Save after each Section

1) Go to Biosafety Protocols tab in Topaz.
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2) Click on Protocols at the top. Click Open Returned Protocols.
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3) Find your IBC protocol by clicking the 3 dots by protocol number and type in your IBC
number. Click Filter. Click on your protocol to open.
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3) Go to Protocol Associates section, click on the w button and add personnelin this
section.
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Click on the green plus sign (+) 1o select the name(s) of All project personnel (staff). Contact UH IBC Coordinator (uhibci@hawaivedu) if the
| name of the particular staff member is not listed,

Complete the table for ALL propect personnel, mchuding the PL In the Responsibilities field, inclede all procedures. In the Comments field,
provide the individual’s qualificationsfexperience. If project personnel are not qualified, describe how they will be trained.
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4) Search for person in the IBC protocol. Click on the triple dot button next to Last Name.
Hover over Filter, Type in your last name. Click Filter. Click the name to add.
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5) Make sure to describe both Responsibilities and Comments for all personnel in Protocol
Associates. Then add personnel in Personnel Biosafety Training and Supplemental Training

the same way by clicking the v button and searching name. Save after each Section.
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Supplemental Training (Protecal Specific)
These include biosalety raining specific for the protocol, including transport, rplant, ABRSL 1.3, DURC, Bislogical Toxin, sfc. Click on the green
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6) Click Save in the top left corner.

7) To submit, save. Then click Submit, fillin User ID and Password.



