L,- -u|

i

OFFICE OF RESEARCH
Create, Complete and Submit an Amendment Request in InfoEd
1. Locate the project in the InfoEd

Login to InfoEd.

Chief Investigator on the project: Go to ‘My Items’ tab and find the project requiring an
amendment request.

Co-Investigator/Student on the project: Enter the record number into the ‘Quick Find’ field
on the right hand side of the screen and click ‘Enter’.

2. Go into the project record
Hover the cursor over the record number and select ‘Edit - Master Record’:

rtin University

Home My Items Search For ltems Messages Things to Do Help

9L Human Ethics My ltem(s)

) Animal Ethics

& cpIN o HRE2017-01008 SN Master Record
o SPIN (Funding Opportunities) Tutorial video 4
10-Mar-2017 to ViEW » Initial Application (10-Mar-2017 Approved)

Create New » < >

12805 Humar Info - ‘amela - Research Integrity
TEST RECORL -+ vaeme-wrs—rwan BUtiON
Mot Specified to Not Specified  Status: Draft

The record will open in a new window.

3. Create a new submission
Click on the ‘Submissions’ tab:

Record Number Tutorial video application - 10 March 2017
HRE2017-0100 Ms Pamela Lee - Research Integrity

[ pone ] save

Submissions (1) Summaries Attachments (2) Communications (6) Approved Docs Access

Home » Summaries » Summary

Summary | summary

Departments (1) Record Number HRE2017-0100

Centres
Created on 10-Mar-2017
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Choose the ‘Amendment’ submission type from the drop down box and click ‘Add’ to create a
new amendment request submission:

Recard Humber Tutorial video application - 10 March 2017 SR, Human Sutjects
HREN110100 Ms Pamela Lee - Research Integrity

Heme > Submissions

Submissions

Change of Investgatons
Internal Determination Completion

Type Nurmber Date Date 1] Determination Date Date From  Date To Log
Initial Appécation HRENT-0N00-01 N 10-Mar-2017 ha Approved 10-Mar-2017 10-Mar- O-Mar- Log Delate
017 2018

Change of Investigator/s
Completion

4. Add a blank form to the submission

Click on the ‘Add’ button to open the upload window:

Recard Number Tuterial videe application - 10 March 2017 AL Human Sunjects
HRE2NT0100 Ms Pamela Lee . Ressarch Integrity Edit Mode

Home > Submissions > Amendment > Submission

Amendment Created on; 19-May-2017  Status; Draft
Submission
Renvierwes ow Bxiating Pr " "
W Exsting Protocol Anachments
1C Chescklis! D FOMMS Nawve Bean SEs0Ciated with Ihis sunmyssion
Codity

Communiations

Show Existing Protocol Attachments

Mo Forms have been associated with this submission.
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In the upload window, tick the box against the “Amendment Request’ form name and click
‘Add’ above the tick box:

Upload

[Upload|[cleed A

Upload new document

Name | |

Category | Cther
Folder

Document ID | |

Document Version Number | |

Document Version Date l:l

Add Amendment Components | [add] |

Form Name

Type Add
Amendment Request Conditional Use E

The upload window will disappear and you will be taken back to the Annual Report
submission window. A blank annual progress report form will now be added to the Annual
Progress Report submission window. The status of this blank form will display as

‘Incomplete’ until you answer all the questions in the form.

Recard Number Tutorial video application - 10 March 2047 S Homan Subjects
HRE21T-0100 Ms Pamels L . Hessarch Integrty

Home » SUDMISEONS > AMendment » SUDMISSION

Amendment Created on: 10-May-2017  Status: Draf
Submission
R
S 2] show Existing Protocol Atachments
IC: Checkdist DocumantFom Type Status | sueet |
Codicils I—'u"-e"c"-er: Tequest I Incomplete Remave
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5. Complete the form
Click on the ‘Amendment request’ link to open the form. Fill out the form. Please ensure you

provide sufficient information about the proposed changes to your project. Click ‘Save’ to

save your answers. Once you have answered all the questions, click ‘Complete’ and close the

form:
Record Number Tutorial video application - 10 March 2017 gL vhoman Subjects
HRE2017-0100 Mis Pamels Lee - Research integrity

Amendment

([ snow Existing Protocel Anachmants
DacumentFom Type Status Subent
[Amanament Roques! Incompiete Reenove

Amendment Req uest Close | Print || Form History| | Save | |Complete

Updated By: Pamela Lee (@ 19-May-2017 03:20:52 AM

Amendment Request AMENDMENT REQUEST

All Pages
° If your study is changed in any way you must submit an amendment request. Amendments to the protocol must not be acted on
until approval has been given by the Human Research Office. Protocol amendments may be defined as major or minor.
Major amendments are required to undergo an independent review and are defined as changes to the protocol which
substantially changes the study design or analysis plan. Examples of major amendments are:

The form status would have changed to ‘Completed’:

Record Number Tuterial video application - 10 March 2017 gL Human Susjects
HRE017-0100 M3 Pamela Lee - Research integrity Ecit Modk

Homé » SUDMISEONS > AMndmant » SUBMIERION

2 €| Created on: 15 May 2017 Status: Oraft
Submission Amendment ¥

e 2N Show Existing Protocol Attachments

1C Checkist DocumentTom Type Status E=3
Codiets Amerdment Request POF Remeve
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6. Attach supporting documents (optional)
Click on the ‘Add’ button to open the upload window:

Record Number Tutorial video application - 10 March 2017
HRE2017-0100 Ms Pamela Lee - Research Integrity

Dane Save

Submissions (2) Summaries Attachments (3) Communications (&) Approved Docs

Home » Submissions » Amendment » Submission

o Amendment
Submission

reviews Show Existing Protocol Attachments
IC Checklist Document/Form
Codicils Amendment Request

Click ‘Browse’ to locate the document you would like to upload. You can only upload one
document at a time.

upload [UploadClesd A
Upload new doecument
Name | |
Location I Browse. . I
Category other.

Folder
Document ID | |

Document Version Number | |

Document Version pata| |

Add Annual Progress Report Components [aad]

Form Name Type Add

Click ‘Upload’. To complete the upload of the documents, close the upload window.

A

Would you like to upload a new ® document () version of an existing document

Upload new document

Name \F’aymems—ln-research-W-DEOCTZ
Location C\Users\256989k\Desklq  Browse...

Category |other
Folder

Document Version Date ||

Add Amendment Components [Aad]

Form Name Type Add
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The document/s you uploaded will appear in the submission window:

FRecord Number Tutorial video application - 10 March 2017 g, Hman Subcts
HRE2017-0100 Ms Bamala Lee . Resaarch Intagrity

[ocoe 1 e |

Summearies Altachments (4) Communicalions () Approved Docs

Home > Subimissions » Amendmen! > Submission
Amendment Created on: 19-May-2017  Status: Draft

Submission

Faveis 2R show Existing Protocol Attachments

16 Checklist Duocument/Farm Typee Status E=3

Codiciis Compigted FOF Remove

Communications Cthes Compietid Ruplacs: Riemen:

.
Submit the amendment request
. 17 ) .

Click the ‘Submit’ button:
Record Numbes Tutorial video application - 10 March 2017 Jgh Homan Subjects
HRE2017-0100 Ms Pameta Lee - Research Integrity Ecit Mode

Change Project inks

[ocoe L o |

Summanes  Attachments (4)

e N Created on: 18-May-2017  Status: Uralt
Submission
Feens Show Existing Protocol Attachments
1C Clopcidist DecumentFem Type Status E=3 |
Codnils ol quest Compieted PLF Remove
- Pavmentsin-mssarch\V1-DEOCTHNED odf Oithwer Comaiberleed Rentace Remcvn

If you are the Chief Investigator, a separate window displaying the researcher declaration will
appear, asking whether you accept or decline the declaration. Click ‘Accepted > Continue’. The
amendment request submission will automatically come to the Ethics Office for review.

If you are a co-investigator/student submitting the amendment request, the status of the
submission will change from ‘Draft’ to ‘Submitted’. The submission will first go to the Chief
Investigator for endorsement. After the Cl has endorsed the submission it will automatically
come to the Research Ethics Office for processing.

Page 6 of 7



|| I| [||I.,|

LT

OFFICE OF RESEARCH & DEVELOPMENT

(4 -~ wml UM N W Y

Support Available

Faculty Email
CBS ORD-ethicscbs@curtin.edu.au
Health Science ORD-ethicshs@curtin.edu.au
Humanities ORD-ethicshum@curtin.edu.au
Science & Engineering ORD-ethicssae@curtin.edu.au
Non Faculty ORD-ethicssae@curtin.edu.au
Non-low risk & reciprocals hrec@curtin.edu.au
Technical Support infoed@curtin.edu.au
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