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The online application for submitting protocols to the Biosafety Committee is 
available at:  http://ehs.uth.tmc.edu 
 

 
 
• Logon to the system with your UT-H userid and password. 
 
• From the main login page, select the icon to complete the “Protocol Application 

for Biological Agents: 
 

 
 

• Select the option to “Add an application”. 
 

 
 
The application then begins to appear as individual panels. 
 
General Project Information 
 
The permit number will be “New” and the purpose will be “initial” for all new applications.  
Complete each page as follows: 
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• Type the “Project Title”.  You can copy and paste information into this field as 
necessary.  

• Press the “Save and Continue” button when you are done. 
 
The section names will appear at the top of each panel in the “Goto Section” area.  You 
can use the drop-down menu to move to another panel. 
 
P.I. Information 
 

 
When appropriate, the panel will provide an “autofill all” button which will automatically 
pull in information from the EH&S electronic system.   If the information is not correct or 
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is missing, you can simply type in the field however, you should notify the EH&S office 
with the updated information. 
 

• Press the “Save and Continue” button. 
 
Protocol Summary 
 
This is where you should enter the brief lay description of your research.  You can copy 
and paste from WORD into this text editor box. 
 

 
 

• Press the “Save and Continue” button. 
 
Recombinant DNA 
 
If you are using Recombinant DNA, click the box and read the instructions for how to 
complete the table. 
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• Press the “Add+” button to expand the table.  It will look like this and expand 
beyond the right side of your page.  A scroll bar will appear so you can move to 
the fields that are beyond the view on your screen. 

 

 
 

• Fill in the information in each box.  You can copy and paste from another 
document if necessary however special characters may be lost. 

 

 
 

• To add a second row of data, press the “Add+” button again. 
• Continue adding rows as necessary 
• To remove a row, press the “Delete” key. 
• If additional information needs to be submitted, use the text box to enter any 

additional notes. 
 
Bioagents involved 
 
This is the panel where you will enter the different biological agents being used in your 
study.   
 

• Use the “Add+” and “Delete” buttons as necessary. 
• If additional information needs to be submitted, use the text box to enter any 

additional notes. 
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This grid allows you to use a “look-up table” to find the name of the biological agent.  
Click on the “?” to find the list of agents. 
 

 

 
 
The following screen will appear: 

 
If you are using other agents on active protocols, they will be displayed in the list.  If you 
are using those agents again, you can simply “select” them by pressing the “Select” 
button.  If you are using other agents, click on the “Pick from all Bioagents” button to 
view the table. 
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• Press the “Select” button next to the category you need.  A list of bioagents will 
appear: 

 

 
 

• Press the “Select” button next to the one you need.   
 

If the one you are looking for is NOT in the list, then select any bioagent and type over 
the field once it displays on the table. 
 

 
 

• Complete the rest of the information in the grid as appropriate. 
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Use of Human Subjects 
 
This panel asks you to report the use of human subjects and other information related to 
CPHS approvals. 
 

 
 
NOTE:  The fields with a pink background are required fields and the system will not 
allow you to move ahead in the application until those questions are answered. 
 
 
Use of Animals in Research 
 
This panel asks you to report the use of animals and other information related to AWC 
approvals. 
 

 
 
This panel also uses a grid to allow you to expand the information related to animal use 
on the protocol.   
 

• Use the “Add+” and “Delete” buttons as necessary. 
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Biosafety Level/rDNA Classification 
 
This panel asks you to determine the BSL level and select the rDNA classification for 
recombinant DNA if appropriate.  Select all that apply. 
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Personnel 
 
This page allows you to identify all key study personnel for your project.  The panel 
includes a section for UT-H personnel and non-UT-H personnel.  If the UT-H person is in 
the EH&S system already, their information can be pulled from the system.   
 

 
The PI’s name and any associated lab workers’ names will be displayed in the grid 
below.  To remove a name, simply click on the “Delete” button and press “Save”. 
To add names: 
 
• Click on the “Add+” button.  The screen will look like this: 

 
 

• Click on the “?”.  The screen will look like this: 
 

 
 
If you have lab workers associated with other projects you are working on, their names 
will appear in the list.   
 

 
If the person has training on file in the EH&S system, the names of those training 
classes will automatically appear in the table.   A person may have taken training 
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classes that have not been recorded in the EH&S system.  You should explain that in the 
text box if no training classes appear. 
 

• Add any additional information as appropriate to the table. 
 
If you are looking for a name of a person who does not appear in this list, click on the 
“Pick from all workers” button at the top of the panel.   
 

 
 
The following will appear: 
 

 
Select the appropriate letter of the alphabet.  A list of names starting with that letter will 
appear: 

 
 
If you see the name you want, select it by pressing the “select” button on the left. 
If the name does not appear, press the “Cancel” button to return to the grid where you 
can type in the name of the individual you were looking for.  Include any additional 
information about training, experience and education. 
 

 

 
 

• Use the bottom grid on the page to enter any information on Non-UT personnel 
since they will not be in the EH&S system. 

• Use the text box to enter any additional information that may be applicable. 
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• When you are finished, press the “Save and Continue” button. 
 
 
Protective Equipment 
 
This panel asks you to identify all protective equipment to be used in the lab for this 
research project. 
 

• Check the boxes next to the items you will be utilizing. 
• Use the text box to explain any additional information. 
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Location of Work 
 
This panel allows you to select lab locations that will be used during the research 
project.  It works similarly to the “Personnel” panel in that if the PI has labs already 
associated with their research, the labs will be “linked” to the PI and will display in the 
grid.  You can remove a location by pressing the “Delete” key and then pressing the 
“Save” key.   
 

 
 
To Add a lab: 

• Use the “Add+” and “Delete” buttons as necessary. 
• Click on the “?”. 

 

 
 
A list of linked labs will display: 

 
• Click on the “Pick from All Labs” button to select a lab from a master list of all 

labs at the University. 
• You will have to select the “Building Name” first. 
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A list of all labs in that building will appear: 
 

 
 

• Select the lab by pressing the “Select” button on the left. 
• Complete the additional information. 

 

 
 

• If the lab does not appear in the list, you can manually type the building name 
and room number in the appropriate fields. 

• Use the text box for any additional information. 
 
Biological Waste Disposal and Decontamination 
 
This panel allows you to describe the types of biological waste disposal and spill and 
surface decontamination that will be used during your research project. 
 

• Use the “Add+” and “Delete” buttons as necessary. 
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Use the drop-down menus in the grid to further describe the processes to be used. 

 
 

• Use the text box for any additional information. 
 
Shipping Infectious Substances 
 
This panel allows you to describe the shipment of any infectious substances. 
 

 
 
Projected Start Date 
 
This panel allows you to identify the projected start date and provide information if the 
study is being submitted as an ongoing renewal. 
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Attach Documents 
 
This panel allows you to attach any additional documents for your submission.  
Examples would include: a protocol, grant application or references. 
 

 
 

• To attach a document, click on the “Add a Document” button. 
• Press the “Upload File” button to find the file on your computer. 
• Use the delete document to remove any document you may have uploaded in 

error. 
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• Follow the instructions on the next panel to locate and upload the document: 
 

 
 
Once a document is uploaded, the screen will look like this: 
 

 
 

• Use the “Replace File” or “Delete” options if necessary.  You can also download 
the document if you need to view it before you submit your study. 

 
When you are done completing the application, you will be returned to the Main Menu 
where all your studies will be listed.  
 

 
 

• Click on the “Edit” button to return to the application (if it has not been 
completed or submitted yet). 

• Click on the “Delete” button if you want to delete the application and start over. 
• Click on the “Submit for Approval” button if you are ready to submit the 

application to the BioSafety Office. 
• Click on the “Report” button to see a copy of the Summary report for your 

submission. 
 
Pressing the “Reports” button will open a dialog box: 
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• Select the “Open” button to view the report. 
 
A multi-page report will appear: 
 

 
 

 
 

• Use the scroll bars at the bottom of the page to move between the pages 
 

• If you are ready to submit the application, press the “Submit for Approval” button. 
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The system will ask you to confirm the submission: 

 

 
If you return to the main page, you will see that the option to “Submit for Approval” is 
no longer available: 
 

 


