
 

 

 

 

 

 

  
 

 

   

Biosafety Submission Creation 
This Quick Guide provides instructions for creating a new Biosafety submission. 

Log into Click with your username and password; your My Inbox will display. 

Select Safety and then select Create Safety Submission. 


You will be presented with a series of SmartForm pages (page display based upon 
selections made). Provide a response to each required question within each page of the 
form; click the Continue button when you are ready to proceed to the next page. Note: A 
response is required for all questions marked with an asterisk (*). 

To navigate between the multiple pages, the Jump To drop down menu can be used when 
working within a submission. This menu will populate based upon the responses provided 
to the various questions. 
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Note: some questions have an associated question mark; click on the question mark to 
view more information about that question or form. 

Basic Information: 

The purpose of this page is to collect basic information. Provide a response to each of the 
questions. 

 Questions 1-3: require text to be entered.  
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 Question 4: requires item selection.  Select Biosafety. 


 Question 5: search for or begin typing last name and select the Principal Investigator. 

Team Members: 

This page defines the submission team members. 

 Question 1: select Add to add a team member. 
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A pop-up window will appear, begin typing or use the search to select the team member, 
optionally assign their research role, and click OK. 

member. 
Note: the system will automatically pre-populate the Primary Job Title of the selected team 


Note – Person Search: If you are having difficulty searching for and finding a team 
member, it may be necessary for that individual to first log into Click in order to populate 
their profile in Click. [Please contact EHS (517-355-0153) or the Click Help Desk 
(clickhelpdesk@msu.edu / 517-355-2000) for further assistance.] 

 Question 2: If External (e.g., non-MSU researchers) team members, select the Add button. 
Attach files for each External team member.  Form to add external member: 
https://ehs.msu.edu/_assets/docs/bio/external-team-members_safety.docx 
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 Question 3: The system will display the training information for each team member added, 
including the Principal Investigator. 

Funding Sources: 

Funding source(s) are identified on this page. 

 Question 1: select Find Now to select a funding source. 

A pop-up window will appear; use the dropdown menu to search for and select the funding 
source. Select Search KC for Proposals/Awards. 
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Select the funding source (radio button selection) and click OK. If more than one funding 
source applies, repeat the search and selection process. 

	 Question 2: select Add. 

 Question 2: select either the Yes or No radio button.
	

Biosafety Summary: 

	 Question 1: item selection displays additional SmartForm pages. (Example: selecting 
Tissues, Blood, or Body Fluids displays the Tissues, Blood, or Body Fluids and Biohazards 
SmartForm pages.) 

Selecting Plant Pathogens displays the Transgenic Plants SmartForm page.  If ‘Other’ is 
selected, a response (data entry) is required in Question 2. 
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Tissues, Blood, or Body Fluids: 

 Question 1: select Add. 

 Question 2: describe any tissues transplanted between species.
	

 Question 3: Describe the quantity of tissues and volumes of fluids to be used. 
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Selecting the Add button displays the following pop-up SmartForm page: 
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Human Primary Cells or Cell Lines: 

 Question 1: select Add. 

 Question 2: list other mammalian species cell lines.
	

 Question 3: list other non-mammalian species cell lines. 


 Question 4: identify cultures in volumes over 10 liters. 


Selecting the Add button displays the ‘Add Biological Material Information’ pop-up 
SmartForm page (as previously displayed): 
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Bacteria, Yeasts, Fungi, or Parasites: 

 Question 1: select Add. 

 Question 2: describe other microorganisms. 

Selecting the Add button displays the ‘Add Biological Material Information’ pop-up 
SmartForm page (as previously displayed): 

Viruses or Prions: 

 Question 1: select Add. 

 Question 2: describe other viruses or prions. 

Clicking the Add button displays the ‘Add Biological Material Information’ pop-up 
SmartForm page (as previously displayed): 
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Toxins, Agricultural Pathogens, or Select Agents: 

Note: clicking the link below titled “Select Agents and Toxins Exclusions” directs the user 
to the (CDC/USDA) Federal Select Agent Program website. 

 Question 1: select Add. 

 Question 2: select appropriate radio button. 


 Question 3: add and upload SOPs. 


Clicking the Add button displays the ‘Add Biological Material Information’ pop-up 
SmartForm page (as previously displayed): 
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Add Biological Material Information – Material Selection: 

Note: when searching for biological material, if the item is not found in the displayed list, select 
Other. 

Identify the material; provide a detailed summary describing the use of the material. 


The ‘other’ material will be added to the biological agents list in a future update (as a 
selection item). 
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Biohazards: 

In a tabular format, the system displays the items selected in the previous SmartForm 
pages. 
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Recombinant or Synthetic Nucleic Acids Usage: 
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Recombinant or Synthetic Nucleic Acids Usage: (continued) 


Note: (Question 2) clicking the down arrow will display additional information.
	

Clicking the associated checkbox will also display the additional information:
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Recombinant or Synthetic Nucleic Acid Work Description: 
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Question 1: when selecting first check box, the system displays field to describe the 
construct being used. 

Question 1: when selecting the second check box, the system displays the following:
	

Both checkboxes may be selected.
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Human Gene Transfer/Human Clinical Trial: Approval: 

 Question 1: select Add to attach documents relevant to standard operating procedures. 

 Question 2: select upload. 
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Animals and Arthropods: 


Note: (Question 1i) Clicking the ellipsis allows for species selection:
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Note: (Question 1ii) Clicking the ellipsis allows for building/room selection, switching to 
advanced search to locate buildings and rooms. 

Genetically Modified Animals, Arthropods, and Plants: 

 Questions 1 – 2: enter text descriptions.  

 Questions 3–4: select appropriate radio button.  

 Question 5: upload SOP documents, if applicable. 
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Gene Transfer: Transgenic Strain: 


Questions 1 – 3: enter descriptions and select appropriate radio button.
	

Gene Transfer: Virus: 


Question 1: select appropriate radio buttons. 
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Transgenic Plants: 


Risk Group and Containment Practices: 
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Exposure Assessment and Protective Equipment: 

Questions 1 – 2: enter description and select appropriate radio button. 
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Note: (Question 3) selecting Biosafety Cabinet, Autoclave, Eye wash facilities, and Other 
displays additional data fields. Example: 
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Exposure Assessment and Protective Equipment: (continued) 


Note: (Question 5) clicking the ‘Add’ button displays the following:
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Dual Use Research of Concern: 


Note: selecting ‘Yes’ displays the following:
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Environmental Release Controls: 

Questions 1 – 3: select appropriate radio buttons.  

Questions 1 – 3: select appropriate radio buttons.
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Biosafety Additional Information: 

Questions 1 – 3: select appropriate radio buttons.  

Note: Question 1 ‘Yes’ radio button selection – page display:
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Biosafety Additional Information: 

Note: Questions 3-6 ‘Yes’ radio button selection – page display: 
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Supporting Documents: 

Question 1: click the Add button to attach or upload documents relevant to the submission 
(e.g., waste, spill, and/or decontamination management plans, SOPs – documents that will 
aid in the review of the submission). 

Click the Finish button. 


Note: 

 Selecting Finish will not submit the application; the Submit action on the application 
workspace still needs to be performed. 

 Selecting Finish will exit the SmartForm and return you to the application workspace. 

 You can also select Exit to exit the SmartForm and return to the application workspace. 
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Submission Workspace: 


The submission may still be edited by the Principal Investigator/applicant or select ‘Submit’ 
on the left side menu (application workspace). 

Note: 

 The Submit action will display on the application workspace only to the PI. 

 The Submit action is not displayed to team members on the application workspace. 
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Review the Investigator’s Assurance. 


Click the checkbox indicating statement agreement, add applicable comments and 
supporting documentation, and click the OK button. 
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The application has now been submitted to the Biosafety office for review. 


Note: 

 The application is now in the Specialist Review state. 

 The application is not editable in the Specialist Review state. 
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