Transportation Request Form Voiceover
Part One: Using the Request Form
This video will help you learn how to submit a request using the DVR Animal Transportation Request Form.
[bookmark: _GoBack]First, open the DVR Vet net homepage, at http://dvrapps.ors.od.nih.gov/dvr/dvr.aspx. Next, select DVR Transportation Request.
To use the request form, you will need to log in using your NIH ID and password. When prompted, type in your domain – NIH, followed by a backslash, and then your username. Then enter your NIH password, and click OK.
Next, click the New Transportation Request button.
Now you will see the Request Form. The form has four main sections. 
· The first section identifies who is responsible for the shipping request.
· The second section identifies the pickup information, such as the pickup address, contact person, requested pickup date and time, special considerations, and biosafety hazards.
· The third section identifies the delivery information, including the destination address, contact person, and any special considerations about the delivery site.
· Finally, the last section describes the number and type of animals or items to be shipped. 
Section 1: Requestor Information
To fill in the form, start with the first section. 
Notice that your name is filled in automatically as requestor when you enter the form. These boxes are grey and can’t be changed. Boxes with a white background are open for editing. Also, please note that all mandatory boxes on the form are marked with a red star.
To begin filling out the form, first verify your own contact information. If you’d like, you can type in an additional phone number for yourself.
Next, fill in the Principal Investigator information. For animals or items to be shipped fall under an animal study protocol, please fill in the Principal Investigator, or PI, of the protocol here. For other items, please use this line for the primary contact person. Type some, or all, of the PI’s first and last name in the boxes, and then click the Find button. If the form can find the PI, it will fill in their information automatically. If there are many similar names, the form will generate a list box of options that can be used to select the correct person. If there are no results, please try again. This method of searching for contacts is used throughout the form.
If you’d like the PI to receive emails regarding the transportation request, please check the checkbox directly below.
If you are entering this transportation request on behalf of someone else, please enter their name on the Requested For line, using the same method used to find the PI.
Section 2: Pickup Information
With this information entered, we can continue on to the Pickup information.
The Pickup Location box has a list of common campuses and areas that DVR Transportation serves, including, Bethesda, Poolesville, Rockville locations, and many others. Begin by selecting the pickup location from the drop down box.
Note how the form changes as different locations are selected. Some locations allow you to select pickup contacts from the NIH Global Address Book. For other locations, you will need to type it in. Also, some locations require building numbers or other address information. Please enter as much information as possible by filling in the boxes and selecting items from lists.
Next, select the desired date and time for your pickup. DVR Transportation’s standard hours are from 6:30 AM to 3:30 PM, Monday through Friday. 
If there are any special considerations or bio-safety hazards for the pickup animals or items, please enter that information in these boxes.  
Section 3: Delivery Information
Now it’s time to enter the delivery information. This is done the same way as the Pickup Information. Select the drop off location and contact person, supplying any additional address or contact information as needed. Remember to provide as much information as you can to help the transportation staff.
Section 4: Animal and Item Information
The next section describes what will be picked up and dropped off. Transportation requests are limited to one species of animal. However, other items can be transported with the animals.
To add an animal to the pickup list, select the species from the species list box. If the species isn’t listed, select “Not Listed,” and then type in the Species name. Next, type in the number of a animals to be picked up, and the number of containers they will occupy. If the animal will be returned to the pickup location that day, check the checkbox. Finally, click the “Add pickup item” button.
Adding an item to the delivery list works the same way. Select the item from the item box, and then type just as it was done for the animals.
Items can be removed from the delivery list by clicking the “Delete” link beside the item.
Section 5: Submitting and Error Checking
Once you’ve added all of the animals and items to the delivery list take a look back to check the information you’ve entered. If you’re satisfied that it’s correct, click the “Submit” button at the bottom of the form.
If there are any errors or omissions, the form will direct you on how to fix them.
After fixing the errors, click the submit button again.
When your request is submitted successfully, you’ll see a confirmation screen. From this screen, you can view and print a copy of your request, start creating another request immediately, or return to the main menu. 
Part Two: Viewing a Submitted Request
To view a submitted or check the status of a request, click View my transportation requests on the main menu. 
The next screen shows your requests in a summary table. Each request has a status: completed, scheduled, and pending for requests have been received but have not reviewed and scheduled.
To view a request, simply click the link with the appropriate Request Number. If you know the specific request number, you may find it easier to type in the Request Number and click the View PDF button.
Part Three: Editing or Cancelling a Request
To edit or cancel a request, click Cancel Reschedule requests on the main menu.
The next screen shows a list of your requests in a summary table, similar to the View my transportation requests screen. From this screen, you can reschedule requests, alter the number of animals on a request, add or remove additional items, or cancel the request.
Changing Pickup Date/Time
To change the pickup date or time, click Date Time. Then, use the date and time menus to select a new date and time. When you’ve finished making changes, click the Update button.
Changing the Number of Animals and Adding/Removing Items
To change the number of animals, or to add or remove other items, click Items. 
To add another item to the request, select the item from the drop-down menu. Next, type the quantities, and then click Add Pickup Item.
To remove items from the list, click the Delete button for that item. 
To change the quantity of animals or items, click Edit, change the quantities as necessary, and then click Update.
When you’re finished making changes, click Done Editing.
Cancelling a Request
To cancel your request, click Cancel. You will be asked to verify your request; if you still with to cancel, click “OK”.
Final Notes
Please remember that these options for changing or cancelling your request are only available until 24 hours before the pickup date and time. To make changes after that time, please call the DVR Transportation Office at 201-496-8184.
Thanks
Thank you for taking this time to learn how to use the DVR Transportation Request System.
