
 

 

 

Signature on the VIC SSA Form 
 

The Victorian Site Specific Assessment (SSA) form is created, completed, signed and submitted using ERM 

https://au.forms.ethicalreviewmanager.com. 

The SSA form is designed to be signed digitally. If a signatory is unable to digitally sign a SSA form, it can be 

printed for ink signature. 

If there are multiple signatories on a SSA form, any ink signatures must be sought first, followed by digital 

signatures. Once digital signature is requested or applied, the SSA form is locked to prevent changes. 

 

Ink Signature 

Step 1: Obtain Signature 

 In the SSA application, select the signature section for the person that is applying ink signature. 
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Signature on the VIC SSA Form 2 

 Enter the signatory’s details (required for Head of Department and/or Head of Supporting Department). 

 Select the Print action.  

 

 A PDF of the SSA application form is generated. Print the form and obtain ink signature on the page, then scan 

the signed page. 

 

Step 2: Upload Evidence of Signature 

 In the SSA application, select the Other Documents section. 
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Signature on the VIC SSA Form 3 

 

 Select Upload Document. 

 

 Browse for the scanned document, enter details and select Upload. 
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Signature on the VIC SSA Form 4 

Digital Signature 

If applying ink and digital signatures on a SSA form, ensure the ink signatures are sought first, before digital 

signature. Once digital signature is requested or applied, the SSA form is locked to changes. 

Option 1: Request from a Colleague 

1. In the SSA application, select the Investigator or other applicable signature section. 

 

2. Select Request Signature. 

 

3. Enter the signatory’s email address (must be the address used for 

their ERM account) and select Request. 

 The signatory receives an email with a link to sign the form in ERM. 

They can also login directly to their ERM account to sign the form. 
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Signature on the VIC SSA Form 5 

Option 2: Apply Own Signature 

1. In the SSA application, select the applicable signature section. 

 

2. Select Sign. 

 

3. Enter your login details (email and password) and select Sign. 
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Signature on the VIC SSA Form 6 

Review Signatures 

In the SSA application, the Signatures tab displays all information about digital signatures and requests. 

 

 


