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User Guide — BCR New Application

Module Overview: The Biological, Chemical and Radiation (BCR) module provides end users (staff and/or
student) the ability to complete and submit an application online via the UniSAfe system.

Module Features: The BCR module is an intuitive that can be accessed via a UniSA desktop/laptop
computer or via a mobile App ROAM 5 (available at all app stores) using your staff/student login.

Accessing the Module:
e Open browser and visit, https://whs.unisa.edu.au which will open your ‘Dashboard’.
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Guide to Using the Module:
e Additional help - At the top of the ‘dashboard’ you will see your name with @ drop down icon. On
clicking this drop down icon you will see a ‘Help’ option that has several resources to assist you in
using UniSAfe.

e Click on the ‘Workspaces’ on your ‘Dashboard’ and hover over the ‘BCR Process’ option and click

on ‘BCR Process’./
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e This ‘BCR Process’ form will open:

Home > Workspaces > BCR Process

BCR Process
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e Click on the blue “+ New’ button to start a new BCR application.

¢ Inthe ‘type of request’ field choose the application you need to make (Biological, Chemical or
Radiation or a combination as required).

e Complete all mandatory fields (framed in red)

¢ Inthe ‘UNISA People Undertaking the Work’ section use the folder icon to make your
selection/s.

e Complete the ‘Relevant Location’ section click the ‘+ New’ complete the fields on the pop up
page and click ‘OK’ once completed to be returned to the previous page.

o Answer all the questions under the ‘BCR Additional Approvals, Permits or Licences’ section.

e Note: that other fields may open that require completion depending on your responses. Please
complete all fields as they open.

e Click on the ‘Save’ icon once this page has been completed.

e Complete all new tabs that have now opened (Note: this will vary depending on how you have
answered on the previous page. Press the ‘Save’ icon at the bottom of each tabs page.
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Biological Hazards: Organic substances that pose potential risk of infection or disease to people, other living organisms and the environment.

ical hazards include path ic mi i viruses, toxins (from biclogical sources), spores, fungi and bio-active substances.

~ DOES THE PROCESS INVOLVE ANY OF THE FOLLOWING: *
[ Established cell lines assessed as Risk Group 2 or higher
O Primary human cell lines
O Microorganisms (viruses, zoonoses, bacteria, prions, spores, fungi, moulds, yeast or algae) assessed as Risk Group 2 or higher
0 Human tissue or fluids (e.g., blood, urine, saliva, nasal lavages, cerebrospinal fluid, skin, brain) that is not fit for human transfusion or transplantation
O Untreated biological material (e.g., sewage, wastewater, soil, unaged compost)
[ Feral, native, undomesticated, or diseased animal or their products (e.g., milk, eggs)
O Animal tissue or fluids from diseased animals
O Toxins or venoms from biclegical sources
O Plant pathogens or pests
[0 Material or technology that has actual or potential applications for Defence
[ security Sensitive Biological Agents
O other

e Once all tabs have been completed and saved the application process is now complete and the
application will send an email workflow to the reviewers to progress the application.
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e UniSAfe has an option that will allow users to duplicate a BCR process that is in the system.

e To use this function, click on the ‘Workspaces’ on your ‘Dashboard’ and hover over the ‘BCR
Process’ option and click on ‘Duplicate BCR Process’.

e Click on the *+ New’ button to start a duplication of another record and this new window will open:

O Duplicate BCR Process : <New Record> X Close
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¢ Inthe ‘Original BCR Process’ field use the drop down or folder icon options, select the BCR
processes that is to be duplicated.

* Please note that only records that are allowed to be duplicated will be viewable to you.

e Complete the ‘New Unit Responsible’ field by using the drop down or folder icon.
e Click in the ‘Create the new BCR process’ box to duplicate this record:
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Press the ‘save’ icon at the bottom of the page.
The duplication has now been made and you will be able to go into this duplicated record and

update as required.



