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SAGE Application and Project Navigation 
Guide 
This guide provides SAGE users with instructions on navigating the system and locating the 
correct forms. 
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Logging in to SAGE - https://research.svhm.org.au/ 
For individual St Vincent’s staff: 

Please use the SVHA Staff Login 
Option to login using St Vincent’s 
credentials. 

 

  

For any other users (including shared 
account users): 

Please enter your username and 
select “Use OmniStar 
credentials” to login. 

 

 
 

If you are new to SAGE and haven’t got 
an account, please register a new 
account. 

 

 

 

If the account registration is 
unsuccessful, you may already have 
an existing account created on your 
behalf. Please reset your password 
to activate your account. 

 

 

 
 

 
  

https://research.svhm.org.au/
https://research.svhm.org.au/Account/Register
https://research.svhm.org.au/Account/Register
https://research.svhm.org.au/Account/ResetPassword
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Locating new applications –  
Ethics or governance applications that have not been 
approved 
Once you have registered a new project, the relevant applications will be submitted. 
Please refer to the SAGE Submission Guidelines for Different Application Types (Pre-
Approval Stage) for more information. 

If you are unable to find your application, please contact research.directorate@svha.org.au.  

1. On your Homepage, 
check the Top 5 Projects 
tile. 
If your project is not listed, 
click the “View All” 
button. 
 

 

2. All your registered 
projects will be listed 
here.  
 
Use the Search bar to find 
your project by title or PID 
number.  
 
Select the relevant study. 
 
 
If you have not registered 
a project, please refer to 
SAGE Submission 
Guidelines for Different 
Application Types (Pre-
Approval Stage) for more 
information. 

 

https://research.svhm.org.au/
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack#:%7E:text=Pre%2DApproval%20Submissions%20(HREA%20and%20SSA%20application%20stage)
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack#:%7E:text=Pre%2DApproval%20Submissions%20(HREA%20and%20SSA%20application%20stage)
mailto:research.directorate@svha.org.au
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack#:%7E:text=Pre%2DApproval%20Submissions%20(HREA%20and%20SSA%20application%20stage)
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack#:%7E:text=Pre%2DApproval%20Submissions%20(HREA%20and%20SSA%20application%20stage)
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack#:%7E:text=Pre%2DApproval%20Submissions%20(HREA%20and%20SSA%20application%20stage)
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack#:%7E:text=Pre%2DApproval%20Submissions%20(HREA%20and%20SSA%20application%20stage)
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3. On the applications 
page, you can track the 
status of your 
application(s) under this 
project. 

For more information 
regarding application 
statuses, please refer to 
the Status Dictionary flow 
chart. 

. 
 

Tip: You can expand the Hierarchy and History menu by 
dragging the arrow button 

4. Navigate to the 
Hierarchy menu to 
select the relevant 
application. 
 

• Application with an SVH 
ID = St Vincent’s HREC 
submission (Ethics) 

• Project with an SSA ID = 
Site-Specific Assessment 
submissions 
(Governance) 

You may have one or multiple 
applications, depending on the 
number of sites managed under 
St Vincent’s HREC and RGO. 

 

 

5. If you are uploading new 
documents or 
responding to an 
ineligible status, 
navigate to the Forms 
menu, select “+New 
form” and “More 
Information Required”. 

 

https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack#:%7E:text=Active%20research%20studies)-,Status%20Dictionary,-Form%20Locations
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6. If you are responding to 
an application query 
from HREC or the RGU, 
you can submit a pre-
existing “More 
Information Required” 
form. 

 

7. If you are submitting a 
governance application 
after receiving ethical 
approval from SVHM 
HREC (i.e., an in-
progress SSA 
Application), click "Edit 
Application" to make 
changes and/or to 
submit your application. 
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Sharing an application with another user 

If you need another team member to assist with the application, you can share it with other users. 

You must share the relevant 
application with the appropriate user 
at the SVH or SSA level. 

��� Do not share the application at the 
PID level. The user will not have access 
to the application if the PID project is 
shared with the user.  

 

 

- On the Invite user to register, share & manage access menu, enter their 
Username (email address) and modify access to "Share with edit access. 
 

 
- Hit Save. 

Once you hit Save, a notification email will be sent to the user informing them that the 
application has been shared with them. 

If you are unable to find the user, please invite them to create a new SAGE account. 
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Locating an Approved Project for Post-
Approval Submissions 
All post-approval submissions are managed under the relevant approved Projects under the 
Hierarchy Menu: 

 
Project with an SVH ID = St Vincent’s HREC submissions 

Project with an SSA ID = Site-Specific Assessment submissions 

Where are these forms located? 

Amendment request Under the Forms menu 

Acknowledgement request Under the Forms menu 

Safety events (SAE) report Under the Forms menu 

Annual Safety Report Under the Forms menu 

Breach report Under the Forms menu 

Annual Project Progress/Final 
report (HREC Form) Under the Milestones menu of the SVH project 

Annual Site Progress/Closure 
report (RGO Form) Under the Milestones menu of the SSA project 

External site closure reports Under the Forms menu of the SVH project 
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Locating Projects –  
Ethics projects that have received St Vincent’s HREC (SVH) approval or 
Governance projects that have received Site-Specific Authorisation (SSA) 
If you are unable to find your project, please contact research.directorate@svha.org.au.  

1. On your Homepage, 
check the Top 5 Projects 
tile. 
If your project is not listed, 
click the “View All” 
button. 
 

 

2. All your registered 
projects will be listed 
here.  
 
Use the Search bar to find 
your project by title or PID 
number.  
 
Select the relevant study. 
 
 
 

 

 

 

 

 

https://research.svhm.org.au/
mailto:research.directorate@svha.org.au
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3. Navigate to the 
Hierarchy menu to 
select the relevant 
project (the third box 
from the left with the 
Project Icon ). 
 

• Project with an SVH ID = 
St Vincent’s HREC 
submission (Ethics Level) 

• Project with an SSA ID = 
Site-Specific Assessment 
submissions 
(Governance Level) 

 

Tip: You can expand the Hierarchy and History menu by 
dragging the arrow button 

 

You may have one or multiple Projects (SVH or SSA), 
depending on the number of sites managed under St Vincent’s 
HREC and RGO. 
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Forms submitted under the Forms Menu: 
  
• Amendment requests 
• Acknowledgement requests 
• Annual Safety Reports 
• Safety events (SAE) reports 
• Breach reports 
• External site closure reports 

Users may need to be given special 
permission to access these forms - 
For more information, please refer to 
this Guide on Form Access. 

1. Locate the relevant Project. See Page 8 & 9. 
2. Navigate to the Forms Menu

 
 

3. Click the “+New form” button 

 
 

4. Select the relevant form: 

 
Forms submitted under the Milestones Menu: 
 
• Annual progress/Final Report 

(HREC Form) 
• Site Progress/Closure Report 

(RGO Form) 

1. Locate the relevant Project. See Page 8 & 9. 
2. Navigate to the Milestones menu 

 
 

3. Here, you will find a list of pending, submitted, 
or achieved milestones. 

 

If you cannot locate the report, it is likely associated 
with the corresponding project (SSA or SVH 
project). Refer to the Annual Reporting 
Requirements to determine the required report level 
for your project. 

https://www.svhm.org.au/ArticleDocuments/1943/Forms%20Access%20on%20SAGE.pdf.aspx?embed=y
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack
https://www.svhm.org.au/research/researchers/resource-for-researchers/sage-resource-pack
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Access to Form Submission 
Please be aware that certain types of forms are managed and can only be submitted by 
specific contact roles, which are unique to each study. This means that only one user can be 
assigned to each role per study. Below is a list of contact roles with submission access for 
each form types: 

Form types on SAGE Contact roles with submission access 

Amendment requests  CPI 
 PI 
 Administration 
 PI Alternative Contact 

Acknowledgement requests  CPI 
 PI 
 Administration 
 PI Alternative Contact 

Annual Safety Reports  CPI 
 PI 
 Administration 
 PI Alternative Contact 
 Sponsor  

Safety events (SAE) reports  CPI 
 PI 
 Administration 
 PI Alternative Contact 
 Sponsor 

Breach reports  CPI 
 PI 
 Administration 
 PI Alternative Contact 
 Sponsor 

External site closure reports  CPI for Investigator-initiated study 
 Sponsor for commercially-sponsored study 

Annual progress/Final Report 
(HREC Form) 

 CPI for Investigator-initiated study 
 Sponsor for commercially-sponsored study 

Site Progress/Closure Report 
(RGO Form) 

 PI only 

Please contact the relevant user to submit the relevant form. If you believe you have 
submission rights, please email research.directorate@svha.org.au to update the contacts. 
  

mailto:research.directorate@svha.org.au
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Sharing a Project with another user 

If you need another team member to assist with a post-approval submission, you can share the 
Project with other users. 

You must share the relevant project with the appropriate user at the SVH or SSA level.  
Do not share the application at the PID or application. The user will not have access to the SVH or 
SSA project if the PID project or application is shared with the user.  

Under the relevant SVH or SSA project, go to the Details menu. 

 

Select "Invite user to register or Share" at the top right.
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On the Invite user to register, share & manage access menu, enter their Username 
(email address) and modify access to "Share with edit access.” 

 

 
- Hit Save. 

Once you hit Save, a notification email will be sent to the user informing them that the 
project has been shared with them. 

If you are unable to find the user, please invite them to create a new SAGE account. 
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