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1. Overview
1.1 What is IRMA?
Integrated Research Management Application (IRMA) is a web based research management application used
for submitting, processing and reviewing ethics applications. It manages the entire ethics application process
from the researchers submitting their application, through Head of School/Unit or delegate sign off, the
committee review, to notification of outcome.
As IRMA is a web based application it is accessible anywhere, at any time, through any web browser. To access
the IRMA application, please click here.
For assistance with the content of your application, please speak with your supervisor or your faculty ethics
advisor. For specific questions regarding templates or the process itself, please check the ethics website for
more detail. Your application draft should be complete before commencing the online submission process.

1.2 What are the Benefits?
Online submission and review means multiple paper copies are no longer needed
All investigators and Heads of Unit are automatically emailed requests when signoff is required
Researchers are able to view the progress of any application they have created or are listed on
Researchers are able to access the documentation for any application they have created or are listed on

1.3 ISLHD Research and IRMA
Research involving the Illawarra Shoalhaven Local Health District (ISLHD) must be submitted on NSW Health
forms, signed by all investigators and authorized by the appropriate ISLHD manager. IRMA has been configured
to require only the Chief Investigator to sign off online. For this to occur it is important to choose the ISLHD
options where presented (e.g. the application coversheet).
ISLHD researchers with current projects will automatically have access to IRMA. New researchers will need to
complete the User Access Request Form

2. Key Terms in IRMA
2.1 Coversheets
IRMA organises submission of information through a series of forms referred to as coversheets. A new
coversheet should be created each time you need to submit information. There are different coversheets for
specific purposes, e.g. there are coversheets for new applications, amendments and amending investigators.
Coversheets collect only basic information so in most instances you will need to upload the appropriate
additional forms (e.g. progress report forms) and any other associated documentation (e.g. participant
information sheets).
Important Note: In most cases the coversheet to be completed is different for UOW research and ISLHD
research so ensure that you are selecting the correct one.

2.2 Templates
In IRMA, the term ‘templates’ is used to refer to all the standard forms used in an ethics application. These
templates can include the different types of coversheets and also the standard forms for submission such as
progress reports and protocol templates.
Templates for standard documentation are available from the ‘Templates’ button in IRMA once you have created
a coversheet. These templates will have some basic information from the coversheet auto filled when accessed
from the coversheet. You can also access all of these documents from the Human Ethics web pages.

2.3 Protocols
The term 'protocol' is used in IRMA to refer to the ethics application. All of the documents submitted and the
associated coversheet make up the protocol. To submit subsequent correspondence relating to an application
you create the appropriate type of coversheet and link it to the original protocol. You are prompted to choose the
appropriate protocol when you create a new coversheet.
This system terminology should not be confused with the research protocols that you are required to submit with
your application

2.4 Submission Codes and Protocol Numbers
When a coversheet is initially submitted it is allocated a submission code within IRMA. This number will appear
in the notification that the submission (upload) requires signoff. Where the coversheet is for a new application, a
protocol number (previously known as your ethics application number) will be generated once the submission
has been checked by the Ethics administrative staff to ensure it is complete.

2.5 Internal and External Investigators
Investigators are considered either 'internal' or 'external' within IRMA. Internal investigators have full access to
the system and are able to submit applications, view all applications where they are a named investigator and
sign off on applications where appropriate. UOW staff, UOW students and ISLHD staff must be listed as internal
investigators.

All staff and students listed on projects with current Human Research Ethics Committee (HREC) approval at the
time IRMA goes live should automatically have internal status. After this point only new UOW staff and students
in some courses will automatically have access.
Other users will need to submit the User Access Request Form, including any external parties wishing to access
the HREC.
Investigators who are external to UOW and ISLHD and do not need to sign the application electronically would
be listed as 'external'. This would normally be the case only where they have signed a form such as the National
Ethics Application Form (NEAF) that is being submitted as part of the application.

2.6 Status
Status fields appear throughout IRMA. You can check the progress of a submission, from draft, through signoff,
to the decision reached, by checking the appropriate status field in the table on the Human Ethics tab.
Additional definitions are provided in section 8.

3. Logging in to IRMA
The access link to IRMA is (insert web link here)

UOW staff and researchers will have access to IRMA using their UOW username and password.
Students who are on research ethics applications will also have access to IRMA using their student log on
details.
Illawarra Shoalhaven Local Health District (ISHLD) staff who have current applications will have access to the
system. Their username and password will be assigned by the research ethics administration staff.
If a person requires access to IRMA, they are able to request access by filling out the User Access Request
Form.

4. What Will You See in IRMA
4.1 Researcher Profile
When you log in to IRMA, by default you are taken to the Researcher Profile. This is a central view related to
the researcher who has logged in. This page offers you various tabs that allow you to navigate IRMA.

4.2 My Home Tab
My Home displays information for the person that is logged in to IRMA. The following information is displayed:

If this information is incorrect, please contact HR to update your details.
Pressing

will take you to the Desktop Menu, explained in 5. Desktop Menu.

4.3 Signoff Required Tab
Signoff Required will display any applications that require your sign off.

For further information on how to sign off an application, see 6.15 Sign Off.

4.4 Human Ethics Tab
The Human Ethics tab allows you to view any coversheets that you are listed on or have submitted including
applications submitted before IRMA was introduced. Only limited information is available for applications
submitted prior to IRMA being introduced. You can view existing coversheets and create and submit new ones
(see 6.01 Create and submit a new application).
Coversheets will be either white: indicating that they are still in Draft status and can be edited (i.e. haven't been
submitted for processing) or they will be highlighted green: indicating that the application has been submitted for
processing and committee review and can no longer be edited.
This screen has the following search functions
Template – this allows you to filter according to the coversheet template type (e.g. New Application,
Amendment, Resubmission etc.)
Title – search using the title of the research
Once you have selected or entered your search term, pressing

will return your results.

To return to the full list or search again press:

The following information is displayed for each coversheet:
ID – identification number for the coversheet.
Status – current status for the coversheet
Form – type of coversheet created (e.g. New Application, Amendment etc)
CI – the Chief Investigator listed on the project
CI department – school that the chief investigator belongs to
Title – the title of the research project
Signoff Status – whether or not all signoffs have been completed. Using the
column will allow you to see more detail regarding signatories as detailed below.

button in the action

- allows you to open and view the application. Applications in draft (white) can be edited, while
completed (green) applications are read only.

- allows you to view a list of the approvers on the application. If the approver is highlighted in
green, this indicates that they have signed-off, red indicates that they have rejected the application and
orange means that they are yet to action the signoff.

5. Desktop Menu
The Desktop menu, accessed from the top right hand corner of the Researcher Profile screen (‘Desktop’) or
by pressing Continue when in the Researcher Profile view, provides an alternate way to access information
held in the system.

(To return to the Researcher Profile view, click the heading of the same name to the left of ‘Desktop’ in the top
right hand corner.)
You can access a range of information and your existing applications using several search tools - the greatest
range is found in the ‘protocols’ link.

5.1 Coversheets

Selecting this option from the Desktop menu will give you a list of all coversheets that you have created or have
been listed on as an investigator.
From this screen you can edit applications that are in draft, and view submitted ones.

a) Filtering Your Search on the Coversheets Page
The search filters allow you to find specific coversheets in your list. You can use a single search filter or multiple
filters to narrow down the list of coversheets.
The following search filters are available:
a. Status - you are able to filter on the status of a protocol (e.g. if you wanted only approved protocols).
b. Template - you can filter on the type of coversheet that has been created and/or submitted (e.g. new
application, amendment, progress/renewal report etc.).
c. Type - this option is not available to filter coversheets.
Once you have selected or entered your required search filters, press the
multiple filters before hitting the search button they will be applied together.
The
button will reset all search filters that have been applied, and the
export the displayed search results into a PDF (see 6.16 Export Search Results).

button. If you select

button will

b) Sort Order for Your Coversheet Search
You can sort the coversheets using the column headings with the exception of the project title. To sort according
to a heading, click on the heading and the coversheets listed will be sorted in ascending or alphabetical order.

5.2 Protocols

On this page you can view all protocols that you are included on as a researcher and that have been processed
by the Ethics admin unit. This display includes records of all applications that were submitted prior to IRMA
being introduced, although no documents are attached to the record. You can also search the protocols using a
number of filters.

a) Filtering Your Search on the Protocols Page
The search filters allow you to find specific protocols in your list. You can use a single filter or multiple filters to
narrow down the list of applications.

The following search filters are available:
a. Faculty – allows you to filter according to a specific faculty. ISLHD and non-academic units of
UOW are treated as faculties within the system.
b. Department (or schools) - to filter according to a specific department.
c. Type - this will filter the list of applications based on the risk type (e.g. low or negligible).
d. Status - you are able to filter on the status of a protocol (e.g. if you want only approved protocols).
e. Title – allows you to search using words from the title.
f. ID - this refers to the internal ID used in IRMA.
g. Protocol Number (formally the HE number) - this is the ID number that is stated on email
correspondence from the ethics department or committee. If you know the protocol number of the
application you are looking for you can search for it here.

h. Chief Investigator - to filter applications based on the Chief Investigator, type in the surname of the
investigator and first initial (if known) and select the
investigators. Select the

to bring up a list of available

button for the investigator you want to search on. Please note that

for this search option only - the

will remove the Chief Investigator from the search filter.

Once you have selected or entered your required search filters, press the
multiple filters before hitting the search button they will be applied together.
The
button will reset all search filters that have been applied, and the
export the displayed search results into a PDF (see 6.16 Export Search Results).

button. If you select

button will

b) Sort Order for Your Protocol Search
You can sort the protocols displayed using the column headings. To sort on a heading, click on the heading and
the protocols listed will be sorted in ascending or alphabetical order.

6. "How To" Guides
The following sections will step you through each of the processes involved in making a submission, from
creating a coversheet to signing it off, starting from the Researcher Profile view.

6.1 Create and Submit a New Application
Before you begin creating a new application note that you will be requested to upload a number of documents
supporting your application. Please ensure that you are aware of the required documentation which can be
found on the Ethics Website.
You can commence the process without these documents; however you cannot SUBMIT your application until
they are complete.
Final versions should be uploaded into the system, as once SUBMITTED the documents cannot be changed
and an amendment may be needed.
Additionally, note that the system will save your data entry every 5 minutes.
It is recommended when you are finished for the login session that you are working on that you press the

button wherever you are, return to the Researcher Profile page and then logout. In addition, various parts of
these “How To” guides will prompt you to save your work at certain points.
However, pressing the
button continuously throughout the data entry process may result in some
frustration as this will often send you back to a previous page and not leave you on the same page.
To create a new application, after logging in to IRMA you will need to:
a) Follow the steps for “Creating a New Application coversheet”, making sure to include the following as
required:
i)

Adding the Chief Investigator to a Coversheet

ii)

Adding an Internal Investigator

iii)

Adding an External Investigator

b)

Access the required templates and prepare all documents for uploading.

c)

Complete the ‘Questionnaire’ tab.

d)

Attach all required documents via the ‘Documents tab’.

e) When you are confident that everything is attached, go to the Coversheet and choose ‘Submit’. All
investigators will receive an email asking them to sign off.
You cannot change the application after it has been submitted. If you submit something in error, contact the
Ethics Unit for further assistance.

a) Creating a New Application Coversheet
There are different new application coversheets, one for UOW applications, one for ISLHD applications and
one for combined UOW and ISLHD research applications. As the process differs slightly for ISLHD, please
ensure you choose the correct one.
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A New
Coversheet”, and then select the

icon.

1) Select which type of coversheet you want to create. In the case of a new application this will be either a New
Application (UOW), a New Application (ISLHD) or a New Application (Joint UOW/ISLHD)

2) Select

to continue.

3) The New Application coversheet will be displayed.
The following fields are mandatory on the coversheet:
Protocol Title (the title of your project)
Start and End Date
Description of the Project (a brief description of the project including the principle aim and target
participants, 100 words)
Chief Investigator

The
located in each section will provide you with information/help text if required. Hover over the
text to be displayed.

for the

b) Adding the Chief Investigator to a Coversheet
1) To add the Chief Investigator, select the

button under the Chief Investigator Details section.

2) Once you have selected the Add button, an investigator search screen will appear.

3) In the text box type the person's surname.
Note that the Chief Investigator must be an ‘internal’ investigator. See 2.05 for information about this.

4) Select the

button and a list of possible investigators will be listed.

The search results screen displays the following:
Name - the name of the investigator
Status – this will display either 'research staff' or 'administrative user'.
Department - Faculty - Institution - this is the department/faculty that the investigator belongs to
Action – a

button is displayed beside each record returned.

5) To select the investigator that you want to add, click the button in the action column beside their name.

6) This person will now be added as the Chief Investigator on the coversheet and their details will be
automatically populated. To change the Chief Investigator any time before submission, repeat this process.

7) If the investigator you are searching for is not on the list, please see the “Notes for Adding New Users” section
directly above the “Chief Investigator Details” on the coversheet. A link is provided directly from IRMA to the
User Access Request form: “If a person is not on the internal list, submit an access request form here”.

c) Adding an Internal Investigator
1) To add an internal investigator, under the Internal Investigator heading change the setting for "Other Internal
Investigators Involved?" to 'Yes'.

2) An

button will then appear. Select this to add an internal investigator to the coversheet.

3) Follow steps 2-5 of Adding the Chief Investigator (6.01 b)
4) Once you have selected an investigator you will then need to choose their role from the drop down list
provided.

5) Once you have selected the role, select the

button.

6) This will then add the internal investigator to the coversheet.

The following information will be displayed for each internal investigator that is added:
Internal Investigator Name - the full name of the investigator added
Faculty/School - The faculty/school that the investigator belongs to
Role - the role for the investigator on the research project
allows you to change the role of the selected investigator
will remove the investigator from the coversheet

d) Adding an Existing External Investigator
1) To add an external investigator, under the External Investigator heading change the setting for "Other
External Investigators Involved?" to 'Yes'.

2) An

button will then appear. Select this to add an external investigator to the coversheet.

3) A search screen will appear, type in the Surname of the external investigator you want to add.

Select the

button to look for the investigator.

4) A list of search results will be displayed.

To select an investigator from the list displayed, select the

icon.

5) The selected investigator will then be displayed on the coversheet.

e) Creating a New External Investigator
1) To add an external investigator, under the External Investigator heading change the setting for "Other
External Investigators Involved?" to 'Yes'.

2) An

button will then appear. Select this to add an external investigator to the coversheet.

3) A search screen will appear, type in the Surname of the external investigator you want to add.

Select the

button to look for the investigator.

4) A list of search results will be displayed.

If the investigator is not listed, select the

icon.

5) You will need to fill out the details for the investigator you are creating.

6) You then can navigate to the organisation tab to link the investigator to an organisation if known.

7) Select the

button to bring up a list of pre-defined organisations.

Type in either part of the name or the full name and select the
will be displayed.

8) Select the

button. A list of matched organisations

button next to the organisation you want to link the investigator to.

The selected organisation will be displayed under the Organisation tab.
9) Navigate back to the main details tab and select

to apply the changes to the coversheet.

6.2 Accessing Templates
All templates are accessible from all coversheets.
Templates can be downloaded, completed and saved on your computer, and then uploaded to applications later
under the Documents tab.
The templates available are:
Attachment list/checklist
Cadavers and Human Tissue Form
Final Report
Investigator details
ISLHD Protocol Template
Progress Report
Project Description
Protocol Template
Questionnaire Summary
UOW Application Questions
For details of which documents you will need and when to use them, see the Ethics website.
The steps below show you how to download a template from a coversheet and how to save it in a format
acceptable for upload.
1) Templates are accessed by selecting the

2) When you select the
download.

button at the top of each coversheet.

button you will be provided with a list of templates that are available for

3) To download one of the listed templates, select the

button next the required template.

4) In the next screen, you will have the option to either download a copy of the template (option 1) or you can
return to the coversheet without opening or downloading the template (option 2).
You are able to download as many copies of each template as needed.
Note that the name of your project as listed on the cover sheet will be pre-filled on these templates.

6.3 Completing the Application Questionnaire
Note that this questionnaire is required for all New Applications.
If you have logged out previously and are returning to continue your application, from the Researcher Profile view,
click the Human Ethics tab and the

next to the coversheet you wish to continue working with.

1) Navigate to the Questionnaire tab.

This is a short questionnaire to capture a brief summary of the human ethics requirements of your project as well
as to assist with government reporting requirements.
2) Read the information provided on the first page, select ‘continue’ from the drop down box and press
. Selecting ‘continue’ is taken as acknowledgement that you have read the information provided.
3) Answer all the questions presented.
Selecting
will take you to the next question. Selecting
answer of previously answered questions.

will display the question and

Note that where the details are provided for your information only, you should select ‘continue’ from the
dropdown box before pressing next.
4) To save a partially completed questionnaire, select the
exit the coversheet.

button on the Coversheet tab or simply

Researchers can view all draft applications and questionnaires on which they are listed as a researcher.
5) Once complete, the questionnaire appears as a list of questions and answers. To view the full details of a
question and answer, select
when viewing.

on the right hand side of the question. No change is allowed to the answer

6) To edit an answer, select

on the right hand side of the question.

Important Note: Changing an answer may affect other answers. If this is the case, the other answers will be
deleted and will need to be re-entered.
7) To delete an answer, select

on the right hand side of the question.

Important Note: All questions following the deleted question will also be deleted.
8) If it appears that your questionnaire cannot be edited and you have NOT submitted the application by
pressing the

button, you have likely been timed out of the application. Return to the coversheet tab

and you should find a continue button at the bottom of the page. Press this and then select
application you want to edit.

beside the draft

This will take you back to an active coversheet, where you can select the questionnaire tab as per 1) above and
view, edit or delete answers as noted in 5) – 7) above.

Other submissions (or coversheet types) may not require the questionnaire and this will be noted for those
processes.

6.4 Attaching Documents to a Coversheet
Additional documents can be attached to all coversheets. Some coversheets will have required documentation
that must be attached and this can be determined by reviewing the Human Ethics website. These documents
may include Participant Information Sheets, Surveys etc.
For a New Application the minimum document attachment requirements are:
The application details (using a protocol and/or an application form)
Investigator Details form for each investigator, and
The Attachments listing
Depending on your study, there may be additional document requirements to support your application, including:
Participant Information Sheets
Consent forms
Etc.
1) To attach a document under the Documents tab of any coversheet, select the
then display the following screen.

2) Enter the Document Description e.g. Consent Form v2.

3) Select

and locate the required file.

button. This will

4) Select the Type of Document from the options in the drop down list.

5) Then select
you uploaded.

to attach the document to the coversheet. The next screen will display the file that

6) You will need to repeat this process for each document that you need to attach.
7) Once uploaded, you have the following options for each document attached:

allows you to change the document name and document type. Please note that these can only be changed
when the coversheet is at Draft status.
allows you to download and view a copy of the attached document.
removes the attached document. Please note that you can only remove a document when the coversheet
is at Draft Status.

8) When you have uploaded all required documents, completed the questionnaire and reviewed your application
for completeness, navigate back to the Coversheet tab.

9) Select the

button to submit the application.

10) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to submit the application, select
and this will save a copy of what you have
done without submitting. You will then be able to return and submit when you are ready.
11) If you submit in error, then please contact the Ethics Unit for assistance.

6.5 Linking Coversheets to an Existing Protocol
1) To link a coversheet to an existing protocol, select the Search icon.

2) This will then display a list of all the protocols that the coversheet may be linked to.
3) Select the

icon next to the protocol that you want to link the coversheet to.

4) The next screen will display the coversheet type you selected as well as the protocol that you have selected
to link it to. Select

to continue.

6.6 Response to a Review
A Response to Review Coversheet is submitted when the committee has reviewed the initial application but has
questions or requires additional information about the research project. There are two versions of this
coversheet, one for UOW research and one for ISLHD research - be sure to select the right one.
A Response to Review Coversheet will need to be linked to the original application that was submitted. Below
are the steps on how to submit a Response to Review Coversheet and link it to the original application protocol.
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A
New Coversheet”, and then select the

icon.

2) Select Response to Review (UOW) from the coversheet type drop down list.

3) Link the coversheet to an existing protocol. See 6.05 Linking Coversheets to an Existing Protocol.
Note that this process is the same for all coversheets that require a link and will be referred back to regularly in
the following guides.
4) The Response to Review coversheet template will be displayed as shown below. At the top it will indicate
which protocol it has been linked to. By selecting the
read only format.

at the top, you can review the linked protocol in a

The coversheet details will be pre-populated from the linked protocol. This information is read only and cannot
be changed. If you want to change any of this information you will need to submit an Amendment or Amend
Investigators coversheet.
The
located in each section will provide you with information/help text if required. Hover over the
the text to be displayed.

for

5) Navigate to the Documents tab and attach any necessary documents (for more details on
attaching documents see 6.04). As part of the Response to Review, you will need to upload a
document with the responses to the points outlined in the email you received.
Please address each point separately in this document.

Templates to assist in developing these documents may be accessed through the Templates button located
on the Coversheet tab. (see 6.02 for more information on accessing and using templates)

6) Once all necessary documents are attached to the coversheet, navigate back to the Coversheet tab.

7) Select the

button to submit the response.

8) Remember that once submitted, the information you have entered is locked and can no longer be
edited by you. If you are not ready to submit the response, select
and this will save a copy of
what you have done without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.7 Resubmit an Application
An Application Resubmission Coversheet is required once an initial application has been reviewed but requires
significant changes or is not at a high enough standard. This coversheet needs to be linked to the original
application that was submitted. There are two versions of the Application Resubmission Coversheet, one for
UOW research and another for ISLHD research - remember to choose the right one.
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A New
Coversheet”, and then select the

icon.

2) Select Application Re-submission from the drop down box:

3) You will need to link the coversheet to an existing protocol. To link the coversheet see 6.05 for full details on
linking a coversheet to a protocol.
4) Your Resubmission Coversheet template will now be displayed.
At the top it will indicate the linked protocol. By selecting the
format.

you can view the linked protocol in a read only

The coversheet details will be pre-populated from the linked protocol. This information is read only and cannot
be changed. If you want to change any of this information you will need to submit an Amendment or Amend
Investigators coversheet.
The
located in each section will provide you with information/help text if required. Hover over the
text to be displayed.

for the

5) Select the Questionnaire tab and complete the questionnaire.

You would have already completed one of these for your initial application. See 6.03 for more detail on
questionnaire completion.
6) Navigate to the Documents tab and attach any necessary documents (for more details on attaching
documents see 6.04).

Templates to assist in developing these documents may be accessed through the Templates button located on
the Coversheet tab. (see 6.02 for more information on accessing and using templates)
7) Once the questionnaire is complete and all necessary documents are attached to the coversheet, navigate
back to the Coversheet tab.

8) Select the

button to resubmit the application.

9) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to resubmit the application, select
and this will save a copy of what you
have done without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.8 Create and Submit a Progress/Renewal/Final Report
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A
New Coversheet”, and then select

the icon.

2) Select Progress/Renewal/Final Report from the drop down box:

3) You will need to link the coversheet to an existing protocol. To link the coversheet see 6.05 for full details
on linking a coversheet to a protocol.
4) The Progress/Renewal/Final Report coversheet template will now be displayed.
The coversheet details will be pre-populated from the protocol that you linked to the coversheet. The
information on the coversheet is read only and cannot be changed. If you want to change any of this
information you will need to submit an Amendment or Amend Investigators coversheet.
At the top it will indicate the linked protocol. By selecting the
format.

you can see protocol details in a read only

The
located in each section will provide you with information/help text if required. Hover over the
text to be displayed.

for the

5) Select the Questionnaire tab and complete the questionnaire.

You would have already completed one of these for your initial application. See 6.03 for more detail on
questionnaire completion.
6) Navigate to the Documents tab and attach any necessary documents (for more details on attaching
documents see 6.04).

Templates to assist in developing these documents may be accessed through the
on the Coversheet tab. (see 6.02 for more information on accessing and using templates)

button located

7) Once the questionnaire is complete and all necessary documents are attached to the coversheet, navigate
back to the Coversheet tab.

8) Select the

button to submit the report or renewal.

9) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to submit the report or renewal, select Save and this will save a copy of what you have
done without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.9 Create and Submit an Amendment
An Amendment Coversheet is submitted when a change is required on a submitted or approved application.
Any Amendment coversheet that is submitted will need to be linked to an existing protocol. If you need to make
changes to investigators on a research project please submit an Amend Investigators Coversheet (6.10).
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A
New Coversheet”, and then select the

icon.

2) Select Amendment from the drop down box:

3) You will need to link the coversheet to an existing protocol. To link the coversheet see 6.05 for full details
on linking a coversheet to a protocol.
4) The Amendment coversheet will now be displayed.
The information on the coversheet is read only and cannot be changed in this view, changes should be
detailed in the attached documents.
At the top it will indicate the linked protocol. By selecting the
format.

you can see protocol details in a read only

5) Select the Questionnaire tab and complete the questionnaire.
You would have already completed one of these for your initial application. See 6.03 for more detail on
questionnaire completion.

6) Navigate to the Documents tab and attach any necessary documents (for more details on attaching
documents see 6.04).

Templates to assist in developing these documents may be accessed through the Templates button located on
the Coversheet tab. (see 6.02 for more information on accessing and using templates)
7) Once the questionnaire is complete and all necessary documents are attached to the coversheet, navigate
back to the Coversheet tab.

8) Select the

button to submit the amendment.

9) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to submit the amendment, select Save and this will save a copy of what you have done
without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.10 Amend Investigators
This coversheet is used when you need to change or update investigators that are listed on a previously
submitted and approved research project.
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A New
Coversheet”, and then select the

icon.

2) Select Amend Investigators from the drop down box:

3) You will need to link the coversheet to an existing protocol. To link the coversheet see 6.05 for full details on
linking a coversheet to a protocol.
4)The Amend Investigators coversheet will now be displayed.
At the top it will indicate the linked protocol. By selecting the
format.

you can see protocol details in a read only

5) Here you can add or remove investigators, but the remaining information is read only.
If you want to change information other than investigator details, an Amendment coversheet (6.09) will need to
be submitted.
6) Navigate to the Documents tab and attach any necessary documents (for more details on attaching
documents see 6.04).

Templates to assist in developing these documents may be accessed through the Templates button located on
the Coversheet tab. (see 6.02 for more information on accessing and using templates)

7) Once the necessary documents are attached to the coversheet, navigate back to the Coversheet tab.

8) Select the

button to submit the amendment.

9) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to submit the amendment, select
and this will save a copy of what you
have done without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.11 Acceptance of Approval by External HREC
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A
New Coversheet”, and then select the

icon.

2) Select Amend Investigators from the drop down box:

3) The Acceptance of Approval by an External HREC Coversheet template will be displayed. This
coversheet should be completed as for a new application.
The following fields are
mandatory: Protocol Title
Start and end Date
Description of the Project
Chief Investigator
The
located in each section will provide you with information/help text if required. Hover over the
for the text to be displayed.
4) Navigate to the Documents tab and attach any necessary documents (for more details on
attaching documents see 6.04).

Templates to assist in developing these documents may be accessed through the
button
located on the Coversheet tab. (see 6.02 for more information on accessing and using templates)

5) Once all necessary documents are attached to the coversheet, navigate back to the Coversheet tab.

6) When your coversheet is complete, select the

button to submit the application. If you are not

ready to submit the application, select
and this will save a copy of what you have done without
submitting. You will then be able to return and submit when you are ready.

6.12 Transfer In (UOW and ISLHD)
The Transfer In Coversheet is used for applications that are being transferred to UOW from another institution
and that have had previous approval by a Human Research Ethics Committee. There are two versions of the
coversheet, one for UOW research and the other for research through ISLHD.
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A New
Coversheet”, and then select the

icon.

2) Select Transfer In (UOW) from the coversheet type drop down list.

3) The Transfer In Coversheet template will now be displayed. This coversheet should be completed as for a
new application.
The following fields are mandatory:
Protocol Title
Start and end Date Description
of the Project Chief Investigator
The
located in each section will provide you with information/help text if required. Hover over the
text to be displayed.
4) Select the Questionnaire tab and complete the questionnaire.

See 6.03 for more detail on questionnaire completion.

for the

5) Navigate to the Documents tab and attach any necessary documents (for more details on attaching
documents see 6.04).

Templates
to assist in
developing these documents may be accessed through the
(see 6.02 for more information on accessing and using templates)

button located on the Coversheet tab.

6) Once the questionnaire is complete and all necessary documents are attached to the coversheet, navigate
back to the Coversheet tab.

7) Select the

button to submit your transfer in request.

8) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to submit the request, select
and this will save a copy of what you have
done without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.13 Transfer Out
The Transfer Out Coversheet is used for applications that have been approved by the UOW Human Research
Ethics Committee but are being transferred to another institution.
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A
New Coversheet”, and then select the

icon.

2) Select Transfer Out from the coversheet type drop down list.

3) You will need to link the coversheet to an existing protocol. To link the coversheet see 6.05 for full details
on linking a coversheet to a protocol.
4) The Transfer Out coversheet will now be displayed. The coversheet details will be pre-populated from the
protocol that you linked the coversheet to. The information on the coversheet is read only and cannot be
changed. If you want to change any of this information then you will need to submit an Amendment or
Amend Investigators coversheet.
At the top it will indicate the linked protocol. By selecting the
format.

you can see protocol details in a read only

The
located in each section will provide you with information/help text if required. Hover over the
text to be displayed.

for the

5) Select the Questionnaire tab and complete the questionnaire.

See 6.03 for more detail on questionnaire completion.
6) Navigate to the Documents tab and attach any necessary documents (for more details on attaching
documents see 6.04).

Templates to assist in developing these documents may be accessed through the Templates button located on
the Coversheet tab. (see 6.02 for more information on accessing and using templates)
7) Once the questionnaire is complete and all necessary documents are attached to the coversheet, navigate
back to the Coversheet tab.

8) Select the

button to submit the your transfer in request.

9) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to submit the request, select
and this will save a copy of what you have
done without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.14 Report an Adverse Event
The Adverse Event Coversheet is used to report any adverse events that may have happened in a research
project.
1) Under the Human Ethics tab, check that the drop-down option next to the Create button is set to “A New
Coversheet”, and then select the

icon.

2) Select Adverse Event from the coversheet type drop down list.

3) You will need to link the coversheet to an existing protocol. To link the coversheet see 6.05 for full details on
linking a coversheet to a protocol.
4) The Adverse Event coversheet will now be displayed.
At the top it will indicate the linked protocol. By selecting the
format.

you can see protocol details in a read only

5) Navigate to the Documents tab and attach any necessary documents (for more details on attaching
documents see 6.04.

Templates to assist in developing these documents may be accessed through the
the Coversheet tab. (see 6.02 for more information on accessing and using templates)

button located on

6) Once the necessary documents are attached to the coversheet, navigate back to the Coversheet tab.

7) Select the Submit button to submit the coversheet.
8) Remember that once submitted, the information you have entered is locked and can no longer be edited by
you. If you are not ready to submit the amendment, select
and this will save a copy of what you
have done without submitting. You will then be able to return and submit when you are ready.
If you submit in error, then please contact the Ethics Unit for assistance.

6.15 Sign Off
Most applications submitted require the Chief Investigator and a Head of Unit or delegate to sign off
electronically. Depending on the type of application, other investigators may also need to sign off electronically.
Emails are sent automatically to the people who are required to sign.
You can view where the sign off process is up to at any time by logging in to the system.
Below are the steps on how to sign off an application as well as steps on how to view where the sign off
process is up to.
a) Signing Off on a Submission
1) After login you are automatically taken to the Researcher Profile page (4.01). If you are already in the
system you will need to navigate to this page.

2) From here you will need to navigate to the ‘Signoff Required’ tab.

3) A list of any applications that require your sign off will be listed.
Update screenshot

4) To sign off on an application select the

next to the application.

5) The Approval screen will be displayed with a declaration statement and approval options.
Please note that the declaration wording will vary depending on the role/position of the person signing off. Your
acceptance of this declaration online is the same as a physical signature.

6) A read only copy of the application can be viewed from the approvals page by using the tabs across the top
of the screen.

7) Once the application has been reviewed, navigate back to the Approval tab.

8) You then have the option to
or
the application. If you approve the application you
have an option to add a comment. If you reject an application you will need to provide a reason and an email will
be sent to the Chief Investigator notifying them that you have rejected the application and the reason for this.
b) Viewing Sign Off Progress
1) From the Researcher Profile page, navigate to the Human Ethics tab.

2) The signoff status is shown in the column at the right hand side of this screen.

3) More detailed signoff information may be viewed by selecting the

icon on the right of the screen.

4) This screen allows you to view a list of the approvers on the application. If they are highlighted in green, this
indicates that they have signed off, red will indicate that they have rejected the application and orange means
that they are yet to action the sign off.

7) Select the

button to return to the coversheet display screen.

6.16 Export Search Results
Search results generated for protocols and coversheets (under the Desktop menu) can be exported to an Excel
document.
Please note that this can only be done through the Desktop Menu.

1) At the top of each search screen (coversheets and protocols) there is an

2) Click the

button.

button and in the next screen you will have the choice of two options:

Option 1 - download the exported search results to Excel
Option 2 - return to the search results

7. Protocols (Applications)
All coversheets that are submitted either become a protocol (accepted application) or are linked to an existing
protocol. A protocol is a record of all information about a research project.
7.1 Accessing Your Protocols
1) To view a list of protocols that you have either submitted or are listed on as an investigator, select the Human
Ethics tab from your Researcher Profile page.
2) To display your list select 'A New Protocol' from the drop down list at the top.

3) If this is already selected then a list of your protocols will already be displayed.
4) You are able to view your protocols, but no protocols can be edited from here. If changes are required to a
protocol this needs to be done through the appropriate coversheet submission as detailed in the “How To”
guides above.

5) To view a protocol, select the
button next to the protocol. This will open a read only version of the
protocol selected. The following sections will explain each of the tabs available in this view and what they
contain.

a) Main Details
When you first open a protocol, the default tab displayed is the Main Details. This will give you the key
information for the protocol:

Created by – who created the protocol - this will be a staff member from the research ethics team
Record number: - this is a system generated identification number
Protocol number – this is the unique identification or reference number that is given to a protocol once it
is created
Date entered – the date that the protocol was created by the ethics team
Requested start date – this is the date that is entered on the coversheet by the researcher
Requested end date - this is the date that is entered on the coversheet by the researcher
Approval date - this is the date that the initial application was approved by the committee
Expiry date - this is the date that the ethical approval for the project expires
Protocol title – the title of the project that is entered on the coversheet by the researcher
Protocol type – this defines the risk category for the project
Internal Ref - this will be used to record the AuRed identification number (NSW Health only)
TRIM Id - this is an external reference that is not used

Clearance Status – this is the current status of the protocol
b) Investigators
This will display a list of the current investigators on the research project. If an Amend Investigators coversheet
is submitted, this investigator list will update to reflect the investigator changes once the amendment is
approved. This tab shows both internal and external investigators. The following information is displayed for
each investigator:
Name – the surname and first name of the investigator
Role – the role of the investigator on the project. If the role is blank, this indicates that no role has been
selected
Department or Institution – the department of the investigator. For externals, their institution or
organisation will be displayed.

c) Department
This tab displays information about the internal departments that are involved in the research project. Only
information for internal departments is displayed. The following information is displayed for each department:
Primary – whether this is the primary department
Department – this is the school that an internal investigator belongs to
Faculty – the faculty that is linked to the department or school
Institution – the institution that is linked to the department and faculty

d) Questionnaire
This is a copy of the questionnaire that is completed as part of a new application if it is submitted in IRMA. The
questions and answers will be truncated on this screen.
To view the questions and answers in full, select the

button.

e) Coversheets
This tab displays a list of coversheets that have been submitted for the research project. The following
information is displayed for each coversheet:
Template – the type of coversheet template that was submitted
Type - this information is currently not available
Status – the current status of the coversheet (see 9.2 Coversheet Status for further information)
Created – the date that the coversheet was created

f) Privacy
Researchers do not have permissions to view the privacy tab; it is for system administrators only.
g) Documents
This tab will list any documents that have been approved and are associated with the research project. The
following information is displayed for each document:
Date – the date that the document was added to the coversheet
Type – the type of document. This is chosen by the researcher at the time of submission
Document – the name of the document
File Size – the size of the document
Type – the format of the document that was uploaded (e.g. docx, pdf etc.)

You are able to view each document by selecting the
then download a copy of the selected document.

icon next to the document you want to view. This will

h) Authorities
The Authorities tab lists any external authorities that are associated with the research project. The following
information is recorded for each external authority:
Responsible – are they the responsible authority for the research project
CurrentStatus – the current status of the research project
HRECName – the name of the external authority

i) Committee Outcome
This will list all of the coversheets that have been assigned to a committee for review or have been reviewed by
a committee. The following information is displayed:
Meeting ID – the meeting that the coversheet will be/has been reviewed by (e.g. full or executive
committee)
Date of Effect – the date that the coversheet was added to the meeting
Type - this information is not available
Template – the coversheet template that was submitted by the researcher to be reviewed (e.g. new
application or amendment)
Status – the status of the coversheet. If the status is not displayed, this means that the committee has not
yet reviewed the coversheet (see 9.5 Committee Outcome Status definitions for further information)
Committee – the committee that the coversheet is assigned to (e.g. social or medical).

j) Snapshot
A snapshot is a copy of a record taken at a point in time. Each time a coversheet is updated to a protocol a snap
shot is taken of the protocol. This enables the previous state of the record to be viewed if needed.

To view the record at a previous point in time, select the

icon next to the snapshot record.

This will then display the protocol as it was at that point in time.

To go back to the live protocol, select the

button.

k) Correspondence
The correspondence tab displays a list of the emails that have been sent for the selected protocol. The
following information is displayed on this screen:
Created by – this is the person who sent the email
Created date – this is the date that the email was created in the system
Source – this is the type of correspondence sent
Description – this is the subject line of the email

To view an email in full detail, select the
tab.
This will then display the email in full.

icon next to the email you want to view, and select the Preview

8. Frequently Asked Questions
I can’t access IRMA with my regular UOW username and password. Where can I get help?
Your credentials to access IRMA are the same as those used for any other UOW core system. If you are having
trouble logging in, try the following:
1)
Wait for 20 minutes and try logging in again. If you've just changed your password using the IMTS
self-service password tool, your new password will take a while to propagate throughout the University's various
systems.
2)
Check that you're entering your login details correctly and that you do not have "Caps Lock" enabled.
Also, try logging into the Staff Intranet: This will verify that your username and password are correct and working
with another UOW system.
3)

If none of the above tips solve your problem, contact (irma-support@uow.edu.au) for assistance.

I don’t have UOW credentials but need to access IRMA. How do I log in?
You only need to access IRMA if you are required to sign off an application. If you need to sign off but are not
able to log in, you will need to complete the following form **link here**

Is access to IRMA available for UOW students?
Yes, access is available for students on research projects. Not all students have been given access. If you are a
student on a research project and require access to IRMA please complete the User Access Request Form.

What if I have an existing ethics application that was submitted as a paper application?
All current paper-based ethics applications have been transferred over to IRMA. Paper-based applications will
be retained for reference purposes, however, any future amendments or reports must be submitted through
IRMA.

I have received an email indicating that I need to sign off an application. What do I do?
IRMA requires ethics applications to be electronically “signed” by Chief Investigators and Heads of School (or
their delegate). If you receive an email instructing you to sign off an application, log in to IRMA and click the
“Signoff Required” tab. Any applications requiring your approval are listed here.
For detailed instructions on the application sign-off process, please refer to the Researcher User Guide.

Can another user prepare and submit an application on my behalf?
Yes, another staff member can submit an application on your behalf. You will have permission to view all
applications where you have been named as an investigator. However, it is not possible for another staff
member to sign-off applications on your behalf.

I have submitted an application by accident. What do I do?
If you have accidently submitted an application that is incomplete or created in error, email irma-support@uow.e
du.au or contact the Ethics team on 4221 3386 for assistance.

Can I access other IRMA records from my school or faculty?
You may only view applications that you have created or on which you have been named as an investigator.

9. Definitions
9.1

Coversheets

New Application (UOW)

To be used when submitting a new application that
involves UOW or external research (not including
ISLHD)

New Application (ISLHD)

To be used when submitting a new application that
involves research with ISLHD sites or people (staff or
patients)

External Approval

To be used when submitting a new application that
involves a project which has been approved by
another HREC, but involves UOW researchers, or is
held at a UOW site

Transfer In (UOW)

To be used when submitting a new application for a
protocol transferred from another institution that
involves UOW or external research

Transfer In (ISLHD)

To be used when submitting a new application for a
protocol transferred from another institution that
involves ISLHD sites or people (staff or patients)

Transfer Out

To be submitted when an application is being
transferred to another institution

Response to Review (UOW)

To be used after the committee has reviewed the
initial application and requires a response to
questions/comments

Response to Review (ISLHD)

To be used after the committee has reviewed the
initial application and requires a response to
questions/comments

Amend Investigators

To be used when an initial application has been
submitted but the investigators on that application
need to be updated or changed

Amendment

To be used when a researcher needs to make an
amendment to an initial application that has been
approved

Application Re-submission (UOW)

To be used when the committee has reviewed an
application but requires it to be resubmitted

Application Re-submission (ISLHD)

To be used when the committee has reviewed an
application but requires it to be resubmitted

Progress/Renewal/Final Report

To be used when submitting the following reports:
Annual report for an approved research project
Request for renewal of approval for a research
project
Final report for a research project

Adverse Event

To be used when an adverse event has occurred on
a project

9.2

Coversheet Status

Draft

The coversheet has been created but has not been
submitted

Submitted – Awaiting Signoff

The coversheet has been submitted and sign offs are
required

Protocol Created/Updated

For new applications, the Ethics team has checked
the application, assigned the application to a meeting
agenda and created the unique human ethics
number.
For approved amendments to protocols, this updates
the existing protocol.

Deleted

The coversheet was created in error and has been
removed

Withdrawn

The user has requested the removal of a
coversheet

Assigned to an Agenda

The coversheet has been assigned to an agenda for
committee review.
This status is used for amendment coversheets only.

Unsuccessful

The amendment coversheet that was submitted and
reviewed by the committee was unsuccessful

More Information Required

The amendment coversheet or report that was
reviewed by the committee requires further
information before it can be approved

Incomplete – Awaiting Researcher Response

The Ethics team has determined that the submitted
coversheet is incomplete and requires the researcher
to review the application or provide additional
information before it can be assigned to an agenda
for committee review. Application signoffs will be
retained and additional information will be added by
the Ethics team

Noted

Used for adverse events to indicate that the
coversheet has been noted at a committee meeting

Unsubmitted - Incomplete

An incomplete application was submitted by the
researcher, and was set to Unsubmitted by the Ethics
team to allow the addition of further documentation by
the researcher. Application signoffs will be required
once the application is resubmitted

Unsubmitted – Other

An application was submitted in error by the
researcher, and was set to Unsubmitted by the Ethics
team to allow the addition of further documentation by
the researcher

Ethical Review Not Required

A review of the application by an ethics committee is
not required

9.3

Protocol Status

Not Selected

No status has been selected

Approved

The protocol has been reviewed by a committee and
approved

Pending Review - UOW

The protocol has been assigned to an agenda and is
pending committee review. The application that was
submitted was a UOW application.

Pending Review - ISLHD

The protocol has been assigned to an agenda and is
pending committee review. The application that was
submitted was an ISLHD application.

Pending Review - External

The protocol has been assigned to an agenda and is
pending committee review. The application that was
submitted was an external application.

Unsuccessful

The protocol has been reviewed by a committee and
was unsuccessful

External Approval Noted

The application for external approval has been
received and noted

Archived

The protocol has been archived

More Information Required

The application has been reviewed by a committee
and more information is required before it can be
approved

Transferred

The protocol has been transferred to another
institution

Re-submit

The application has been reviewed by a committee
and requires re-submission

Completed

The protocol is completed and the final report has
been submitted

Response Received - Pending Review

The response to review has been received and
assigned to a committee agenda and is pending
committee review

Suspended

The protocol has been suspended

Withdrawn

The protocol has been withdrawn

Ethical Review Not Required

A review by an ethics committee is not required

Closed – No Response

The protocol has been closed off as no response has
been received

More Info – Back to FULL HREC

Additional information and review by the Full
Committee is required

9.4

Investigator Role

Chief Investigator

Each coversheet identifies the Chief Investigator (CI)
separately to other investigators to determine the
faculty and school for the application, and for
correspondence purposes

Chief Investigator and Supervisor

The person is the CI on the student research as well
as the student supervisor

Co-investigator

Other investigators on an ethics application

Co-investigator and Contact

The co-investigator is also the contact for the
research

Contact or Coordinator Only

The primary contact for correspondence, where not
an investigator on the project (ie clinical co-ordinator,
assistant to CI, etc.)

Student

Student on the project

Student and Contact

For student research, this student will be the contact
for the application

9.5

Committee Outcome Status

Not Selected

No status has been selected

Approved

The committee has approved the coversheet

More Information Required

More information is required before the coversheet ca
n be approved

Unsuccessful

The committee has not approved the coversheet

Noted

The coversheet has been noted eg. Adverse events

Resubmit

The coversheet requires resubmission

Suspend Protocol

The committee requires that the protocol be
suspended

Deferred

The coversheet has been deferred to another
HREC meeting

