ResearchMaster Ethics
Module Application User
Guide
Applications for both Human Research and Animal Ethics clearance are made online via the
Research Master Enterprise system (Research Master). You are required to log in to the
system to complete and submit your applications online to obtain approval from the
CQUniversity Human Research Ethics Committee, or the Animal Ethics Committee.
The forms contain built in logics to provide you with only relevant questions for the type of
application that you wish to submit.
This manual will help you to accurately input your data into the form and to submit your
application through the online form in Research Master.

Before You Start Please Note
•
•
•

Ensure that you have an uninterrupted connection to the internet before logging in.
Installed a working web browser (current preferred browser: Firefox or Chrome)
The form will automatically create an entry in Research Master so that both you and
the Ethics team can track your application’s progress.

Getting Help

In addition to this instructional guide, there are several ways to get help or find information to
assist you:
• For issues specific to your ethics application: CQUniversity Human Research, or
Animal Ethics FAQs, hosted on the Research Division moodle site - contact person:
Sue Evans (Ethics Coordinator), or Suzanne Harten (Ethics Officer) Email:
ethics@cqu.edu.au Phone: +61 7 4923 2603
• Technical help via TASAC phone assistance or online: Please include reference to
Research Master system, so that your query can be referred to the appropriate staff.
Online – https://tasac.cqu.edu.au or telephone 0749 309 090 (ext 59090)

How to Log In
STEP 1: Clicking on the following URL:
https://myresearch.cqu.edu.au
will take you to the following screen
where you can login.
User Name and Password is the same
as your standard university staff or
student login details.
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STEP 2: Once you’ve logged in, click on
the hyperlinked ResearchMaster (as
shown here)

The symbols at
the left hand
side are (in
order of
display)
Home

And your researcher dashboard should
appear as shown
You can then select the ethics module
as shown
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The Ethics application home screen is
where you can see what applications
you currently have in the system (under
the ‘My Applications’ tab), and is the
starting point for creating a new
application.
To create a new application, select
, which will open a
screen containing a selection of the
current e-forms available.

Ethics Online Application Form

4

Creating a new Ethics Application

You will see a number of available
forms – Please see the description
field for information about the
currency of each form, and if there
are more than one which meet
your need, please use the most
recent (i.e. the higher version
number, or later date). If in

doubt about which form to
use, please contact the
ethics team.
Use your mouse to highlight the
form and select ‘OK’ to open the
form
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System Navigation
Once the
application
opens, you will be
presented with
three window
panes and the
main menu bar at
the left hand side.

Layout and navigational panes:
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This is the
navigation pane
containing sections
of the application
form.

This pane shows the content of the form
(instructions, questions and links).

This pane contains the toolbar,
previously shown as the ‘action
tab’, and now includes the save
and reports button (previously
shown along the top of the form)
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Left hand side pane

This contains the hyperlink index to each section
of your application form.
Also available, the option to expand or collapse
the section tree of your forms.
A yellow triangle ( ) marks each page that is
available within the section. When you have
completed all required answers on this page,
progressing to the next page will change this into
a green tick mark ( )
A red exclamation mark ( ) indicates that there
are mandatory fields that have not been
completed on the page.
Note: The form will determine which section is
required to be completed based on your answer
to specific questions. Thus some sections will
only appear later as you progress through your
application
If you have modified a previously given answer, a
question mark ( ) may appear in other pages.
This indicates that the status of these pages have
changed as a result. Please review these pages;
there may be extra questions for you to answer.

Right hand side pane (Toolbar)

This pane includes the actions you can take with this
application through the various stages of the approval
process.
SAVE – While the system will save content as you
progress to each page, it is recommended that you
also save regularly.
Signoff request – used by the author of the
application to alert co-researchers to the need for
them to access the application
Notify signoff is completed – used by coresearchers to let the author of the form know that
they have completed signoff
Email application – can be used by any team
member to email a pdf copy of the application and
attachments to team members
Submit – only the primary contact or author can
submit the application to the ethics team
Delete draft – caution this will make the application
unrecoverable.
Reports – open to all team members to create a pdf
or html copy of the application, which could be
printed, saved and/or emailed to external researchers
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Main Pane
This main pane displays information and questions of the form.

Asterisk

Help Icon

Any field marked with a red asterisk is a
mandatory field. As you progress from page
to page throughout the application, you may
see that an error message appears, advising
that there are fields that require completion,
however it will not prevent you from
navigating through the form. Any incomplete
mandatory fields will prevent submission, so
be sure to check the form before trying to
submit.

Context-sensitive Help
Context-sensitive help is available for many
questions throughout the application by
clicking the blue question mark icon

Next or previous page

Confirm Icon

Navigation and Confirmation
At the bottom of each page, you can see the
previous and next pages. Selecting the blue
‘Next page’ button will take you to the next
section and automatically saves your current
progress.

You may also see the Confirm icon
throughout your form. These icons will
appear on various pop-up windows within
the form where data is entered in table
format (for example entering the Investigator
details)

Research Master will save the application when you move to the Next
Page, but please also remember to Save as you go!
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Completing the Form
Many sections of the forms are self explanatory, and won’t be covered in this guide.
Assistance is always available from the Ethics team.
Other sections involve some additional interactivity, and these have been included in greater
detail. Where guidance is relevant to a specific form, it will be shown in the heading.

Personnel Details (all forms)
All personnel involved in your research project must be listed in this section (Personnel). This
may include associate investigators, research assistants, students, technicians, and even
volunteers working temporarily on your project.

Investigators Detail (all forms)
The form automatically adds your name as the Chief Investigator and retrieves details from the
University’s Human Resources records so that you do not need to enter all the information. All
named personnel will be required to complete the question which asks for a statement on the
qualifications and experience held by each person. This is used by the relevant committee to
determine that the research team have the requisite experience to undertake the project, and
to identify any training that may be needed (particularly for student researchers).
You are also automatically assigned as the Primary contact for this project, with your
department assigned as Primary Department. If any of these details are incorrect, you may
un-assign yourself from the primary contact by clicking on your name, selecting a different role
for yourself (eg Associate Investigator), and then selecting No for the Primary Contact
question.
Adding co-researchers:
Place your cursor in the space shown here
and commence typing the surname. A list of
names will appear from which you can select.
The correct record will contain the staff
member’s full name (including any middle
name), and for students, you need to identify
the student number. Please ensure that you
do not select any records where the Ecode
commences with LIB. Each researcher can
then place a tick in the box beside their name,
and select ‘open’ to complete the table.
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Attachments (all forms)
Any and all documents that support your application, such as Information sheets, consent
forms, interview questions or survey forms, animal monitoring sheets, SOPs or diagrams,
should be attached using this table (Upload Page). Note the document type (electronic, or
soft copy is preferred) and document name is mandatory with an additional description field, if
the name is not self-explanatory. To assist in the upload function, this version now includes a
drag and drop function. There may be a small number of document formats that the system is
not able to accommodate, and if you receive an error message indicating this, please contact
the ethics team for advice on how to include the material. Press OK when completing the first
document, and then repeat the process for all remaining documents.
Instructions
Adding your documents
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Signoff
All internal CQUniversity based investigators are required to electronically sign off the
application (under Declarations). External investigators (persons who do not have access to
the online application process) should provide signoff by sending an email to the Chief
Investigator with the application attached as indication of their acceptance. This should then
be uploaded with the application or emailed to the ethics team.
Before proceeding to sign off, it is strongly recommended that the Chief Investigator checks that
all sections in the left-hand navigation pane have green ticks – indicating that the application is
complete. Sections with a red exclamation point indicate that there are unanswered questions,
which must be completed before signing off occurs.
To notify your collaborators and other investigators within this project you may use the Send
Email Notification to Signoff button from the Toolbar (right-hand navigation pane). This will
enable you to select the personnel listed in your application to notify them to review the
application and provide signoff.
If you are one of the researchers on the project, please take the time to read the application
before making your declaration and proceeding to sign off. Remember that, by signing,
you are stating that you are fully aware of all aspects of the project, and the
responsibilities that are being ascribed to you. The system will permit all researchers to
make amendments to the application.

Instructions for signing off on the Declarations page
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Please click the box beside ‘Accept’, and select the date from the drop down calendar box.
As indicated in red – please either save the application (from the toolbar on the right-hand
side) or you can select the ‘Next page’ button.
If the application has been fully completed, including signatures and you are the author of
the application, you can proceed to the submission page. If you are a co-researcher, you
may exit the application by closing the browser.

Please remember to save before exiting to ensure your signature is
recorded !
Going back to make updates
You and your co-researchers can continue to make updates until you submit your
application. Research Master automatically saves updates when you navigate between
sections, but also remember to Save using the Save icon before exiting the application if
you intend to come back to it later.
Upon logging in, you can find your saved draft application under Ethics >> Manage
Applications. This will bring up all applications where you are a listed researcher,
showing at what stage of the application process each application is (note you may need
to use the scroll bar to move past the title field). Applications that have not yet been
submitted will be shown with ‘DRAFT’ appearing against process stage. Click on the
application (at the hyperlink) to open and continue to work on the application.
Note: An application draft will be saved on the server for 12 months. After that
period the application draft will be considered inactive and will be sent an email to
confirm whether it is proceeding.
In the event that you wish to retain a copy of the application, or wish to print a PDF of the
application, this can be done at any time within the application, by selecting the ‘Report’ button
from the Toolbar, selecting ‘application’ and either PDF or HTML. This will generate the

Ethics Online Application Form

12

application in the requested format for you to either save or print. Alternatively, you can do
this at the time of submission, using the ‘email’ function.

Submission
Once you’ve completed your Human Ethics Application, and you have received
confirmation that all team members have completed signoff, you may submit your
application by selecting the Submit button (shown below) from the toolbar. The full
instructions can also be found on the Submission Instruction Page. This process sends an
email to the ethics team and locks your application preventing team members from making
any further amendments.

Note: Only the Chief Investigator will be able to Submit or Delete application draft
A warning message will appear should you try to submit an incomplete application. If this
occurs, the author of the form will need to check that all sections have a green tick, and that all
uploaded documents have been saved without an error.
You may want to click Expand to check which sections of your application are still incomplete.
These are marked by the red question mark in left-hand-side pane as described earlier. If all
sections are ticked, and all signatures are in place, and you cannot locate the error, please call
the ethics team for assistance.

Accidental submission of your Human Ethics Application
If you have accidentally submitted your form, or need to correct a mistake in a submitted
application, you can do so by contacting the Ethics team as soon as possible. If the
application has not already been assigned to an ethics committee meeting, it may be possible
to revert back to a draft state to enable the change to be made.
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After you have submitted your Application
Once you have submitted your application, you will receive an Application Submitted
confirmation email. You can keep track of your application’s progress within the system. As
your application is reviewed, you will receive further notifications to let you know when:
•
•
•
•

Your submission has received preliminary feedback, and is considered incomplete and
requires amendment
Your application has been considered by the nominated Ethics Committee and requires
revision
Revisions to your application have now been approved
Your application has been considered by the nominated Ethics Committee and has been
approved without revision.
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Resubmission of your Application following request for revision
The Ethics Committee might request revisions to be made to your application. You will receive an
email notification requesting amendments to your application. You can respond by following these
steps:
Step 1: Log into the system using the method described in HOW TO LOG IN section
Step 2: Go to Ethics  Click on Manage Applications
Step 3: Click on the application title as shown above to open the record, and proceed to the
upload page to locate the committee’s feedback.
Comments will be uploaded to the application as a new document, which will take the form of a table
prepared as a word document to be completed. The table will include requests for clarification, which
should be addressed in the table itself, and may also request changes to the application itself.
Please make any requested changes, and upload the completed response table to the application.
You can now resubmit your application by clicking the SUBMIT tab on the toolbar. No additional
signatures will be necessary, unless your application was manually submitted due to an external
researcher not being able to sign. If this is the case, please send an email to ethics@cqu.edu.au,
requesting manual re-submission.
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Browser Compatibility
eForms are compatible and supported with Mozilla, Firefox (any versions), Chrome (any
versions) but not recent versions of Internet Explorer. Previous users of Research Master
have identified a number of issues which have been included here for problem solving
purposes.
Safari
• Browser might refresh to the top of the page after answering some questions with built in
logic.
Chrome
• Browser might refresh to the top of the page after answering some questions with built in
logic.
Firefox
• Browser does not refresh to the top of the page after proceeding to the next section. You
may have to make sure you scroll back up to see all the questions on the page.
• Some links on the left hand side pane can disappear if your browser setting is on a larger
font.
• To reduce the font, press the ctrl key and scroll down on your mouse.
Internet Explorer
• Currently the form will not work on Internet explorer version 10 and later. This issue has
been raised with the software manufacturer, and may be resolved in future versions.
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Appendix A: Investigator
Who is the Chief Investigator?
Chief Investigator is the lead researcher who has primary responsibility for the design, execution,
and management of a research project and who will be involved in the project in a significant
manner. For student research projects, the Chief Investigator must be the primary supervisor,
and a CQUniversity staff member. A student researcher may design their research project but the
ethics team recommends that students prepare their ethics application in conjunction with their
supervisor.
The ethics team advises that as the Chief Investigator has responsibility for their student’s
research, the Chief Investigator must read the ethics application thoroughly before signing and
submitting the application. All correspondence regarding the ethics application will be sent to the
Chief Investigator, and copied to all researchers.
What personnel must be listed on my protocol?
Position in this project
An electronic signoff is required for all investigators, with the exception of external (nonCQUniversity) investigators. Chief investigator is responsible for contacting external
researchers to arrange for them to provide an email in lieu of electronic signoff.
Personnel
Positions

Electronic
Signoff?

Hardcopy
Signoff?

Chief
investigator

Yes

n/a

Associate
investigator

Yes

if external

Supervisors

Yes

If external

Student

Yes

n/a

Research assistant

Yes

n/a

Partner
investigator

No

if external

any investigators based outside CQUniversity

Other Personnel

Yes

if external

other personnel who do not fit any of the
preceding categories
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Definition
lead investigator who has primary
responsibility for the design, execution, and
management of a research project
investigator who provides intellectual input
whose participation warrants inclusion of their
name on publications
where the project conducted is primarily for a
student’s thesis, the student’s primary
supervisor will be listed as the Chief
Investigator, and all associate supervisors
should be listed as supervisors
where investigator is a CQUniversity student
and conducting research as a part of
degree/course
other investigators that may be employed to
assist research (eg. monitoring)
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Appendix B: Errors and troubleshooting
Error messages may be displayed on the top part of your application or throughout
your form if mandatory fields are not completed. See below for examples of error
messages

For quick troubleshooting, please refer to the table below for reason of error and
possible solutions.
Error message

Reason & Solution

!Application is incomplete or some
answers are incorrect

Click Expand in the form navigation pane to display any errors (marked
as !) or incomplete page (marked as ?).
Make your changes and click save and try to re-submit

Please complete all mandatory
questions
! All investigators need to
complete signoff

! This application is in use by
another user. Changes cannot be
saved.
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Check the Signoff >> Investigators and click on each individual
investigator names. See if the “I agree” has been ticked by all
investigators. Chief investigator will need to obtain emails from
external researchers and contact the ethics team to conduct a
manual submission.
This may be due to another party accessing your form and currently
making changes (often if co-researchers are all trying to sign off at
the same time. Please exit and re-open the application after 5 or 10
minutes to check if the problem persists.
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