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HIS RESEARCH – ACCESS REQUESTS PROCEDURE FOR 
RESEARCH COORDINATORS/DELEGATES 
 

The purpose of this procedure is to ensure that researchers (monitors) are able to access 
required patient information for their research, either via remote access or onsite at Monash 
Health. In order to maintain the confidentiality of all Monash Health patients, researchers will be 
provided with a limited access account for SMR and EMR (if required).  

To gain access to a limited access profile, the Research Coordinator must ensure payment for 
commercially sponsored studies are approved via a cost centre transfer or request for an invoice 
to be generated directly to the sponsor, prior to requesting access.  

To align with Monash Health IT policies, all accounts created will be valid for 3 months. Requests 

to extend access must also be submitted via Central. 

 

1.1 New Access Request Procedure for Research  

          Coordinators/Delegates 

1.1.1 Navigating to the Research Monitor Access Request Service  

1. Click “Log a request on Central” via the Monash Health Intranet 

 

  

 

2.   Navigate to “I need a New Service” and click on “Request a Service” 
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3. Select “Information Technology” from the options on the left of the screen 

 

 

4. Click “TBS – New Contactor Request – v2.0.” This will direct the requestor to the Research 

Monitors Access Request form 

 

 

 

1.1.2 Filling out the Research Monitor Access Request Ticket  

1. Fill out the Contractor’s Personal Details fields; First Name, Surname, Personal Email Mobile 

Number, Start and End Date. 
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2. When agreeing to the Monash Health Policies, an alert with be displayed on the screen, as 

seen below. Use the drop down menu to click “OK” if the monitor acknowledges and agrees 

to be bound by the Use Responsibilities, Privacy and Social Media Policies. Unauthorised 

access to or use of Monash Health system is prohibited 

 

 

 

 

3. At IT User Responsibility, note the blue information icon that states an “IT User Responsibility 

Policy has been distributed and signed off by the contractor”. Tick the “Sighted & Signed” box 

once the policy has been sighted and signed. 

 

 

 

 
 

Note: The requestor must ensure they have sighted a signed copy of the IT User 

Responsibility Policy by the researcher/monitor. If this is has not been done, it is the 

requestor’s responsibility to ensure that this is completed before continuing with the request 

ticket. 

 

4. Complete the Monash Health Staff Action fields including the name of the staff member the 

requestor will be reporting to while at Monash Health  
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5. Select “Researcher/Monitor” in the Role field 

 

 

 

Note: An alert with be displayed on the screen. A Research Monitoring Request form is 

required to be attached to this request ticket. Click OK to move on 
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6. Navigate to R: Drive and select the folder “service_desk” 

 

7. Right click on “HIS – Research Monitoring Request Form” and click “Copy.” Navigate to the 

desktop and right click “Paste” to save a copy 

 

 
 

8. Open the document and fill as appropriate. 

 

9. Once completed, click save and return to the Request IT Central form.  
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10. Navigate to the bottom of the form and click “Attach file” 

 
 

11. Then click “browse” and select the HIS – Research Monitoring Request Form from the desktop 

 
12. “Attach File 

 

 

 

13. The request form should be visible in the attachments.  
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14. In the “Role Access Required” field, tick the system that the requestor requires access to, 

then type the reason for Access in the box 

 

 

 

 

15.  Complete the “Researcher/Monitor” section, including study title, protocol number, etc 

 

 
 

 

16. Continue down and complete the Approval and Request sections with the appropriate 

information 
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17. Click “Add Request” to log a ticket in Central and it will be looked at by the next available 

technician 

 

 

 

 

 

1.2 Extended Access Requests 

Access requests for additional 3 month periods must be submitted on Central as a General 

Service Request. It is recommended that the ticket is logged on Central at least 2 weeks prior to 

the account being disabled.  

1.2.1 Navigating to the IT General Access Request form 

1. Click “Log a request on Central” via the Monash Health Intranet 

 

  

 

 

2.  Navigate to “I need a New Service” and click on “Request a Service” 
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3.  Select “Information Technology” from the options on the left of the screen 

 

 

 

 

4. Click “TBS – General Service Request.” This will direct the requestor to the General Service 

Request form 

 

 

 

1.2.2 Completing the General Service Request form 

 

Note: HIS Research does not see General Service Requests on Central 
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1.2.3 Notifying HIS Research for request to extend SMR access 

Email HISresearch@monashhealth.org as per example below.  

 

Notes: HIS Research should be notified directly after logging the extended access request on Central. 

             EMR access will be automatically updated for 3 months once IT extend account access 

1.2.4 Confirmation email 

HIS Research will reply to confirm that SMR access has been extended for 3 months once actioned.  

 

1.3 Booking a HIS Research PC 

All requests to book a HIS Research PC should be emailed directly to 

HISresearch@monashhealth.org.  

 

1.3.1 Email template to book PC 

 

Note: Access requests submitted prior to this new procedure will need to provide additional 

information such as HREC approval number. 

mailto:HISresearch@monashhealth.org
mailto:HISresearch@monashhealth.org
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1.3.2  Booking a PC to view paper medical records 

Submitting the HIS Research Monitor Bookings form will only be required when paper records need 

to be viewed onsite. 

1.3.3 Booking Confirmation or notification of available dates reply 

HIS Research will send a reply email to confirm the requested date(s) or offer vacant dates as close 

to the original request as possible. 

 

1.4 Requests to add or remove patients from limited access accounts 

All requests to add or remove a patient from limited access EMR and SMR accounts should be 

emailed directly to HISresearch@monashhealth.org  

1.4.1 Email template for requests to add or remove patients 

 

 

Note: Additional details such as monitor name and HREC number will be required for requests 

submitted by prior to the beginning of this procedure 

 

 

 

 

mailto:HISresearch@monashhealth.org
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Appendix 1:  Memorandum – Research and Clinical Trial Costs 

 


