1. Loginto Aries with your vuNet ID and password. Please note you must be listed as either the
Investigator or the “PI Manager” in Aries in order to submit an incoming shipment request in
STAMP. Investigators can assign the PI Manager roll in Aries at any time under “Pl Collection”

https://aries.app.vumc.org/Login

2. Select “My Protocols” and then “STAMP”
P it e
("STAMP

| Protocols. | Amendments | Annuas \ | Expaing | Gore Rrotocok

Total: [l Fiter By: | All Drattand In-Frocess Requests[v|  SearchBy: |Al Columns x Change Pt Yu, Erin Manags instutions of Origin

Create Request: Incoming Ordsr Form
Status STAMPZ Requistion # Request ID RequestType Institution of Origin (IO} Protocol# Species USDA? SubmissionDate #Animals Requested [eliveryDate Expected Destination Fac.- Fl.- Room #

< empty list>

3. Click on “Manage Institutions of

. e n
Origin
My Alerts. My Protocols Frotocol Reviews. Regulatory DAC
[(Protocots [ Amendments \ [ Anmas \ [ Bxiing | [ Core Robook | STAMP \ \
Total: [ Fiter By: | Al Drsftand In-Frocess Requests[v|  SearchBy: |All Columns % ChangePt Yu,Erin

Create Request: Incoming Ordsr Form
Status STAMP# Requisition # Request|D Request Type Instiution of Origin (10} Protocol # Species USOA? Submission Date #Animals Requested DOelivery Date Expected Destination Fac.- Fl. - Room #

< empty list>

¢ If you do not see your Institution in the drop-down list, email DAC.shipments@vumc.org to
add the institution. Please provide the institution name, state, and country.

¢ Once you receive confirmation that the institution has been added, proceed to step 4 to add
institutional contacts.

4. Select the Institution of Origin (10) you wish to receive a shipment from is listed, click the circle with
the arrow next to the 10 name to “Edit”

Manage STAMP Institutions of Origin (10)

Totzl: E Search By: | All Columms [»] | x

\ Inctitadion of Origin Address PlContacts Lab Contacts Veterinarian Contacts Shipping Contacts
J & Edit Gpye 615 Wes tiake Ave M, Seattle, WADE100-4301, USA Samantha Crumbley Ralph Casto Bea W. Malmberng
= Bates College Suite P110, One Baylor Plaza, Hows fon, Texas 77030, United Stetes  Jane Doe Johh Doe Beth Malachowsky Mary Hughes

M 4 120f2 » M

@ addinstitution of Origin


https://aries.app.vumc.org/Login
mailto:DAC.shipments@vumc.org

5. Ensure the correct Veterinarian, Shipping Coordinator Contact, Pl and Pl lab contacted are listed.
If a contact is not listed, select “Add Institution Contact”. Then “Save 10” to exit the page

i Add Institution of Origin (10)

Ifthe institution of Crigin has multiple locations , oeste a separste record for 2ach one and indicate a s pecific location in the name of
eadh. e,g., Univers ity of California - Davis , Mational Cancer Ins titute - Fredenick.

Tip: Meke changes o an 1Oand its contack by clicking Manage Institutions of Origin on the STAMP tab.

* Institution of Origin {I0): Bates College

2 Street Address: Suite 110, Onz Baylor Plazs
City: Haouws ton
State: Tems
Zip: 77030
Country: United States
Notes:

Click Add Ins titution Contact o add a new Ins ttution of Crigin (129 contact Each 1Omust hawe at least one weterinarian and one

shipping contact.
Total: [ Search By Al Columms || | x
* Contact Type * Name * Email * Phone
I‘ul"derinarim . Beth Malachows ky brmalocho@bates adu 1-234-587-8810
ISI‘im:I'I'Ig . Mary Hughes mghughes @bates edu 1-234-587-8811
Pl Jana Doe Jjdoei@bates edu 1-234-587-3812
Lab Johh Doe jndoe@bates edu 1-234-587-8613

&) Add institution Contact

4

Sawe |0 Cancel

6. Exit “Manage STAMP Institutions of Origin (10)”
page R

Manage STAMP Institutions of Origin (10)

1 Search By Aok, ]




7. Select “Incoming Order Form” to start the incoming shipment

request
My Alerts. My Protocols Protocol Reviews. Regulatory DAC

[Potocots [ ameaments \  [(Anouas \  [(Expiing\  [Core Romcok \  (“ramp
Total: [ By, AlDrsftand In-Frocess Requasts|v|  SsachBy: Al Columrs x Changs Pt Yu,Erin Manags Institutions of Origin
Create Request: ¢ oming Or dsr Form

Status STAMP# Requisition # RequestID RequestType Insttutionof Origin{I0} Protocol# Species USOA? SubmissionDate #Animals Requested DeliveryDate Bpected Destination Fac.- Fl.- Room #

< empty list>

8. On tab one, select Protocol Number, Protocol Species, and Lab Contact for this request from the
drop down list provided, then select “Next Tab”
% Edit Incoming Animal Request

Protocd - hsfiution of Origin Animak Requesied Housing Fayment information Valdaton Submission

*1. PFrotocol number:
MI700188-01[v |

*2. Protoools pecies:

Tipe If th ies you ing & not in the below, ple the STAMP s hipping coordinator. A cage type s uitsble for the s pecies mus t be added to STAVP before you cans elect it

MNouse

3. Select e lab contact for this order,
[Yu, Erin

9. Select “Add 10” to choose the institution you wish to receive a shipment from. Click on the 10 of
your choice and “Save”
% Edit Incoming Animal Request

(I preeme CIITES SO\ CEImA e ess |

1. Institution oforigin {10}:

Institution of Origin Address

< emply list *Please s electan ins tiution of origin.

@ addio

Institution of Origin

Click a row fo choos e friom the Institution of Origin ()0} list and then click Save or dlid the Add New O button below i the ins titution is not listed. Tip: Meke changes to sn |0 and its contacts by cliciing Manage Institutions of Origin on the

STAMP tsb.

Tost [l Sechgy Al Columns 2 I Addhew 10
Save Cancel
Institution of Origin Address Pl Contacts

Lab Contacts Veterinarian Contacts  Shipping Cortacts
Alen Ins titste 615 Westlske Ave N, Seatie, WA 85108-4301. USA Samantha Grumbley Rslph Gasto BesW. Malmberg

lege Suite P110, One Baylor Plaza, Hous on, Texss 77030, United States  Jane Doe Johh Doe Beth Maladhows ky

Wary Hughes




10. Select “Add Institution Contact” to add the Veterinarian, Shipping Coordinator Contact, as well
as the Pl and PI Lab Contact you wish to receive mice from. Check the corresponding boxes next
to the contacts needed and Save. Then go to the Next Tab

% Edit Incoming Animal Request

Payment information

Ins titut icn of Origin

*1. Institution oforigin {10}

Ins titution of Origin A ddre ss

=~ Bates College Suite P110, One Baylor Plaza, Hows ton, Tesas 77030, United States
&) addio
*2_ Pleas e select at leas t one veterinarian, one s hipping, and one Pl contact for the ins titution of origin.
Contact Type Name Email Fhone Mum ber
< empty list> Fleas e select one or more contacke for the ins titution of origin.

() Add Institution Contact

Institution of Origin List

el Saarch By Al Columns ] %
Sawe Cancel
Select Contact Type Name Email Phone Mumber

Beth Melachowsky brmalochoi@bates edu  1-234-567-B810
Mary Hughes mghughes @bates .edu  1-234-587-881 1

Jane Doe jdoe@bates edu 1-234-587-B81 2

Johh Doe jndoei@bates edu 1-234-587-8013




11. Answer each question regarding the Animals Requested for the shipment then select “Next
Tab”

% Edit Incoming Animal Request

e e T v

Strain 2Maes 8 Females 2 Bther
= |csELe 2
- | cs7ELE 2
© add strain

12 Enierthenumber ofmales per cage (optionat num eric aniy)

1b.  Enierhe rumber offemales per cage (optionsi; num eric only):
12
[

*2. Cagetype:

Note: I fhe cage type for your snimsks does notappesr in the |t beiow, contad the STAVP Coordinsior io have he cage type added. You will not be able Ios ubmit your requestwitout s eleding a cage type hatis spproprisie for the s pecies you are reques fing.

Mouse (VUMC) [v]

*3. Do youwart o refies h the canter numbers §om Topaz? (Answer Yes fthe comect center numbess sre not dis played in the dropdown options for ques tions 4snd 5)

O = ® o

‘Success: Center numbers have been refleshed fom Topaz.

The eomect center numbers s hould be svsilable in the & opdowns for ques fions 4 and 5. Ifnet, plesse contad the: Shipping Coardinstor, You my do this byclicking Email SC below.

Email 5C

*4. Center numbes for per diem charges
Yu, Erin N FF_300058.10[ ¥

5. Center numbes for bil Ho-staff sccount

Vi, ExinN_ - FF_300063. 10|k

6. b s pecies USDAregulsied for frars por?
Qv  ® o

*7. k& this 8 colony relocation?

O ves @ nNo

12. Answer each question regarding the housing needs of the shipment. If special needs are
requested (special food, water, housing, health status, etc. it should be noted on this page. Once
entered, select “Next



Tab”
% Edit Incoming Animal Request

PProtocod Information Institwbon of Orign Animsls Requested Fbusing Payment hformaton W alidation SubmEsion

*1a. Select housing fadiity
MED CTR HORTH I

*1b. Selectfioor:

7

*Me. Selecroom:

AATZORC v

2. immunocompromis ed?
O ves ® Mo

*3. Special diet required?
D ves ® no

*4_ k placement of emvironmental enrichment in caging approwed?
O] Yes ] Mo @] Mot applicable

5. Special needs :

Expand +

Must be MNV free




13. Choose which Institution is covering the cost of the transport for the shipment. The go to the
Next Tab

% Edit Incoming Animal Request

Protooo! informaton Instiuion of Ongn Anamsls Requesied Housing Payment Irformation ‘falidaton Submiszion

*4. Who pays for shipment?

® e O insfitute of Crigin (100

Asatement of charges will be s ent to you for your records .

3. Comments:

Expand +

14. The next tab will validate if the shipment request experiences any errors or warnings. If an error

appears, go back to the page with the error to enter any missing information. If no errors or
warnings, go to the Next Tab.

15. Note, if the protocol does not have the appropriate available number of animals, you will not be
able to proceed with the request. Please modify the protocol to increase animal numbers before
proceeding with the shipment request

% Edit Incoming Animal Request

Frotocol Informstion W Instiubon of Orign W Animals Requesied W Housing ¥ Payment hiormaton

Validation

Form Errors  Warnings

No emors or wamings bund.

Protocol Uzage Information from Topaz

Protocol Number Reference Mumber Species Stress Level Authorized Amount OnOrder Amount Received Amount Requested Amount Available Amount
MAT001 8801 Mous e c 50000 1]} 22 1] 408878

Total: 50000 o 22 o 48578




16. Review the final submission form. If all is correct, select “Submit Request” on the bottom of the

shipment request
% Edit Incoming Animal Request

Iﬁ'a'bn-mlhlnma‘im ‘ Instiwbon of Onign ‘.ﬂumﬂsﬁhqﬁ'ed ‘ Housing ‘Pa}rrunhhrmim “'.Fjdaim ‘ e -

Institution of Crigin (10}

Institution of Origin (10} Bates College

Address Suwite P110, One Baylor Plazs, Houston, Teas 77030, United States
Contact Type Mame Email Phone Mumber
‘eterinarian  Beth Melachowsky brmalocho@bates edu  1-234-587-8810
Shipping Mary Hughes mghughes@bates . edu  1-234-587-B811
Pl Jane Doe jdoe@bates edu 1-234-587-8812
Lab Johh Doe jndoa@bates edu 1-234-587-8913
Animals Requested

Strain #Males #Females &Ether

CHrELE 2

CHrBELE 2

Mumber of males per cage: 2
Mumber of females per cage: 2

Cage type: Mows e (WVUMC)

Center number for per diem charges:  u, Erin M. - FF_300088.10
Center number for bilHo-staff account  u, Erin M. - FF_300088.10
k species USDAregulated for trans port?Mo

k this a colony relocation® Mo

Housing

Houws ing room: MEDCTR NORTH Il - 7 - A&T203C
Immunocompromis ed? Mo

Special diet required? Mo

E placement of ervircnmental enrichment’es
in caging spproved?
Special neads : Mus the MMV e

Payment Information

Who pays for shipment AVUMC
Comment

Submit Request




17. Once the request is submitted, STAMP will assign the shipment a Request Number. This number
should be reference when inquiring to the status of the shipment or with any concerns or
questions

The request has been submitted for review. The request number
is: 5T124-00003.

18. You will now see the shipment listed as” Pre-Order” on the STAMP request page

My Alerts My Protacols. Protocol Reviews Regulstory DAC
[(Protocos Y ((Amendments \  [Anmwds Y [ Eogiing, [ Gore Fropcos sTAMP \
Total: |l Fter By Al Drafland In-Frocess Requests[]  Search By | Al Columns X Change Pt |Yu, Erin [%]  sanags institutions of rigin
Create Request: Inc oming Or dsr Form
Status  STAMPS Requisition# Request|D RequestType Institution ofOrigin (I0) Frotocol#  Species USDA? Submission [ate #Animals Requested Delivery Date Expected [estination Fac.- Fl.- Room #
- PreOrder STI21-00003 Incaming Bates College MIT0018201 Muse N 08/132021 4 MED TR NORTH Il- 7- AAT203C

Congratulations! You have now submitted your first incoming shipment request in STAMP. We hope to have
outgoing shipments submitted similarly in the near future to assist you in all your shipment research needs.



