
 

 
 

REGIS Operational Webinar 
(Tuesday 22 January) 

Known Bugs 
No known new or outstanding bugs. 

All new applications in REGIS 
What is a new application? 
New Ethic applications where the HREC is from NSW/ACT 

New Site applications where the HREC is from a NMA jurisdiction (VIC, QLD, SA, WA) 

What is NOT a new application? 

A Site application where the NSW/ACT Ethics approval was completed in AU RED. 

In this scenario the Site Application HAS to be completed in Online Forms/AU RED. 

Why can’t applications straddle the two platforms?  

Data migration - There is no way to merge an application in REGIS with an application that will be data migrated. 

There are a number of system processes that will not occur. 

What if a Site application is submitted across the two platforms?  

We are placing announcements on both of the log in portals instructing researchers on what to do. 

  

It is recommended that the approval letter or email include details of where to submit the site application if it hasn’t 

already been submitted.  

What if an applicant doesn’t submit a site application before data migration?  

If the Ethics application was approved in AU RED but the applicant hasn’t started the Site application prior to Data 

Migration (1 March) the applicant will have to use the Ethics amendment process in REGIS to create the new site. It is 

not anticipated that the HREC would have to review these applications but this is the only technical mechanism to 

create the new Site application in REGIS.  

It is recommended that the Research Office stops accepting AU RED applications after their March closing date, 

earlier if possible. 

 

Formal guidance from the REGIS team will be released this week. 
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Research Offices using Helpdesk 
Using phone number v email  
Research Offices use the helpdesk phone number 1300 073 447 (1300 0 REGIS) when something is stopping you from 

doing your job.  

 

The email address (support@f1solutions.com.au) should only be used for general or non-urgent support calls. Emails 

are taking approximately 3-4 days to get a response.  

 

Generic email accounts in REGIS 

Question/Scenario 
 “We have a query from the XX Department Clinical Trail Co-ordinators who are setting up their REGIS account.  

They are wondering if they can set up their REGIS account with a generic department email instead of individual 

emails for each clinical trial co-ordinator.  

If they have one email account registered to REGIS will this cause any issues down the track? 

When they used Online Forms they only had the one account which was registered under the generic department 

email.” 

Response 1 
The only user accounts we’ve mandated cannot use generic/group emails are Research Office Staff and Heads of 

Department. Our preference is that they are not used by other user accounts either. 

The key reason for this is the need for an individual to be accountable for the actions linked to their user account, 

while in the main the CTCs may not be named as PIs or CPIs responsible for submission of an application, it is 

possible that they might be named as administrative contacts or have other roles on the project. If a generic account 

is used by a number of people, who will be responsible for it? 

At this point in time, we have no way to prevent it, but we would advise against it. 

Response 2 
Team members should have their own individual account that they are able to log into and manage BUT they make 

the preferred email can be the generic email address. This could be used for CPI’s/PI’s, HOD’s, Trial Teams and 

Sponsors.  

This is the preferred option. The QRG Creating and managing your REGIS Account 

60-day system withdrawal of ineligible applications 
When an application is marked as Ineligible the applicant has 60 days to provide a response to the research office 

otherwise the application is ‘Withdrawn’. 

What does this mean for the Research Office? 
This application will not be counted in metrics. 

What does this mean for the Applicant?  
The applicant receives a notification at 29 days reminding them of the ineligible application. 

mailto:support@f1solutions.com.au
https://regis.health.nsw.gov.au/how-to/
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If the application has not been resubmitted at 60 days the applicant will receive the following notification email. 

 

The system will set the application to ‘Withdrawn’.  

When this occurs, the application is not lost – but rather the status changes to ‘Withdrawn’ and the applicant will no 

longer receive reminders to respond to the request. 

When the applicant is ready to update the application with the requested detail/documentation they will need to 

‘Copy’ the withdrawn application using the following steps… 

1. Open the Registered project to view the list of applications and select the three vertical dots to the left of the 
Identifier (201x/STExxxxx) – circled below in red: 
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2. Select ‘Copy application’ from the ‘Application Information menu now displayed 

 

3. Select ‘+New Application’ in the Copy Application dialogue box: 

 

4. Check the application title and enter comments e.g. ‘Copy of application withdrawn at 60d’. Select ‘+new 
application’ to generate a copy of the withdrawn application which will include all previously entered 
information and attachments. 
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A new Identifier will be assigned to the application (201x/STEXXXXX) and its status will be ‘in-progress’. 

The applicant can now follow the Quick Reference Guides for Site Specific Application Part 1 and Part 2.  

The new submission will required HOD support. 

Homepage 
Basic Setup ETH (post 1.7/18 release) 

 



 

22-Jan-19  Page 6 of 9 
 

Basic Setup STE

 
 
See QRG: Setting up a Home Page (update pending) and REGIS User Manual Homepage tile (update pending) 

Office Specific Setups 
SCHN Ethics 
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SCHN Gov 
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SESLHD Ethics 

 

SESLHD Gov 
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HNELHD  

 

 

 


