CREATING A PROJECT AMENDMENT (ACORP) PACKAGE IN VAIRRS/IRBNET

Templates are found in IRBNet under Forms and Templates (L side menu option) and the specific library is noted in the tables below.
 
1. [bookmark: _Hlk97806847][bookmark: _Hlk91148386]From your “My Projects” list, click on the blue writing of the project title.  
1. Then from the L side menu, click “Create a New Package.”  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. 
1. Upload documents as listed in the table below: 

Remember that any Revised documents should be uploaded by clicking the pencil icon on the R side of the line with the earlier document in the “Documents from Previous Packages that you can Revise” table.  (Just a tip:  If you delete the current description field before you upload and leave it blank, it will import your new description automatically when you upload the new document.)

	Required Documents for ACORP Project Amendments (changes of protocol) 

	Change of protocol form
	Template found in Forms and Templates; WSMMVH IACUC – Documents for Researchers

	ACORP
	Highlighted and clean version of the ACORP


[bookmark: _Hlk97214480]
	Required Documents for ACORP Personnel Amendments (changes of personnel) 
**see personnel changes and sharing/unsharing below

	Change of personnel form
	Template found in Forms and Templates; WSMMVH IACUC – Documents for Researchers

	ACORP 

	Highlighted and clean version of the ACORP.  (If removing personnel, use a strike through) 

	VA-Project Cover Sheet 
	Update this document if there have been personnel, funding, or other changes from the current document in IRBNet.  This is the “wizard” document.  To update this document, in the Designer page, click on the pencil icon at the end of the line with the VA-Project Cover Sheet to open the form.  Click “save and exit” when you are done. 



1. After you have all documents uploaded, PI will sign this package (L side menu) 
1. Finally, click submit this package (L side menu) to WSMMVH Research Admin.   You can call this submission “Amendment/Modification” 

1. If the amendment also affects SRS (safety) documents, see “Steps for Creating a Project Amendment (SAFETY) Package” guidance in the WSMMVH SRS – Documents for Researchers library. 




**Personnel changes
If adding personnel, be sure to “share the project” with them.  If removing personnel, “unshare”/remove access:


How to share the project: 
1. On the L side menu, click “Share this Project”: 
2. This will take you to the Share Project page.  
a. Click on the blue word “share” towards the top of the page
b. On the next screen, William S Middleton Memorial Veterans Hospital should be highlighted in the box, click “select organization” 
c. Then type study team member’s name in the “Search for a User” box and click search.  
d. Finally, select the appropriate level of access and click save

[bookmark: _Hlk91148827]How to unshare the project: 
Same steps as share the project, but select “no access”   


Reminder:  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).  
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