
How to Create a New IACUC Protocol in IRBnet

Scroll over yellow boxes for more information

pamelalanford
Sticky Note
If this is a totally new project, or a renewal of a previous project, click "Create a New Project" on the lefthand menubar. 


pamelalanford
Sticky Note
The words under the satellite dish tell you what page you are on. If you get lost, usually you can check here and figure out where to go next. 



pamelalanford
Sticky Note
Ignore this upper "Step 1" for now. We'll be coming back to this later.

pamelalanford
Sticky Note
This is what you want to do first. Click Add a New Document.
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Sticky Note
Ignore this upper box too, we'll be coming back to it. 

pamelalanford
Sticky Note
You should first fill out the Animal Study Protocol form (aka, ASP).



pamelalanford
Sticky Note
If this is a brand-new project, please create a new  "wizard"  (aka ASP).  If you are renewing a previous protocol, you can choose to clone a previous ASP. Cloning is covered in a separate  "How To" document. 



pamelalanford
Sticky Note
This is the first page of the ASP form. Note that no research can be done on the project described in  the protocol before approval. Also, all key personnel listed in must be enrolled in occupational health prior to protocol approval. 



pamelalanford
Sticky Note
All items marked with a red asterisk must be filled out. 



pamelalanford
Sticky Note
When you complete a page in this form, you can save your work by clicking "Save and Exit" or "Next."  



pamelalanford
Sticky Note
All parts of the ASP must be completed prior to submission.  This screen shows the "Jump To"  list of all of the components. As you complete each section, that section will be added to the list (i.e., you can't jump to a section you haven't done yet.)



pamelalanford
Sticky Note
It is very important for all of the individuals listed here sign off. In particular, the Animal Facility Manager will determine the housing needs of your protocol and whether those needs can be met in the facility. Occasionally, other arrangements must be made, and it's better to know now, rather than after animals have been ordered. 



pamelalanford
Sticky Note
Depending upon what you check off in the form as you complete it, you will also need to fill out and attach certain other forms.  All protocols must have a Section E: Experimental Design, and Section N: Instructions for Emergency Animal Care. These forms can be located via the "Add a Document" page. 



pamelalanford
Sticky Note
Now, back at "Step I" - select the IACUC library from the upper pull-down menu.  This will allow you to see the appropriate listing of section template documents. 

pamelalanford
Sticky Note
Select the additional section forms you need to complete and download each to your own computer. From there, you can fill out each form, and then we'll upload them to the project. 



pamelalanford
Sticky Note
This is the list of information documents, templates and forms for use with an IACUC protocol. Be aware that the IRB also uses this system, as does the Conflict of Interest Committee, so there are three different sets of forms to choose from. We will accept only forms associated with the IACUC (e.g., we cannot accept the IRB amendment form). 



pamelalanford
Sticky Note
Now we'll add the section documents to the protocol. Click on "Add a New Document." 



pamelalanford
Sticky Note
We are back at one of the two screens we said we'd return to later. Now, you select "other" from the list in the upper box.  Then, insert the file name (e.g., Section E Experimental Design) and attach the file. 



pamelalanford
Sticky Note
Click on "Choose File, " which will allow you to search your own computer for the file you want to upload. Once you have selected the file, click on the "Attach" button.



pamelalanford
Sticky Note
As you add files, they will appear down here, in a list. 



pamelalanford
Sticky Note
When everything is uploaded, you must sign the package. This is an important step, which indicates that you agree to the assurances built into our approval process. Note:  in order for facility managers and dept. chairs to sign the protocol, you must share it with them first.  Sharing is covered under a separate "How To" document.



pamelalanford
Sticky Note
Here is the last step: you must submit the project. Please be sure that you select the UMD IACUC from the pull-down list - the IRB or COI committees will not be able to process it for you! 
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