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How to Submit  a New Protocol Form 
 
 
Login to the portal through the appropriate link. 
 
1. Internal User (Dalhousie NetID)      
2. External User  
 

 

On the right side of the homepage, click Apply New. 

 

 

 

Select the protocol form. 
 





                    
Investigator details are automatically populated under the Project Team Info tab. By default, whoever starts the 
application is listed as the Principal Investigator. If the person is not actually the PI, they can still complete the protocol 
form, but the PI must be the one to click Submit, as the equivalent of their electronic signature. Click here for 
instructions on how to change the PI. 

 

 

 

 
To add project team members, scroll to the bottom of the Project Team Info tab and click Add New.  
 

 

 

Click Search Profiles. 
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The custom form tab will produce a number of sub-tabs, with questions related to the protocol. 

 

 

 

The Animal Use tab 



                    
The Attachments tab will show a list of documents that might be applicable to the study (the custom form tab will 
provide guidance on which documents are needed). Attachments can be downloaded, completed, then uploaded to the 
file via the Add Attachment button. 
 

 

 

The Approvals tab shows the pre-programmed workflow. Animal Care protocols are reviewed by the UCLA or ACUC (i.e. 
the primary “Office” in ROMEO terminology). 
  

 

 

The Logs tab will automatically track changes to the file made overtime, as well as messages shared between 
Administrators and the research team. 

 

 



                    





                    
Search for PI’s name in the white boxes. If nothing appears, try the first or last name separately (name might include 
hyphens, initials, etc.) 

 

 

Select the PI’s name. 

 

 

In order to save their work, and still have access to the file, the delegate needs to add themselves back in as a Project 
Team Member (scroll to the bottom of the Project Team Info tab). 

 

Click Add New. 

 

 

Click Search Profiles to look up and select their name. 

 

 

 

 

Save and close out of the file. When the application is ready to be submitted, inform the PI so that they can login to 
ROMEO and click the Submit button. 
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