICATION WITH YOUR ACADEMIC 
SUPERVISOR 
 

Tick as many of the permissions as you require, this gives your Supervisor access to your 

application form. There is no limit of permissions, you can give all six, or only one. 

 

 

 

 

 

 

https://researchethics.leeds.ac.uk/
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 GIVING PERMISSIONS TO YOUR SUPERVISOR 
 

 

To add another Supervisor, press the green + sign and add their name to the ‘Search User’ box. 

Only the first Supervisor in your list can sign your application form. 

 

After you have given your Supervisor ‘permissions’, please let them know you have shared your 

application with them. Phoenix will only list your ‘sharing’ in their ‘Notifications’ within Phoenix 

itself. 

 

 
 

 

Tick appropriate 

permissions 

Add another 

Add name 
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ADDING RESEARCH TEAM MEMBERS (THIS SHOULD ALSO 
INCLUDE RESEARCH ASSISTANTS) 
 

If you have other research team members (with the University of Leeds only) and you are unable 

to locate their names when adding them to your application, please ask them to log in to Phoenix. 

As soon as they have done this, you will be able to locate their name in the ‘search user’ box. 

The URL for Phoenix is also available from the Research Ethics webpages. 

 

 

If you select ‘Collaborators’ before you have added them, only the form creator’s name will appear, 

as shown in the below screen. 

 

To add Research Team Members, select ‘Yes’ to question 2.6 (for University of Leeds members 

only). 

 

 

 

  

https://researchethics.leeds.ac.uk/
https://secretariat.leeds.ac.uk/home/research-ethics/
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GIVING RESEARCH TEAM MEMBERS PERMISSIONS (THIS 

SHOULD ALSO INCLUDE RESEARCH ASSISTANTS) 
 

 

To add External Team Members, select ‘Yes’ to question 2.7 

 

External Team Members details can be added to your application manually. Simply add to the text 

boxes. 
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COMMENTING ON AN APPLICATION FORM 
 

If you have ‘Shared’ your application form with either your Supervisors and/or Research 

Team/Collaborators, they will be able make comments on any question within the application. 

To do this, click on the ‘speech bubble’. 

 

The ‘Comments’ screen will appear. Click on ‘Add New Comment’  

 

Add text to your comment in the text box, as below and then press ‘save’. 

 

If any members of your Research Team or Supervisory team, make a comment on your 

application, comments can be viewed in the Overview panel.  

You will not receive an email notification if comments are added as shown above. 
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COMMENTING ON AN APPLICATION FORM CONT. 
 

 

Click on each comment, and it will take you to that part of the application. 

 

 

These comments can be edited or deleted 

 

Or add another comment. 

  

Select the ‘speech bubble’ to 

view the comment or to 

respond to the comment. 
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SUBMITTING YOUR APPLICATION 
 

Once your application is complete and you have uploaded all the relevant supporting documents, 

it is time to submit.   

To check you have remembered everything, select ‘Completeness Check’ or click on the blue Yes 

hyperlink in the Action Required section of the Overview. 

 

 

 

Phoenix will provide a list of mandatory questions that have not been completed. This check can 

be run at any time prior to submission of the application. 

 

 

There is NO ‘Submit’ button. The form will be automatically submitted once any mandatory 

signatures have been provided. 

NOTE: Auto submission may not be initiated immediately, normally within 10 minutes. 
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EMAIL NOTIFICATIONS FOR STUDENTS 
 

After the application has been submitted, you will receive an email notification. It is important to 

note that these notifications come from an external provider and can sometimes land in your Junk 

mailbox. 

As soon as your Supervisor has accepted the signature request, (and depending if you have 

signed the form before requesting the signature), it will be automatically submitted to your 

Research Ethics Committee for review.  

 

 

OR 

 

 

Please regularly check your Junk mailbox 

for any of the Phoenix notifications. 
 

 

 

  



22 
 

 

UNLOCKING YOUR APPLICATION IF SIGNATURE REQUEST 

REJECTED 
 

An applicant can only Unlock a form when: 

• Signature requested from Supervisor (Supervisor rejects your request). 

• Signature Request made to your Supervisor and you change your mind. 

Open application. 

 

Select the ‘More’ button and then select ‘Unlock’. 

 

Select ‘Confirm’. 
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EMAIL NOTIFICATIONS FOR STAFF RESEARCHERS 
 

After the application has been submitted, you will receive an email notification. It is important to 

note that these notifications come from an external provider and can sometimes land in your Junk 

mailbox. 

 

 

If you have given your Research Team Members permission to receive notifications, they will also 

receive the above email and similar. 

The system will notify you as shown above, when your application has been submitted, when 

there are comments to be addressed from the Reviewers and when you have received ethical 

approval. 

 

Please regularly check your Junk mailbox 

for any of the Phoenix notifications. 
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REVIEWER COMMENTS OR COMMENTS TO ADDRESS 
 

You will receive an email notification. The attached letter will/should give you a list of the 

Reviewers Comments (if it does not, please contact your Research Ethics Administrator 

immediately. 

 

 

 

Open your application 

 

 

Go to ‘Overview’ and select ‘Reviewer Comments’ 
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REVIEWER COMMENTS OR COMMENTS TO ADDRESS 
CONT. 
 

Clicking on the text will take you directly to the question relating to the comment. 

 

Another way to see the ‘Reviewers comments’ is to select the 2nd ‘speech bubble’ above the 

question. 

 

 

 

Repeat the above steps to respond to all of the Reviewer Comments. 

A red border will indicate which 

question needs revision. 
 

To revisit Reviewers 

Comments, select 

2nd speech bubble 

The 1st ‘speech bubble is 

any comments made by 

supervisors or research team 

members. 
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TRACK CHANGES 
 

IMPORTANT NOTE: once the application form is submitted, text cannot be deleted from the form. 

There will always be a version within previous submissions that can be viewed. 

 

Track changes allow you to compare the application form as it was when it was last submitted, 

against its current state.  

 

 

 

 

 

 

The form is not editable when viewing track changes. To exit, press “Exit Track Changes”. 
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REVIEWER COMMENTS – MAKING CHANGES TO 

SUPPORTING DOCUMENTS 
 

If you make changes to your Supporting Documents/Public facing documents (e.g. consent form, 

participant information sheet) please make sure these are easy for the reviewers to identify (e.g. 

by highlighting them in a different colour in the document). 

 

 

Example of Participant Information Sheet with requested changes ‘highlighted’ in yellow. This will 

help speed up the review of any supporting documents. 
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PREVIOUS COMMENTS (FROM REVIEWERS) 
 

If the Reviewer Comments were not visible the first time the application was returned to you, or if 

the Reviewers ask you to address previous comments: 

Open up the application and select “Reviewer Comments”. 

 
 

 

Clicking on the text will take you directly to the question relating to the comment. 

 

Repeat above process to see all previous comments. 

  

Click on this 

small box to see 

all previous 

comments. 
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RE-SUBMITTING AFTER RESPONDING TO REVIEWERS’ 

COMMENTS 
 

Please remember to sign and request any Supervisor/mandatory 

signatures, if you do not, the application will not be reviewed, as the 

Admin team / Reviewers cannot see your application when it is with 

you. 

 

NOTE: Auto submission (signing the form) may not be initiated immediately, normally within 10 

minutes. 
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 CORRESPONDENCE TAB 
 

The “Correspondence Tab” enables communication with the Research Ethics and Integrity Admin 

team. We strongly advise you to email the Admin team rather than use this function.  

There is an upload option, but this is NOT an easy route to take if you accidentally forget to upload 

a supporting document after submission, as the Reviewers have no access to this function and 

only one document can be uploaded per message. 

If you request a document to be uploaded in mid-review or an approved application, you will not be 

able to view the document. It is not viewable to you or auditors; it is simply stored under your other 

documents. 

 

 

 

If you choose to use this function, it is important to remember when the Research Ethics & 

Integrity Admin team respond, you will have to check the application in Phoenix, as there is no 

email notification for this function. 
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CORRESPONDENCE TAB CONT. 
 

To view the message, click on the “Correspondence tab”. 

 

Click to open the message. 

 

 

 

  

To reply click on 

this tab 
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INFORMATION TAB 
 

Attached to some questions,  is an “information” tab. To view its content, click on the  

 

To close the “information” tabs down, re-click on 

 

 

 

 

Please note, not all the questions have this function. 
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SUPPORTING DOCUMENTS/PUBLIC FACING DOCUMENTS 
 

Below is a list of the supporting documents you will need to upload to this application. All the 

templates are also available from the Research Ethics webpages and from the Phoenix Help Tab - 

Templates, select the ? icon, top right hand side of your screen. 

 

TEMPLATES 
 

Data Management Plan (DMP) - is a requirement for all ethics applications. Please read data 

management planning (DMP) for further information on how to plan and create your DMP. 

Download the basic DMP template. 

 

Participant Consent Form - you may need to produce different versions of the consent forms for 

different groups of participants or different activities. For more information, please read 

the approaching & recruiting participants guidance.  

 

Easy-read Participant Consent Form – to assist with gaining consent from protected adults or 

children. 

 

Participant Information Sheet (PIS) – this should be designed to be clear, simple, and jargon-

free, tailored to your specific participant group. Please upload different versions for different 

groups of participants. Please include a hyperlink to the Research Participant Privacy Notice within 

your PIS. 

 

Easy-read Participant Information Sheet - to assist with gaining consent from protected adults 

or children. 

 

Consent for Questionnaires & Surveys – (includes example introductory paragraph) 

 

 

 

 

 

https://secretariat.leeds.ac.uk/research-ethics/templates-and-documents-to-download/
https://researchethics.leeds.ac.uk/Personalisation/DisplayPage/50
https://researchethics.leeds.ac.uk/Personalisation/DisplayPage/50
https://library.leeds.ac.uk/download/downloads/id/83/university-of-leeds-data-management-plan-template.docx
https://library.leeds.ac.uk/info/14062/research-data-management/62/data-management-planning
https://library.leeds.ac.uk/info/14062/research-data-management/62/data-management-planning
https://library.leeds.ac.uk/download/downloads/id/83/university-of-leeds-data-management-plan-template.docx
https://secretariat.leeds.ac.uk/wp-content/uploads/sites/109/2024/10/Template_Participant_Consent_Form.docx
https://secretariat.leeds.ac.uk/research-ethics/how-to-apply-for-research-ethics-approval/
https://secretariat.leeds.ac.uk/wp-content/uploads/sites/109/2023/12/Easy_Read_Participant_Consent_Form.pdf
https://secretariat.leeds.ac.uk/wp-content/uploads/sites/109/2024/10/Guidance-Template-Participant-Information-Sheet.docx
https://dataprotection.leeds.ac.uk/research-participant-privacy-notice/
https://secretariat.leeds.ac.uk/wp-content/uploads/sites/109/2023/12/Easy_Read_PIS.pdf
https://secretariat.leeds.ac.uk/wp-content/uploads/sites/109/2025/02/Consent-for-questionnaires-and-surveys.docx
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REQUIREMENTS 
 

Research Participant Privacy Notice - a link must be included in the Participant Information 

Sheet or a printed copy handed to the participants. 

 

Fieldwork Risk Assessment - is required for any research activities taking place off campus, this 

includes any overseas travel. 

 

General Health & Safety Risk Assessment – is required for laboratory based research. Please 

check if there are any other requirements/protocols you need to follow before the start of your 

project. 

 

  

 

https://dataprotection.leeds.ac.uk/research-participant-privacy-notice/
https://leeds365.sharepoint.com/sites/WSH/websitedocuments/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FWSH%2Fwebsitedocuments%2FShared%20Documents%2FHealth%20and%20Safety%2FFieldwork&p=true&ga=1
https://leeds365.sharepoint.com/sites/WSH/websitedocuments/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FWSH%2Fwebsitedocuments%2FShared%20Documents%2FHealth%20and%20Safety%2FRisk%20Assessment%20%2D%20Guidance%2FForms&viewid=18029340%2De32a%2D4ad0%2Dbe29%2D64a60520feb1&p=true&ga=1

