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Help/support: Email research@alfred.org.au Phone 03 90763619 

  

mailto:research@alfred.org.au
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Reminders 

A key feature of progress reporting in ERA is the automatic reminder messages.  Reminder emails will be sent at 4 intervals unless the report is submitted: 

 14 days prior to the anniversary of ethics approval 

 28 days after the anniversary of ethics approval 

 35 days after the anniversary of ethics approval 

 56 days after the anniversary of ethics approval 

The reminder emails will be sent to the Principal Investigator and the project contact/s (as per the details page of the project in ERA). 

Reminders will not be sent for projects that have the “post-status” completed, abandoned or terminated (refer to the next section). 

 

Availability of progress report slots in ERA 

It will not be possible to add progress reports to ERA unless the report slot has been generated. Only the project final report can be uploaded at any time. If 

you need to submit a report at another time email research@alfred.org.au  

This advice also applies for final reports for participating sites (not Alfred Health) that need to be submitted at a time that doesn’t coincide with the 

anniversary of approval.  

 

Templates 

Refer to the Ethics & Research Governance section of the Alfred Health website for details about progress reporting and the templates.  

 

  

mailto:research@alfred.org.au
https://www.alfredhealth.org.au/research/ethics-research-governance/post-approval-project-management/progress-final-reports
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Post approval status and progress reporting tab. 

Projects that have the status ‘ethics approval’, ‘low risk approval’ or ‘project authorised/endorsed’ will now have a post approval status (“post status”). 

Projects that have a “post status” will also have the “Progress Reports” tab added. 

The default post status will be ‘ongoing’ until a report is provided that requires an alteration of the project status. 

Reminders will not be sent for projects that have the ERA “post-status” completed, abandoned or terminated.  
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Uploading progress reports 

Within the progress reporting tab, the annual report slot will be generated 4 weeks prior to the HREC approval date and then every 12 months until a final 

report is submitted (status of project changes to either ‘completed’, ‘terminated’ or ‘abandoned’). 

You will be able to click on the ‘Progress Reports’ tab to see a list of the report details for each project (note that previously submitted reports will not be 

added to ERA).  

By clicking ‘Manage Report’ you will be able to access the report slot for the relevant year so that you can upload progress reports and add other 

documents that are relevant to the progress report. 
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Once you are in the report slot for a particular year you can create files to upload documents such as: 

 Alfred Site progress report 

 Project progress report 

 Publication(s) 

Use the ‘+ new file’ option to create the files and label them accordingly. 

 

 

Note: Amendments, change to personnel applications, insurance certificates, safety reports etc. should be submitted in accordance with the instructions 

in the Ethics & Research Governance website.  Do not upload them with progress or final reports. Submit these separately. 

 



    

ERA Progress Reporting (Dec 2024)          P a g e  6 | 10 

 

Add a comment as required.  

 

Click on ‘submit reports’ to submit the report for review.  

 

You will receive an automatically generated email to let you know that the report is submitted.  
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Final reports 

The option to submit a final report is always available. 

Clicking on the ‘+ final report’ option generates a pop-up message with some advice and the option to “add report”.  
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Report review and acknowledgement 

Once submitted, researchers will receive an email to confirm receipt: 

Dear [researcher name] 

Project [local number] - [title] 

The progress report has been received and will be reviewed in due course. 

 

The report will be reviewed and you may receive an alert with a request for further information: 

Dear [researcher name] 

Project [local number] - [title] 

The progress report has been reviewed and further information is required. Please log in to ERA [insert ERA link] and provide a response. 

If the report does require a response then it will appear in your dashboard. 
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Provide the response in ERA and remember to click on the blue button “finalise response”. 

 

When the report is formally acknowledged you will receive the following message: 

Dear [researcher name] 

Project [local number] and [title] 

The progress report is considered satisfactory and the acknowledgement is available in the progress report files. 

Log in to ERA [insert ERA link] to download the acknowledgement. 
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The report acknowledgement will be uploaded to the Files.  

The process is similar for final reports. 

 

At the time of report acknowledgement (either progress or final), the post-status will be changed as required.  

 


