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LOGING ON TO THE IBC DATABASE
1. | Go to the following website:

https://protocols.research.c . . 1 . o

olostate.edu/rco/ CSU Research Integrity & Compliance Feview Office
Login Page

Logon using your CSU elD

and password.

P Please enter vour C5U eID name and password below

Click Continue
eName:
Johnsoc
ePassword:
assaeaEn
I foreot mv ePassword

2. [The first time you logon to the CSU RICRO

IBC database you will see the

following message. RICRO Login Results

Click Add My Name to RICRO
Your eMame is notin the RICRO database.

Database
| Add My Name to RICRO Database
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https://protocols.research.colostate.edu/rco/
https://protocols.research.colostate.edu/rco/

3. [Fill out the requested personal | Last name (e.g Smith) \Johnson |
information, including a brief

First name, Ml (e.g. Jane Q.) IChristine M. |
statement describing your )
. . . Title |Other v
experience working with
biohazardous materials such as; Teiaome IoRr [491'8690 |
infectious agents, human Fax number ‘ |
samples and/or recombinant Email address |christine.johnson@colostate.edu |
DNA. Department [Not applicable v|
You may also assign a delegate | Building address 2011 |

here. A delegate is someone that Pls may delegate an individual to prepare and submit protocols in their name. If you are a Pl in such a situation, enter the
eName of your delegate below. If you will serve as a delegate for one or more PIs, check the box below.

My delegate is: :] (enter the CSU eName of the person you authorize to submit protocols under your name. Leave
biank if you do not have a delegate)

you have authorized to submit
IBC forms in your name. If you

wish to assign a delegate, enter [_] 1am authorized by one or more Pls to submit protocols in their name

their elD in the box indicated. If | gyoarience with Infectious Agents o Other Biosafety-Related Research: Enter a brief statement to allow [BC members to

not, leave this section blank. evaluate your competence to utilize infectious agents in research. Please provide a brief, but substantive description of the types
of agents and environment (i.e. BL2, BL3) you have experience with, and the type of training you have received. You need o
fill this out if you are a Pl or will be listed on any biosafety protocols.

If you are a delegate for a P,
check the box next to “l am
authorized...”

Date of IBC PI Training Not applicable (not a PI)

Once you have finished filling
out the form, click Submit
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This is the screen you will see
the next time you logon to the
database.

Optional: If you wish to view
or edit your personal
information page, click View
or Edit Personal Information.
This will take you back to the
personal information page
where you may make any
necessary changes.

Research Integrity & Compliance Review Office: Biosafety Menu
Logout
ent rovals
Project rovals

My Biosafety Documents

Take or Renew IBC Pl Training
View or Edit Personal Information

SUBMITTING A NEW AGENT APPROVAL REQUEST FORM (AARF)

6.

Click Agent Approvals
link from the home
screen.

You will be directed to
the following page, click
Create New Agent
Approval Request

Logout | Return to: Main Menu

Create New Agent Approval Request

Show Both Active and Inactive AARFs

You have no Agent Approval Requests on record
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8. [This will bring up a new Pl JJ Nelson
Agent Approval Request Title Other

Form (AARF). Be sure to Department Mot applicable
fill out all the fields.

eName of secondary contact ‘ |

) Description of the agent

9. Name of the agent (e.g. Brucella abortus
Enter the eName of a gent(e.g ) | |
secondary contact that Strains to be used (can be "any’) | |
will also be responsible Storage location(s) | |
for the Agent, (i.e. lab Usage category? ® Active use () Storage only
manager, administrator,

Minimal BSL for use of this agent?

etc.
) Human risk group?

<

Vaccine available for humans?

® No O Yes

10.| If you are planning to Vaccine used by personnel? % Mo ' Yes

only store the Agent you Pathogenic to animals including humans? ® Mo ) Yes

may select “Storage Pathogenic to plants? ® No ) Yes
2 R - . — —

Only”. However, please Antibiotic resistant? % No ' Yes (mark Yes only if this species is not normally resistant)

note all active AARFs CDC or USDA permit required? ® No O Yes

must have an approved | 5 s 5 select Agent? ® No O Yes
PARF to work with the

; Is largest unconcentrated volume = 10 L? % Mo ) Yes
agent. ) )

Will agent be radiolabeled? % Mo ' Yes

Planned release of agent into environment? % No ) ves

Methods used to inactivate agent for disposal
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11.

If you are unable to
complete the form or
would like to finish filling
it out at a later time, you
may select “Save for
further editing” then click
“Continue”.

The following message
will appear.

Edit Agent Approval Request: Results

Logout

Your form has been saved for further editing before review

Return to Main Menu or Agent Approval List

12.

You can then comeback
to it later and edit the
form. However, do not
forget to change this to
“Submit for IBC review”
and click “Continue”
once you have
completed the form.

Done! You may either submit to RCO for review or save your work and finish it later. Select your choice before clicking Continue

Continue
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13.

If you have chosen to
“Save for further
editing”, the status of
your agent will be
“Saved” and highlighted
in pink. To continue
editing the form click
Edit.

Logout | Return to: Main Menu

Create New Agent Approval Request

Show Both Active and Inactive AARFs

Action Status Approved Agent Strains Usage Closure Amendment
PARFs
View Submitted none  AARF Test Any Active Close Amend
~ Edit Saved @ne AARF Testll  Any Active Close Amend
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14.| Once you have submitted
your approval request
form, the Status will read
“Submitted” until it has
been reviewed by the IBC
or BSO. Once your form
has been submitted you
no longer have access to
change the form,
however if you later
realize that you have
made an error you may
contact the IBC
coordinator who can
make changes for you.

Logout | Return to: Main Menu

Create New Agent Approval Request

Approved

Action Status PARFs

Agent

Show Both Active and Inactive AARFs

Strains Usage Closure Amendment

View Submitted dne  AARF Test Any Active Close Amend
Edit Saved none  AARF Testll Any Active Close Amend
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AGENT APPROVAL FORM HELP WINDOWS

15.

There are “help” windows
within the form. If you are
unsure of what Human
Risk Group your agent falls
into, please click Human
risk group to bring up a
window with the risk
group definitions. Once
you have determined the
appropriate risk group for
you agent, please select
the correct number from
the pull down menu.

Description of the agent

Name of the agent (2.0. Brucella aborus)

Strains to be used (can be 'any)

Human risk argup?

Vaccine available for humans?

Vaccine used by personnel?

2 https:/hwww.vivo.co
Close Window

Risk Groups

There are four risk group

» Risk Group 1: Agents not associated with disease in health adult humans.

» Risk Group 2: Agents associated with human disease which is rarely serious
and forwhich preventive or therapeutic interventions are often availahle.

» Risk Group 3: Agents that are assaociate with serious or lethal human disease for

which preventive

tisk but low comrmunity risk).
+ Risk Group 4: Agents that are likely to cause serious or lethal human disease for

wehich preventive

individual risk and high community risk).

1
® No O Yes
® No O Yes

lostate.edufrcofhelp_riskgrp. html - Microsoft I... g@ E|

s defined:

ar therapeutic interventions may he availahle thigh individual

ar therapeutic interventions are not usually availahle thigh

@LI Done

é e Internet

1this agent

16.

If you are uncertain if your
agent is a “Select Agent”,
click Select Agent to bring
up the Select Agent
window. Here you can
link to the CDC Select
Agent list.

Is this a Selecﬁfqem?
Is largest uncoficentrated

Will agent be radiolabelec

Planned release of agent

Methods used to inacti

Inwitro biosafety level

Building{s) where agent W

<) htt ps: Ifwww.vivo.colostate.edufrco/help_sagent. himl - Microso... g @ E|

Cloge Window

Select Agents

Select agents are pathogens or toxins considered to have potential as hioweapons.

They are regulated by CDC or USDA and require appraval from those organizations
to possess, use, receive ar ship thermn.

Alist of Select Agents, and information on the Select Agent Program is available at
v, CC. 0w S a0

@Done é Q Inkernet
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PRINTING A AGENT APPROVAL NOTICE

17. | To print a agent approva| Research Integrity & Compliance Review Office: Biosafety Menu
notice, open your agent Logout
list by clicking Agent [ —
Approva/s. Project rovals
My Biosafety Documents
Take or Renew IBEC Pl Training
View or Edit Personal Information
18. | For the agent approval Logout | Return to: Main Menu

you wish to print, click
Approved under the
Status column.

Create New Agent Approval Request

Show Both Active and Inactive AARFs

Approved
PARFs

View (Approved none AARF Test

Action Status Strains Usage Closure Amendment

Agent

Any Active Close Amend

Edit ave none  AARF Testll Any Active Close Amend
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19.

This will bring up the
Agent Approval Notice.
You may print this notice
by selecting the print
option in your web
browser.

If you need a signed copy
of your approval, contact
the RICRO and one will be
provided for you.

Agent Approval Notice Univendty
I lationel Baosataty Cofamitieo

Detar 2007 8-

TR M Chviztrs M Johpessn

Deparimert Nt applicatie

e rea dale 200107
Expteadon dote 3807
Ageri Datanace st
RKrpns o2

B ooatey Lovel lar s i L bt agpticans

Booaety Lowwd 131 bn Y Line 1t Agpticatie

Ponsiey DRCRIRC Char and daew of ygnates

Gt Jernson
EC Coonanan
Chetatne Jotn sonGraseasd colestite otu

20.

Note:

Having an Agent Approval (AARF) only allows you to have the agent in your possesion.

You must also obtain a Project Approval (PARF) prior to using the agent.

AARFs do not require a yearly renewal, however, make sure to keep the secondary
contact and storage location up to date. (See how to submit an amendment page 17.)
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SUBMITTING A NEW PROJECT APPROVAL REQUEST FORM (PARF)
21. | To submit a new Project Research Integrity & Compliance Review Office: Biosafety Menu

Approval Request Form
click Project Approvals.

Logout
ent rovals
Project rovals

My Biosafety Documents

Take or Renew IBC Pl Training
View or Edit Personal Information

22. [Then click Create New Project | Logout | Return to: Main Menu
Approval Request

Create New Project Approval Request

\
Show Only Active PARFs

23. | This will bring up a new

Project Approval Request Form
(PARF). Be sure to fill out all of
the fields that pertain to your |pj JJ Nelson

project. Leave fields that are Title Other
Department Not applicable
Enter the eNames of up to 3 other individuals that will handle or use the agents on this project (DO NOT enter Pl's eName here)

List the eName of eName of research participant I:l
24. | researchers that will eName of research participant |:|

handlmg the agent(_s) or eName of research participant |:|
samples on the project.

(Do not enter the PI’s
eName, they are already
listed.

non-applicable blank.
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25, When fl“lng out the PPE Highest In vitre biosafety levei 0 Vv Set a5 '0' if agent will NOT be used in vitro

section for PARFs that use Building(s) where agent will be used
multiple agents, select the Rooms whare agent will be used (or TBA)
HIGHEST BSL that will be Which of the following types of PPE will be used in any phase of the work with this agent in vitro?

Disposable Gloves? ® No Yes

used' Lab Coat? No Yes

Facility scrubs? * No Yes

Back-<losing gown? * No Yes

26. | If youare unable to Tyvec coveralls? ® No ( Yes

complete the form or would Facllity socks and shoesiciogs? ® No ' Yes

like to finish filling it out ata | Be°t*s? ® No U Yes

later time, you may select S yoouet ol e Mo\ Yeu

“ e Face shield? ® No Yes

Save for further editing i i S

the click “Continue”. SAPRT S e
Other PPE?

27. [You can then comeback to it
later and edit the form.
However, do not forget to

. . Done! You may either submit to RCO for review or save your work and finish it later. Select your choice before clicking Continue
change this to “Submit for IBC y - Y Y J
. . . Submit for IBC review '__J -
review” and click “Continue”
Save for further editing ‘@
once you have completed the
form.
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PRINTING A PROJECT APPROVAL NOTICE

28. | To print a project approval
notice, open your project
list by clicking Project
Approvals.

Research Integrity & Compliance Review Office: Biosafety Menu

Logout
ent rovals
Project rovals

My Biosafety Documents

Take or Renew IBC Pl Training
View or Edit Personal Information

29. | For the project you wish
to print, click Approved
under the Status column.

Logout | Return to: Main Menu

Create New Project Approval Request

Show Both Active and Inactive PARFs

Title

Action Status Approval Number Renewal Number

View( Approved 16-123B 0

Expires
PARF Test 2018-10-23 Close

Amend

Closure Amendment Renewal

30. | This will bring up the
Project Approval Notice.
You may print this notice
by selecting the print
option in your web
browser.

If you need a signed copy
of your approval, contact
the RICRO and one will be
provided for you.

Project Approval Notice
rmattigonal ossloty Comrmitiee

Dwde: 2007 2.5

N Jsteson

Irvestigadat
Fyracatie

Owpanimernd

9119
Haa1-19

Datatase test 1

e Na

Nen & aermen (O

HRCA0US AgonTs tare

Sesxvy OAEVISC Char ang date of sigeatire

Chshee Johnson

Nk

Univernicy

Movenrch inegnty & Coong basce Hevies (e

(e of ¥  for Rowarch

L vices Bwibling
01| Coengus D y
Fon Colhme, Colorady 1521
TEL UMY 1583 FAX (YN0 1. 229
Mgy nerestwanck oo Lok ode
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PROJECT RENEWALS

31. | Torenew Project Research Integrity & Compliance Review Office: Biosafety Menu
Approval Logout
Req'uests click P —
Project
Project rovals
Approvals.
My Biosafety Documents
Take or Renew IBC Pl Training
View or Edit Personal Information
32. | You will see

“Renew Now”
in the Renewal
column for
project
approvals that

Logout | Return to: Main Menu

Create New Project Approval Request

Show Both Active and Inactive PARFs

Title Expires Closure Amendment

Action Status Approval Number Renewal Number

Renewal

will expire in View Approved 3 Database test 1 2017-10-09 Close Amend Renew Now
next 30 d ays. View Approved XH-XNK 2 Database test 1 2018-10-09 Close Amend
Click Renew View Approved YH-X0K 1 Test 2 2018-10-09 Close Amend
Now.
14| Page
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33.

You will see the
following message.

To Renew click yes.
If you need to Close
your PARF return to
your Project
Approval Screen.

Renew Project Approval

Logout | Return to: Main Menu

Your approval for Database test 1 will expire on 2017-10-09

Flease confirm your intentions:

_Yes, | want to renew this PARF I'ID

Mo, | do not want to renew this PARF at this time

If you want to close this PARF, return to your list of approved PARFs and close this one.

34.

If you selected Yes,
you will be directed
to the following
message. Click List
of PARF’s to return
to your Project
Approval list.

Renew Project Approval: Results

Logout | Return to: Main Menu

Your previous project approval for Database test 1 was closed and a new record was generated and marked as saved in the database.

IMPORTANT: You need fo go to you{ List of PARFs Jedit the new record for this project (current marked with status of 'Renewing’) and submit it for review.
 ——

Return to Project Approvals List or Main Menu
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35. [Click the Edit link. | Logout | Return to: Main Menu
This will bring up a
copy of the current | Create New Project Approval Request
project approval. Show Both Active and Inactive PARFs
Please review this Action Status Approval Number Renewal Number Title Expires Closure Amendment Renewal
form; check for  Edit Renewing 4 Database test 1 Close Amend
errors and make Edit Renewing 4 Database test 1 Close Amend
any necessary View Approved XX 2 Database test 1 2018-10-09 Close Amend
updates, such as, View Approved XXX 1 Test 2 2018-10-09 Close Amend
personnel and
location.
36. |After submitting your| Logout | Return to: Main Menu
form for IBC review
the status will update| | Create New Project Approval Request
to Submitted. Show Both Active and Inactive PARFs
Once the IBC has Action Status Approval Number Renewal Number Title Expires Closure Amendment Renewal
reviewed and View Approved 4 Database test 1 2018-10-23 Close Amend
approved your View Submitted 4 Database test 1 Close Amend
renewal application View Approved XX-XXX 2 Database test 1 2018-10-09 Close Amend
and the status will View Approved XX-XXX 1 Test 2 2018-10-09 Close  Amend

update to Approved.
It will also state the
new Expiration Date.
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SUBMIT AN AGENT/PROJECT APPROVAL AMENDMENTS

37. | To submit an
Amendment for
either an AARF or
PARF select the
Amend link of the
designated Agent or
Project.

Action Status Approval Number Renewal Number
16-123B

Title Expires

View Approved PARF Test 2018-11-07 Close

Closure Amendment

Approved
PARFs

16-123B AARF Test

Action Status

Agent

View Approved

Strains Usage Closure Amendment
Any  Active Close z

38. | You will be directed
to the following
screen. State the
necessary changes in
the text box and click
“Submit
Amendment”.

An e-mail will be
sent to the IBC to
review and apply the
changes.

Logout | Return to: Main Menu

Please describe the changes you wish to make for this Project Approval

Submit Amendment
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AGENT/PROJECT APPROVAL CLOSURES

39.. | To close an AARF or Logout | Return to: Main Menu
PARF select the Close '
I|nk.of the Create New Project Approval Request
designated Agent or
Project. Show Both Active a Inactive PARFs
Action Status Approval Number Renewal Number Title Expires Closure Amendment
View Submitted 16-123B 0 PARF Test
N —
40. | When closing a PARF Please confirm that you want to close the agent approval for PARF Test
the following
conformation Yes, | want to close this PARF
window will appear. NO, I do not want to close this PARF
41. | After selecting Yes Close Project Approval

you will be directed
to the following
message.

Logout | Return to: Main Menu

Your agent approval for use of PARF Test has been closed

Please assure that all work on this project has terminated.

Return to Project Approvals List or Main Menu
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42.

When closing an
AARF the following
conformation
window will appear.

Logout | Return to: Main Menu

Please confirm that you want to close the agent approval for AARF Test

Yes, | want to close this AARF

NO, | do not want to close this AARF

43, After selecting Yes Your agent approval for use of AARF Test has been closed
you will be directed S _ ) _ )
. Please assure that all work with this agent has terminated and the agent is no longer in your possession.
to the following
message. Return to Agent Approvals List or Main Menu
44. | Closed AARFs and

PARFs will not
appear within the
active screen. To
view a closed AARFs
or PARFs click the
Show Both Active
and Inactive PARFs.

Logout | Return to: Main Menu

Create New Project Approval Request

Show Both Active and Inactive PARFs
You have no Project Approval Requests on record
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45. | You will see a Logout | Return to: Main Menu
complete list of

Active and Closed Create New Project Approval Request

AARFs or PARFs. Show Only Active PARFs
Action Status Approval Number Renewal Number Title Expires Closure Amendment Renewal
View Closed 16-123B 0 PARF Test Amend
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UPLOADING BIOSAFETY DOCUMENTS

46. | Toupload a new

biosafety document
from your computer
click My Biosafety My Biosafety Documents >
Documents

Agent Approvals

Project Approvals

Take or Renew IBC Pl Training
[You are up-to-date on PI training]

View or Edit Personal Information

47. | Click Upload New Return to: Main Menu
Document.

'
[

Upload New Document _

option to upload

blosafety documents = Enter a title or description of the document (usually including some type of date).
such as CDC or USDA + Click the Browse button and select a file fram your local computer (usually a pdf file).
permits to the * Click the Upload button to insert the document and title into the RICRO database.

biosafety database. Title or discription of document

File to upload:

To upload a document:

Browse...

48. You now have the Documents to be uploaded for biosafety are typically USDA or CDC permits for importation or use of infectious agents.
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49.

You will see this
screen once the
document has
been successfully
uploaded.

Click Main Menu to
get back to the main
menu.

Upload Biosafety Document: Results

Return to: Main Menu

Success uploading document to RICRO Database

50.

Once uploaded,
you can view or
print these at any
time. To utilize
this function click
My Biosafety
Documents from
you Main Menu.

You will be directed
to your uploaded
documents page.

Return to: Main Menu

Upload New Document

Date Submitted Document Title or Description (click to edit)
2017-10-25

Document Test IBC_Document_Test pdf application/pdf Download

File name

File type
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