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BRIEF INTRODUCTION 

The Permit Application System within the National Research Information 
Management System (NRIMS) is a secure, web-based platform developed by the 
Uganda National Council for Science and Technology (UNCST) to facilitate the 
submission, review, and approval of research permits. 

This system is designed to streamline the process by which Principal Investigators 
(PIs) and Co-Investigators submit their research protocols for regulatory approval 
after receiving ethical clearance from accredited Research Ethics Committees 
(RECs).  

Through this system, applicants can complete their profiles, prepare and submit 
the official RS6 research permit application form, track the status of their permit 
applications in real time, and manage any subsequent post-approval requests 
such as amendments, renewals, or safety reporting. 

This user manual provides a step-by-step guide to help you navigate the entire 
permit application process within NRIMS, from initiating your application to final 
submission and beyond. 

Key Features of the User Manual 

1) Start your permit application by syncing an approved REC protocol or 
directly from the NRIMS dashboard. 

2) Complete your bio data profile on first login to enable permit submission. 
3) Track your protocol’s progress from initial submission through RS6 Form 

completion to final approval. 
4) Respond to completeness check comments promptly during review. 
5) Manage post-approval requests including SAEs, amendments, renewals, 

and MTA updates. 
6) Use and submit the official RS6 Form accurately to complete your permit 

application. 
7) Download approval letters and handle revision requests efficiently if 

needed. 

 This manual ensures you are equipped to confidently navigate every stage of the 
permit application process using the NRIMS platform. 



STEP 1: 

Initiating the Research Permit Application 

The system shall enable applicants to initiate the research permit application 
process through two navigation options: 

a. By clicking, the "Sync Data to UNCST" button of that particular protocol under 
the status column on the NRIMS dash board  

 

b. By accessing the UNCST Permit Application directly from the main dashboard. 

 

 

 



STEP 2: 

Completing Bio Data on First Login 

Note: When you log in to the UNCST Application Dashboard for the first time, 

you are required to complete your bio data before you can proceed to submit a 

research permit application. 

1) After logging in to the UNCST Permit Application System and accessing the 
Application Dashboard. 

2) On the right-hand side of the screen, locate the “Status” section. 
3) Identify the tabs labeled in red, which indicate incomplete sections: 

a. User Account Details 
b. Password & Photo 
c. Personal Details 
d. Education Background 
e. Employment 
f. Research Experience 

4) Click on each red-labeled tab to open its corresponding form. 
5) Fill in all required fields in each form. 
6) Click the “Save” button after completing each section. 
7) Once saved, the tab color will change from red (Pending) to green 

(Completed). Repeat the process until all tabs are marked green. 
8) After all sections are completed, you will be able to submit your research 

permit application. 

 

 



STEP 3: 

Accessing the Permit Application Interface for a Submitted Protocol 

1) Scroll down on the Home page after logging in. 
2) Locate the protocol submission for which you want to apply for a research 

permit. 
3) Click the “Update Submission” button next to that protocol. 
4) This will open the interface where you can begin entering the permit 

application details. 

 

 

 

 

 

 

 



STEP 4: 

Completing Permit Application Sections 

1) You will be redirected to a screen showing a list of tabs on the right. 
2) Red tabs indicate incomplete sections. 
3) Click on each red tab to open its corresponding form. 
4) A form will appear on the right side of the screen for each tab 

clicked. 
5) Click the Edit icon (pencil) to begin editing. 
6) Fill out the form and save it. 
7) The tab will turn green once the section is complete. 
8) Repeat this process for all red tabs until all are green. 

 

 

 

 

 

 

 



STEP 5: 

Filling in PI & Team Members’ Details Tab 

1) Click on the PI & Team Members' Details tab. 
2) A table will appear on the left. 
3) Click the Edit icon to open their investigator details form. 

 

 

 

 

 

 

 

 

 

 

 



STEP 6: 

Filling in the RS6 Form 

1) Click on the RS6 Form link to open it in a new browser tab. 

 

2) Once opened, you will see several tabs on the right-hand side of the 
form interface. 

3) Click on each red tab to access the corresponding form section. 
4) Fill in the required details within each section. 
5) After completing a section, the tab color will automatically change 

from red to green to indicate completion. 
6) Repeat this for all remaining red tabs until all sections are marked as 

completed. 

 

 



STEP 7: 

Submitting the RS6 Form  

1) After filling in all required tabs (e.g., Section A, B, C, Signature, etc.), 
ensure that each tab has turned from red to green indicating 
completion. 

2) Once all tabs are completed, The "Submit RS6 Form" button will 
become visible on the upper right side of the screen. 

3) Click the "Submit RS6 Form" button to finalize and submit your RS6 
form for processing. 

 

 

 

 

 



 

STEP 8: 

Confirming RS6 Form Submission  

1) After clicking "Submit RS6 Form", you will see an onscreen message 
confirming: 
“Congratulations, you have completed all required processes.” 

2) This message indicates that your RS6 form has been successfully 
submitted. 

3) Click the “Home” button to return to the permit application 
dashboard. 

 

 

 

 

 



STEP 9: 

RS6 Form Submission Confirmation on Home Screen 

1) After submitting the RS6 form and clicking Home, you will be 
redirected to the dashboard. 

2) The status of the RS6 form will now display “RS6 FORM SUBMITTED” 
under the Co-investigators' details section. 

3) The “PI & Team Members’ Details” tab on the right will 
automatically change from red to green, indicating completion. 

4) You can also view or edit the RS6 form using the Edit/Update RS6 
Form link, or print it using the Print RS6 Form option. 

 

 

 

 

 

 

 



STEP 10: 

Making the Final Submission 

1) Once all the tabs on the right have turned green and show 
"Completed", the system will display the "Make Final Submission" 
button in red. 

2) Click the Make Final Submission button to officially submit your 
research permit application to UNCST. 

 

 

 

 

 

 

 

 

 



STEP 11: 

Confirmation of Final Submission 

1) After clicking the "Make Final Submission" button, you will receive 
an on-screen confirmation message indicating that all required 
processes have been completed. 

2) A notification email will also be sent to confirm that your permit 
application has been successfully submitted. 

3) You will no longer be able to edit the submission at this stage. 
4) To proceed with another application or amendment, click the Home 

button. 

 

 

 

 

 

 

 

 



STEP 12: 

 Submitting Post-Approval Requests 

1) Once your protocol has been approved, any post-approval actions 
(e.g., MTA updates, team amendments, renewals) will appear in a list 
under the corresponding submission. 

2) Click the specific post-approval option (e.g., Update MTA, 
Amendment of Team Members) to open and fill its associated form. 

3) The approval letter for the protocol can always be downloaded from 
the Status column using the "Download Approval Letter" button. 

4) If any revisions or amendments are rejected, a "Revise 
Amendments" button will appear along with a remark under the 
Remarks column explaining the decision. 

 

 


