
3. Navigating the application

Infonetica Ethics RM –
Create HDEC application approval request

1. Introduction

2. Create a project

This guide will take you through the steps to create an application for pre-submission approval for HDEC 
applications within Infonetica Ethics RM.

A. From the landing page, click on the Create Project tile  
B. Within the pop up box, enter the project title
C. Select UoA Pre-Submission Approval for HDEC Applications from the drop down list
D. Click Create 

Top of the form:

A. The Work Area button takes you 
back to the Home / landing page

B. The Actions buttons enable you to 
work with the project you’re creating

C. A project number has been allocated 
D. The Project Tree shows the name of 

the project and the form selected
E. The Form Status shows where the 

application is sitting in the workflow

Action buttons (B):
 Project – displays the project tree
 Roles – enables you to share the application to specific roles for 

review and input
 Completeness check – shows you which questions you have 

yet to complete
 Refresh – refreshes your application showing the most up to 

date status
 View as PDF – allows you to print the form and questions with 

or without attachments
 Correspond – allows you to message the Ethics & Integrity 

team regarding the application

Once created, the form type cannot be amended, you must delete and start over.
The Project Title can be amended within the Project Details section.
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4. Filling out the application

3. Navigating the application (continued)

Bottom of the form:

A. Click on the first set of questions to start filling out the form

B. Use the Action buttons to work through the application

 Previous – takes you to the previous page (and automatically saves application)
 Next – takes you to the next page (and automatically saves application)
 Navigate – takes you back to the front page of the form so that you can select 

from the list of question sections (and automatically saves application)
 View as PDF – allows you to print the form with or without attachments
 Documents – displays a list of documents you have uploaded as part of this 

application (see over for more information on uploading documents)
 Signatures – displays a list of people from whom you have requested signatures 

as part of this application (where applicable) and the current status of these 
signatures (not required for Biological Safety Committee applications)

 Save – will save the current page (pages are saved automatically if you click Next
or Previous)

 Roles – enables you to share the application to specific roles for review 
 Collaborators – shows a list of people you have shared the application with
 Completeness check - shows you which questions you have yet to complete

Hints and tips when filling out the form:
 The form is dynamic, so your answers to some questions may result in more or different questions
 Boxes expand as you type into them 
 There is a built in spell-check
 Any hyperlink that you click on in the form will open a new window so that you can return to your application
 Information icons      will be populated with Help information for that question
 The system times out through inactivity after 60 minutes

The page you are working on will not save unless you click on Save or go to the Previous / Next page 
(if the system times out you will lose the data on your current page)

A. The tool bar allows you to display information relating to the form
B. Each section of the form is broken into question sets
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7. Checking signatory is in Ethics RM 

5. Uploading documents

 The form will provide opportunities to upload 
documents for certain questions

A. To attach a document to the application, click on 
Upload Document

B. Click on Browse to search for the document

C. Search your drives / folders for the relevant 
document and when selected click on Open

D. The document name will be displayed in Ethics RM
E. For documents that have mandatory requirement 

(e.g. CVs, Protocol), click in the Version Date field 
to bring up the calendar and select the relevant date

F. Enter the Version number (when mandatory)
G. Click on Upload

H. The document details will be displayed

8. Submitting the application

Once all mandatory questions have been answered, the 
application can be submitted. 

 For pre submission approval of HDEC applications 
the form must be submitted for sign-off by the 
Academic Head – refer to the quick guide Submit 
HDEC application approval request

6. Changing an uploaded document 

 If an incorrect document has been added then this 
needs to be deleted and the correct one uploaded.

A. Within the relevant question where the document 
was added, click Delete

 Repeat steps A – G within section 5.Uploading 
documents to upload the correct document

If a document has been replaced following a request 
for further information by the Ethics Team, please 

enter a new version number so the pre-screener and 
Reviewer know this has been updated 
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 A link to the list of people (and their delegates) 
responsible for academic sign-off is available from 
the sign-off page in Ethics RM .

 If you intend submitting the application for sign-off 
to an individual not included in this list you should 
check they are already set up in the system

A. Click on the Applicants Details  Section 

B. Within a ‘Search User’ field start entering the name 
of person you want to sign-off the application

C. If they are available within Ethics RM their name will 
appear

D. If the name does not appear, raise a job with IT 
Services through the Staff Intranet to request the 
name be added to the system – or click link here

https://uoaprod.service-now.com/sp?id=sc_cat_item&sys_id=4eb82ac34fa3be00ef5cfaf11310c704&sysparm_category=4b1e9471db95ff4029f117564a96192d
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