


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
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