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Introduction 

This ‘how-to’ guide contains step-by-step instructions on how to carry out all the key steps in using the 
Animal Ethics application form to prepare and submit an ethics application to an Animal Ethics Committee. 
 
It is recommended that you also visit the resources available on MyResearch Training hub https://systems-
training.its.uq.edu.au/myresearch as well as the Animal Ethics website https://research.uq.edu.au/research-
support/ethics-integrity-and-compliance/animal-ethics. 

 

https://systems-training.its.uq.edu.au/myresearch
https://systems-training.its.uq.edu.au/myresearch
https://research.uq.edu.au/research-support/ethics-integrity-and-compliance/animal-ethics
https://research.uq.edu.au/research-support/ethics-integrity-and-compliance/animal-ethics
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Creating an application 

1. When you log in to MyResearch system https://my-research.research.uq.edu.au/,  from 

the Rounds tile click on the relevant apply now button. The process for completing the Online Forms 

consists of creating the form, (if needed) sharing the form, completing the form, uploading documents 

and submitting applications to be reviewed. 

 
 

2. Enter an application title, that is meaningful to the work being conducted and not used on any other 

projects and any comments you want to include and click done.  

 

Note: The comments entered here are only visible to the applicants. Staff in Research Ethics and 

Integrity and Ethics committee members will not be able to see these comments. 

 

https://my-research.research.uq.edu.au/
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3. This will take you to the first page of the application. On the top left-hand corner, you will see the 

application ID (YYYY/AExxxxxx) and the title of the application.  Scroll down to the end of the page 

and click on Acknowledge and Continue.  

 

Note: The hyperlinks provided on this page will take you to the documents that are essential to the 

understanding of ethical and compliance issues relating to projects using animals. Having a thorough 

knowledge of the content of these resources forms part of the application declaration that the CI makes 

when submitting the application.  

 
 

4. Click on project overview to choose the type of application you want to submit.  
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5. On the Project Overview page, you first need to choose what type of application you wish to submit. 

The options available are research, teaching and breeding. Click on the relevant application 

type and proceed to answer all the questions. Follow the systems prompts to go to the next page and 

(where needed) upload supporting documents.  

 

Note: You can navigate the form either by clicking on the Next button on the Form page or clicking on 

different tabs in the Navigation pane. Please note, if you have not answered all the questions on a 

page the Next button would not allow you to go to a different page, however you can still navigate 

from the navigation pane.  

 
 

Navigation tools  

 
 

 
# Name Function 

1 Preview 
application 

Download a preview of the application in the format it will be submitted to the Review 
committee. 

2 Save 
application 

Save application on the system. Please note the system routinely saved the application 
as you are working on it anyway. 

3 Previous  Moves to the previous section in the form. 

4 Next Moves to nest section of the application that contains unanswered fields. If there are 
unanswered fields on the current page, the button will not go to the next page. In this 
case you can use the navigate page to go to a different section.  
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Choose the correct application 

The Animal ethics application form is dynamic and will get adjusted based on the user’s 1) choice of 
“category of the project” (i.e Research, Teaching, Breeding), and 2) response to questions I the form. 
The navigation pane also gets adjusted based on the category of project and responses to questions. 

Research application option 

 
When you choose the Research application type, the navigation pane adjusts to show question categories 
relevant to research application. 
 

 
 

Teaching application option 

When you choose the Teaching application type, the navigation pane adjusts to show question categories 
relevant to teaching application. 
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Breeding application option 

When you choose the Breeding application type, the navigation pane adjust to show question categories 
relevant to breeding application. 
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Completing the application  

The form can be completed in any order. The following table outlines the various ways information is added into the form. 
 

Type Name  Notes 

 

Compulsory 
field    

Compulsory fields are marked with a red asterisk. They can be 
skipped, however, the application will not be able to be finalised with 
outstanding compulsory fields.  

 

Explanation Clicking in the  icon will open a pop-up text explaining what 
information is required in that field.  

 

Plain text User can only enter plain text. Some fields have word limits that are 
clearly indicated.  

 

Rich text User can use ‘rich text” function, such as bold, italics, underline, 
symbols and bullet points. 

 

Option buttons The selected answer is indicated by the dark blue colour and tick, the 
non-selected answers stay white. 
Depending on your choice further questions may or may not appear. 
 

 
Add button Click on the plus button to add attachments/rows. 

 

 
Remove button  If you wish to remove attachments/rows, tick the box next to the 

attachment and click on minus button. 
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Multiple 
options list  

User can select multiple options from a list. Selected options are 
denoted with a tick.  
Depending on your choice further questions may or may not appear. 

 

Single option 
list 

User can select one option from a list.  
Depending on your choice further questions may or may not appear. 

 

Pull-down list User can select only one option from the list.  
When you hover your mouse on the options, they turn blue. Click on 
the suitable option to choose it. 
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Attaching supporting documents 

Navigate to the Attachment page in the navigation pane and click on the plus button  to add attachments. 
 

 Applicants can also add documents on different pages of the application form when prompted by the 
system. Use the Attachment tab in the navigation tab to attach further supporting documents 
relevant to your application.  

 
 

 
 

If you wish to remove an attachment, tick the box next to the attachment and click on  . 
 

 Depending on the nature of the project, some attachments will be requirements of submission (e.g., 
permits (depending upon stage) purchase orders etc.  These attachments cannot be removed and 
must be attached for the application to be submitted 
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Submit application 

 
The option to submit the application is only available to the user listed as the Chief investigator (CI) on the 
application. The application owner (if it is different from the CI) needs give the CI edit access so that they can 
submit the application. Please check MyResearch Training Hub to learn how to share application with edit 
access. 
 
If the form is incomplete you will not be able to submit it until all the mandatory sections have been completed 

and have a green tick next to them in the Navigation pane. Incomplete sections are marked with a . 
 

 
 
The Chief investigator will have the Declaration tab available to them in the Navigation pane. On the 
Declaration page click on Accept and submit to submit the application. 
 

It is imperative that prior to submitting the application the Chief Investigator ensures all 
the team members listed on the application are familiar and compliant with the 
information provided on the Declaration page.   

  

 
 

https://systems-training.its.uq.edu.au/myresearch
https://systems-training.its.uq.edu.au/systems/research/myresearch/apply-ethics-approval/share-application
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New version vs. Copy application 

New version: You only have the option of creating a new version when the status of your application is 
Revision required. This is when the committee has asked for changes to the application before they can 
approve it. 
 
Copy application: MyResearch allows users to copy their applications and create new unrelated applications, 
This function can be used to generate a template for a new application from a previously created application. 
The function copies an existing application data to a new application. This is useful when an applicant is 
planning to undertake multiple research projects that are unrelated but have similar information.  
 

When using the “Copy application” function, it is extremely important that applicants ensure 
all changes are updated, so as to minimise confusion at review by the Animal Ethics Committee 
(AEC) which can result in slowing down the process of consideration of your application. 

 
To create a New version of an application or create a copy of an existing application to use as a template for 
a new application: 
 

a) Navigate to your Application list page, 

b) Identify the application you wish to copy or create new version 

c) Click on the   button next to it.  

d) From the drop-down menu choose copy application or New version.  

a. Copy application: when prompted, make sure to update the project title.  

b. New version: keep the title the same as the original application 

 

 
 
The diagram below outlines how the version information changes in the MyResearch system when an 
application in copied as either a “new version” or as a “copy application”. Essentially, creating a “new version” 
continues to update the version information in the MyResearch system, where as “Copy application” starts the 
version information in the system from the beginning.  
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