BiosafetyNet Amendments - Instructions for PIs/Coordinators
NOTE: Only one amendment can be open at a time. The first amendment must be approved
before another can be created.
There are two types of amendments in BiosafetyNet



Minor – limited to protocol team membership and funding
Significant- all other changes (i.e. add new agents, rDNA, title changes, location
changes, procedural changes)

NOTE: If you are amending personnel and/or funding in addition to other changes in the
protocol, you must select BOTH “Minor” and “Significant” amendment types

Locating your studies in BiosafetyNet:
1) When you log into BiosafetyNet you will be taken to your “Inbox.” If there is anything
which requires an action from they will be listed in your “Inbox.”
2) To access your approved protocols click on the safety tab at the top of the BiosafetyNet
page.

3) Click on the “Active” tab and all of your approved protocols should be listed here:

Requests to add/remove personnel to the Protocol:
To create an amendment in BiosafetyNet:
4) Open the approved study.
5) Use the Create Amendment activity on the left hand side of the page
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6) Once the Create Amendment activity has been selected you will be taken into the
Amendment request page.

7) Enter the required information on this page
a. Item 1- Amendment short title. This should be something that will allow you to
identify the amendment. For example: Add Joe Smith, Cindy Lauper.
b. Item 2- Select Minor as the amendment type
c. Item 3- Provide a description of the change being made (e.g. Add Joe Smith,
Cindy Lauper)
d. Item 4- Provide a rationale for the change (e.g. New personnel added to study)
8) Click Continue and it will open the BiosafetyNet protocol
9) You will be taken directly to the Protocol Team Members section
10) Add personnel by selecting the “Add” button and completing the pop up box.
a. Select the personnel to be added. Note the personnel must have an ARC account
to be added to the protocol. If they do not have an ARC account they need to
request one.

To create your new ARC account:
1. Go to the ARC Web Site: https://ARC.research.usf.edu/prod/
2. Under the Heading “Need an Account?” Click “Register Here” on the right hand
side of the page.
3. Complete the required fields (*) and provide your current email address.
For department please indicate USF Dept. and USF affiliation .
4. For role requested select Study Staff
5. Click “Register” in bottom right corner.
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6. Your new account will be activated usually within one business day. You will
receive an e‐mail containing your account information (i.e., User Name and
Temporary Password).
If they require assistance in the registration process you may contact the ARC help desk
at (813) 974-2880 - Email: rsch-arc@usf.edu.

11) Delete Personnel by selecting “Delete” next to the personnel you wish to remove from
the study.

12) Click Continue at the bottom of the page.
13) You will be taken to the next page which where you can update funding source. If not
making any changes, select “Finish” which will take you back to the amendment
workspace.
14) Use the Submit activity to submit the amendment.

Requests to make changes not related to personnel or funding to the Protocol:
This would include for example: title changes; procedural changes; addition of infectious
agents/rDNA; change in laboratory spaces, etc.
To create an amendment in BiosafetyNet:
1) Open the approved study.
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2) Use the Create Amendment activity on the left hand side of the page

3) Once the Create Amendment activity has been selected you will be taken into the
Amendment request page.

4) Enter the required information on this page
a. Item 1- Amendment short title. This should be something that will allow you to
identify the amendment. For example: Add new bacteria, update title, etc.
b. Item 2- Select Significant as the amendment type
c. Item 3- Provide a description of the change being made (e.g. Request to add new
bacteria to our protocol; New title, etc.)
d. Item 4- Provide a rationale for the change (e.g. Need to test new bacteria; new
title for Funding )
5) Click Continue and it will open the BiosafetyNet protocol
6) Navigate through the protocol sections to make the necessary changes to the protocol
in those sections.
7) Click Continue at the bottom of the page.
8) When you have completed all of the changes, you can Continue to the end or select
Save and then Exit the protocol back to the amendment workspace.
9) Use the Submit activity to submit the amendment.
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