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Workflow submitting amendment (for studies approved AFTER 1 May 2021) 

- Go to ‘application.ecuzaua.be’ and log in with your existing account 

 

- Select in your ‘work area’ the project for which you want to submit an amendment (on your 
start screen you fill in the project number -  click on the ‘project ID’ number in the table that 
appears – the requested study appears on your screen. 
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- You can now start to complete the amendment via ‘create subform’ , at the left on top of your 
screen under the ‘actions’ table. 

 

 

- Select ‘Amendment (not for CTRs or EQs), and click on ‘create’ 
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- The above mentioned screen appears; ‘introduction’ – ‘title and PI’ are already completed; 
you need to specify your amendment under ‘personnel, sites or documents’  

 

 

 

 

 

 

 



Workflow submitting amendment Version 0.1 ENG (dd. 05 Dec 2022)  Page 4 van 5 

- In this example new documents (eg. ICF) are amended; via the ‘next’ button you go to the 
next screen to upload the documents 

 

- If all documents have been uploaded you can sign the study; if you are the PI you can sign 
the amendment via the use of your account (email address and password for this 
application)  

o If you are not the PI then you send a request to the PI to sign the amendment. This 
procedure is the same as submitting a new study – you can read this procedure in 
the document ‘workflow submitting new study’ which you can find under the tab 
‘help’ – ‘templates’) 
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- When you signed the amendment you can complete the submission of the amendment via 
the ‘submit’ button When the submission was successful you will receive the message below 
(you will also receive this message by email) 
 

 

 

- When you click on the ‘home’ button in the message above you will go back to your  ‘work 
area’.   

- Below this screen you will find an overview of the projects you already submitted. 
- Under the ‘notification’ button you can follow the entire process of your submissions 


