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Webinar 
Housekeeping

A recording of this session and the 
associated handouts will be 
available on ORPP&E’s Education 
and Training website approximately 
one-week after the webinar

An archive of all ORPP&E webinars 
can be found here:
https://www.research.va.gov/progra
ms/orppe/education/webinars/archi
ves.cfm

 Please use the Q&A feature to submit 
questions.  
 Please do not use Chat to send in 

questions
 Be sure to send questions to “All 

panelists”

Complete the post-webinar evaluation 
survey that pops up once you exit the 
webinar. 
Experiencing sound issues? You can 

call in using the number included on 
the handouts and on your registration 
confirmation email.

https://www.research.va.gov/programs/orppe/education/webinars/archives.cfm
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Contents
• Welcome
• Announcements 
• VAIRRS Ambassador Highlight

William S. Middleton Memorial Veterans Hospital 
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Important Announcements 

Project Cover Sheet 
Wizard

Document Finder 
Tool (DFT)

Subscribe to the VAIRRS Newsletter and Program Update to keep up with important announcements and 
program updates: https://public.govdelivery.com/accounts/USVHA/subscriber/new?topic_id=USVHA_1952

As of July 8, 2022, we have completed 
11,775 Project Cover Sheets, 
accounting for 68.8% of the 17,116 
active projects. 

VA Electronic 
Determination Aid 
(VAEDA) In September 2022 ORPP&E will launch 

the Document Finder Tool, which will 
serve as a one-stop shop to quickly search, 
browse, filter and view the most current 
VA research policy and document content. 

If your facility is interested in 
participating in the soft launch of 
VAEDA, please email 
VAEDAsupport@va.gov

https://public.govdelivery.com/accounts/USVHA/subscriber/new?topic_id=USVHA_1952
mailto:VAEDAsupport@va.gov
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VAIRRS Ambassador Highlight
William S. Middleton Memorial Veterans Hospital
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Presenters

Aaron Heneghan
Administrative Officer

Email: Aaron.Heneghan@va.gov

Karen Hoffman
Program Support Assistant

Email: Karen.Hoffman@va.gov

Jamie Swanlund, BA, CCRC
R&DC Coordinator

Email: Karen.Hoffman@va.gov

William S. Middleton Memorial Veterans Hospital 

mailto:Aaron.Heneghan@va.gov
mailto:Karen.Hoffman@va.gov
mailto:Karen.Hoffman@va.gov
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• Challenge 1 – Integrating IRBNet When Working With an Affiliate IRB

• Challenge 2 – Managing Study Team Personnel 

• Challenge 3 – Managing Team Training Requirements 

• Challenge 4 – Reviewers’ Confusion Over Packages With Combined IACUC & SRS Documents

• Challenge 5 – Triennial Reviews: New Project vs. New Package

• Challenge 6 – Project Report Due Dates 

Overview
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Challenge 1
Integrating IRBNet When Working With Affiliate IRB 
Solution

• Set up a daily morning meeting with research office staff
• Review submissions and documents required 
• Review timelines 
• Determine how to route for reviews and how to process through 

IRBNet 

• Employ Guidance materials available for PIs and study teams*  

• Utilize project tags to keep organized (see examples of tags used by 
research admin to the right)

*described in detail on next slide
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• RDC submission guidelines and flowcharts 

• “How To” guides for IACUC and SRS   

• MS Teams or in-person meetings for individualized 
assistance with submissions

• Demo videos available: 
• Registration, Linking CITI, and Uploading Training Certificates (5m 23s) 
• Forms and Templates (1m 43s)
• Sharing the Project (2m 13s)
• Using Project Tags and Archiving Projects (3m 8s)
• Creating a New Package (4m 11s) 
• Package Revisions (Unlock/Lock) (2m 51s)* 
• Finding Board Documents after Committee Reviews (1m 30s)
• Creating a New Project (3m 51s)

• Recently started “office hours” 

Developed Guidance Materials 

*video on next slide Read Me First!   
doc 

RDC/CIRB 
Workflow doc 

New ACORP 
Project doc








CREATING A NEW (ACORP) PROJECT IN VAIRRS/IRBNET



For a New Project submission, you will be creating and submitting two packages for review.  The first one will be sent to the IACUC, and the second one will be sent to the SRS (safety) committee.  



Templates are found in IRBNet under Forms and Templates (L side menu option) and the specific library is noted in the tables below. 



1. In VAIRRS/IRBNet, you will click “Create a New Project” (L side menu option).  

2. Enter information such as Project title, PI name, degree 

3. Click continue.  This will take you to the Designer page.  (Add a package note in the “yellow sticky note” at the top of the page to describe the package. Ex: “New Project, IACUC documents”)

4. Upload documents as described in the table below.   

· Click “attach new document” or drag and drop the document to the Lower R corner of the page 



		[bookmark: _Hlk86310599]Required Documents for a New Project (ACORP) submission – Package 1 

 (This is the IACUC package)



		VA-Project Cover Sheet

		This is the “wizard” document that will be available when you start a new project in VAIRRS/IRBNet. (If you have other projects, you should have the option to clone an existing wizard and then edit as appropriate for the new project.)  All study team members must be listed.  



		ACORP local revision 11 

		Template and instructions found in Forms and Templates; WSMMVH IACUC – Documents for Researchers 



		Conflict of Interest Acknowledgement Letter (see instructions on right) *Contact Karen Hoffman Karen.Hoffman@va.gov or Amy Reeder Amy.Reeder@va.gov  for COI OGE Form 450

		1. PI (and anyone else who has an investigator role (ex: Co-I/Sub-I) on the project) will need to complete the COI OGE Form 450.  Then email completed form to Aaron Heneghan (Aaron.Heneghan@va.gov) 

1. The form will be reviewed, and he will send you an Acknowledgement Letter which you will include with your package documents.  

1. Do not include the COI OGE Form 450 in VAIRRS/IRBNet 

 



		Enterprise Research Data Security Plan (ERDSP)  

 

		Template and User Guide found in Forms and Templates; VHA ORPP&E, Washington, DC – Documents for Safety and Biosafety Researchers  





**When you have all o documents uploaded into the Designer and ready to go

**When you have all of the documents uploaded into the Designer and ready to go,

5. [bookmark: _Hlk97214391]Click sign this package (L side menu); PI must sign 

6. Then click submit the package (L side menu) to WSMMVH Research admin.  You can call this submission “New Project”  



7. After package 1 has been submitted, click on Project Overview (L side menu).  Then click “Create a New Package” (L side menu) to start package 2.  

8. This will take you to the Designer page.  (You can add a package note in the “yellow sticky note” at the top of the page to describe the package if you’d like. Ex: “New Project, Safety documents”)

9. Upload documents as listed in the table below: 

 



		Required Documents for a New Project (ACORP) submission – Package 2 

(This is the “safety” package.)





		VA Safety Survey

		Template found in Forms and Templates; WSMMVH SRS – Documents for Researchers.  Document is called SRS Safety Survey 2022   



		UW BioARROW

 

		A PDF of your UW BioArrow with VA related work highlighted.  



		Risk and Mitigation Table

 

		Template found in Forms and Templates; WSMMVH SRS – Documents for Researchers 



		Chemical Inventory

 

		Template found in Forms and Templates; WSMMVH SRS – Documents for Researchers 







10. After you have all documents uploaded, PI will sign this package (L side menu) 

11. Finally, click submit this package (L side menu) to WSMMVH Research admin.  You can call this submission “New Project.”  





**All study team members must be listed on the VA-Project Cover Sheet and “shared” on the project (steps below).  Team training records will track along with the project so they must be complete and remain up to date in each member’s User Profile.  If questions about training requirements or about uploading completion certificates, please contact Karen Hoffman (Karen.Hoffman@va.gov).  



[bookmark: _Hlk91148386][bookmark: _Hlk97806847] How to share the project: 

1. On the L side menu, click “Share this Project”:   

1. This will take you to the Share Project page.  

1. Click on the blue word “share” towards the top of the page

1. On the next screen, William S Middleton Memorial Veterans Hospital should be highlighted in the box, click “select organization” 

1. Then type a name in the “Search for a User” box and click search.  

1. Finally, select the appropriate level of access and click save











April 2022
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Solution 

• Review study team personnel at daily morning meetings 
• Verify that VA appointments are in place or in process (WOC) 
• Verify that all team members are listed on the VA Project Cover Sheet and match the affiliate roster and 

protocol 
• All team members must be registered in IRBNet and shared on the project 
• Utilize project notes:  e.g., note if staff are admin only or national study personnel
• Utilize package notes for amendments to personnel 

Challenge 2
Managing Study Team Personnel
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Challenge 3
Managing Team Training Requirements 

Solution

• Review team training progress at daily morning meetings
• Developed “Training by PI Groups” Spreadsheet* 
• Revised Research Scope of Practice and Training Sheet* 
• Developed “Monster” Master Spreadsheet*
• All team members enter their training completion certificates into IRBNet
• All team members are shared on the project so training tracks with the project*

*described in following slides 
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Developed “Training by PI Groups” Spreadsheet to Assign Team Training 
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Revised Research Scope of Practice 
and Training Sheet 
• WOCs are assigned training, based 

on the “Training by PI Groups,” 
during onboarding 
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Developed “Monster” Master Spreadsheet to Track 
Training outside of IRBNet 

Researcher 6

Researcher 2

Researcher 3

Researcher 4

Researcher 5

Researcher 1

Researcher 7

Researcher 8

Researcher 9

Researcher 10

Researcher 11
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• All team members enter their training completion certificates into IRBNet
• All team members are shared on the project so training tracks with the project

• We use the “Training by PI Groups” and “Monster” spreadsheets to make sure that training is 
complete in IRBNet 

• Project Team Tracking in IRBNet:
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Admin Gatekeepers

Before the package is sent to committee:

• Required documents are in the package and revised documents are 
stacked 

• Input about documents is often provided by coordinators during 
morning meetings 

• Study team personnel have VA appointments - they are congruent across 
documents and are shared on the project 

• Team training is complete and current in IRBNet 
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Challenge 4
Reviewers’ Confusion Over 
Packages with Combined IACUC & 
SRS Documents 
Solution

• Implemented a 1:1 safety protocol per project (vs. 
previous umbrella)

• Initially, we had teams submit one package with IACUC 
and SRS documents 

• The package was sent to both committees for review 

• Now, we split IACUC and SRS documents into separate 
packages

Combined 
IACUC &SRS 
documents 

IACUC 
documents

SRS 
documents 
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Challenge 5
Triennial Reviews: New Project vs. New Package
Solution 

• Started a new project for triennials
• Had to close the old project and document with package note and tags, and replaced by the new 

IRBNet number. Teams had to upload documents into a new project.

• Made more sense to create a new package, with a submission option for Triennial 
Review

(FY2021) Replaced by Triennial

(FY2022) Triennial Renewal 
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Challenge 6
Project Report Dates
Solution

• Added 90-day report alerts through IRBNet for IACUC and SRS to ensure time for admin review, 
committee pre-reviews and reviews prior to due dates.

• We’ve customized the 90-day report due and 90-day expiration emails from IRBNet to include: 

• Coordinators will reply to the IRBNet report due or expiration email with submission guidance for 
the PI and study team. Our training specialist is cc’d so she can check that team training is 
complete and current.*

*described on next slide
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• Sample guidance letter from RDC Coordinator 
(shown at right)

• We’ve also started using a whiteboard to monitor:
• Projects with upcoming due dates – report 

due or expirations
• Team trainings coming due
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Questions?
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Contact Information

Aaron Heneghan
Administrative Officer

Email: Aaron.Heneghan@va.gov

Karen Hoffman
Program Support Assistant

Email: Karen.Hoffman@va.gov

Jamie Swanlund, BA, CCRC
R&DC Coordinator

Email: Karen.Hoffman@va.gov

For general VAIRRS support, please contact VAIRRS@va.gov

mailto:Aaron.Heneghan@va.gov
mailto:Karen.Hoffman@va.gov
mailto:Karen.Hoffman@va.gov
mailto:VAIRRS@va.gov
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