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Introduction 
The Office of the Chief Allied Health Officer (OCAHO) has moved the Health Practitioner Research 
Scheme (HPRS) submission process to an online platform hosted by Queensland Health REDCap. All 
applications for the HPRS must be submitted via the OCAHO HPRS Application Portal. 

This Application Submission Guide has been created to support applicants in submitting applications 
via REDCap. 

Before submitting an application, please ensure you have read the Scheme Guidelines for this Round 
as well as the application questions carefully. Please contact the OCAHO Health Practitioner (HP) 
Research Team (phone 3328 9298 or email HP-Research@health.qld.gov.au) of the Office of the Chief 
Allied Health Officer (OCAHO) for any additional queries. 

Please note that, due to REDCap restrictions, the sections of the application form on throughout the 
platform and communication are referred to as ‘surveys’. 

Applicant Registration  
When clicking on the application link, please fill in applicant details to register an applicant profile using 
a suitable Queensland Health or other relevant public health email address. 

e.g. Firstname.Lastname@health.qld.gov.au or Firstname.Lastname@mater.org.au 

Please ensure your details are correct, as these will auto-populate to other sections of the application.  

Navigating REDCap 
At the end of each section of the application, the following two options will be shown. 

 

OPTION 1: Click “Save & Next” after filling in your details to continue with the application. This will 
direct to the following page, where “Begin Survey” can be selected to continue with the next section of 
the application.  

https://redcap.link/HPRS
https://www.health.qld.gov.au/__data/assets/pdf_file/0032/1492169/HPRS-2027-Scheme-Guidelines.pdf
mailto:HP-Research@health.qld.gov.au
mailto:Firstname.Lastname@health.qld.gov.au
mailto:Firstname.Lastname@mater.org.au


 

Health Practitioner Research Scheme - Application Submission Guide Page 3 of 10 

 

An email will be sent to the nominated email address, which contains a unique Survey Queue Link. This 
link can be used to return to the application portal or can be shared with the Project Team for 
collaboration on the application. A Word document version of the HPRS Draft Application Form 2027 is 
also available for ease of team collaboration, however please note that all applications must be 
submitted through the REDCap portal.  

 

 

OPTION 2: Alternatively, click “Save & Return Later” to proceed with the application later. See below for 
an example of page redirection and the email which will sent containing a link to recommence the 
application. 

https://www.health.qld.gov.au/__data/assets/word_doc/0025/1492171/HPRS-2027-Application-Form.docx
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Once the Applicant Registration has been completed and “Begin Survey” selected for Applicant and 
Mentor Details, the “Survey Queue” button will be visible in the top right corner of the page. 

 

The survey queue will display as below. In this, “Edit response” can be selected to modify to a 
completed section of the application or “Begin survey” to commence another section of the application. 
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General tips 
Some details will auto-populate from previously completed sections – if there are any errors, these can 
be edited through the “Survey Queue”.  

If any required fields are not completed, you will be prompted to complete these after selecting “Save & 
Next”.  

Word limits are displayed under text entry boxes. 

Up to 10 Associate Investigators (AIs) can be added using the “Add another Associate Investigator?” 
item. 

Downloading and uploading documents 
Several sections of the application require documents to be uploaded. Please ensure that only PDF 
files are uploaded. Please see an example of an upload section below. 

 

Once a document is uploaded, this can be viewed by clicking the link at the document title, and there 
are functions to upload a new version or remove file. 
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In some sections, such as Budget and CI and Mentor CVs, a template of the document should be 
downloaded to complete the section. Please download by clicking the link at the document title, 
complete the required information, and upload as above.  

 

Application Summary and Certification 
Please carefully check all application details. Responses to any items can be edited by locating the 
corresponding survey by the section title as below, finding the survey in the “Survey Queue”, and 
selecting “Edit Response”. After editing, select “Save & Next”, return to “Applicant Summary and 
Certification” in the “Survey Queue”. The Applicant Summary and Certification section may need to be 
refreshed to view the updated response. 

 

Once you have reached the “Certification” section and confirmed all application details are correct, 
please download a PDF copy of your application from your browser. Please see below for 
instructions on how to download from different browsers. 

Microsoft Edge 
Right click or click ‘…’ in the top right corner of your browser, select “Print”, and select “Microsoft Print 
to PDF” from the Printer dropdown. To maintain formatting, please print in colour, select dropdown for 
‘More settings’ and select ‘Background graphics’ under ‘Options’. 
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Google Chrome 
Right click or click ‘ ’ in the top right corner of your browser, select “Print”, and select “Save as PDF” 
from the Printer dropdown. To maintain formatting, please print in colour, select dropdown for ‘More 
settings’ and select ‘Background graphics’ under ‘Options’. 
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Mozilla Firefox 
Click ‘Ξ’ in the top right corner of your browser, select “Print”, and select “Microsoft Print to PDF” from 
the Printer dropdown. 
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Safari 
Click ‘File’ in the top left corner of your browser, select “Export as PDF”. 

 

Safari mobile 
Click     in the top right corner of your browser, select “Print”, select    , and 
select “Save to Files”. 

 

Android 
Click ‘Ξ’ in the bottom right corner of your browser, select “Print”, and select “Print/PDF”. 
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This will generate a PDF copy of your application which can be printed or emailed to your Project 
Team, Head of Department, and Executive/Director of Allied Health (or equivalent) to obtain 
certification. Please attach/provide your signatories with a copy of all uploaded documents. 

It is the responsibility of the applicant to ensure that it is a true, full copy of the signed 
application. Submitted applications are not reviewed prior to the scheme closing date and you 
will not be advised prior to the Scheme closing if your application is incomplete in any way. Late 
applications cannot be considered under any circumstances.  
Please ensure that all signatures (including names and positions) are obtained and uploaded in 
the final copy downloaded from the OCAHO HPRS Application Portal. 

Submit your application  
Upload the final certified copy of the application.  

A copy will be available to download via the link once uploaded, with options to replace with another file 
or remove file if any changes are needed. 

A confirmation email will be sent from the OCAHO HP Research Team once the application has been 
submitted.  

Please note that no further changes can be made to the application after submitting. 
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