Save after each Section

1) Go to Biosafety Protocols tab in Topaz.
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2) Click on Protocols at the top. Click Create Renewal Protocol.
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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.

Select Protocol For Amendment Quick Finder

Drag a column header and drop it here to group by that column
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4) In Renewal Instructions and Questions Section 1, answer all questions and their

subsequent questions.



5) Reread protocol to verify everything is correct. Click on button to compare to

" to see all required questions. Click on - button to see

previous version. Click on

" and " buttons to see all required, unanswered

unanswered questions. Click both
questions.

6) Navigate by clicking on a section in the left pane. Click the + button to expand sections
or the —button to collapse sections.

1 Renewal Instructions and Questions

‘ Administrative Data |
3 Project Classification

4 Description of Biological Material Activity

5 Experimental Design

& DURC/PEPP

7 Risk Assessment

& Risk Management

9 Incident Response Plan

10 Federal/State Permits and Other Approvals
11 Miscellaneous

12 Certification

Click Back and Next buttons to advance through the sections.




Below are frequently missed sections for updates:

6) Update Protocol Associates Section 2.15, click the w button and add personnel.
Click on the triple dot button next to Last Name. Hover over Filter, Type in your last name.
Click Filter. Check the box next to the name and click OK. Delete personnel by clicking the

@ button. Make sure to describe both Responsibilities and Comments for all personnelin
Protocol Associates.

Protocol Associates :

Click on the green phus sign (+) to setect the nameds) of AR project personnel (staff). Contact UH [BC Coordinator (uhibo@hawaiiedu) if the
namie of the partcular stalf member is not lsted

Complete the table for ALL project perscnnel, including the PL In the Responsibilitios feld, inchede all procedures. In the Comments feld
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7) Add new personnel, and update training dates for current personnel in Personnel
Biosafety Training Section 2.16 and Supplemental Training Section 2.17. Click the

o

green + button , type in personnel, click on the training cell and select training, add

most recent training date. Delete personnel by clicking the @ button.
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Supplemental Training (Pratecol Specific) @

Thess include biosalety iraining spacific for the proloool, including trensport, r-plant, ARSL 1.3, DURC, Biological Toxin, sfo. Click on the green
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8) Update Biosafety Inspection Date in Desighated Work Areas Section 8.2.

9) Update autoclave and biosafety cabinet (BSC) certification dates in Equipment
Certification Section 8.7.

10) Designate a back-up individual in Temporary Responsible Individual Section 12.2. Fill
out template (including signatures), rename, and attach.

11) Sign and date in E-Signature Section 12.3.
"
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12) When ready to submit, click the BEEE button at the top left, fill in User ID and Password.

Then click EILI button, fill in User ID and Password.



