
STAMP INCOMING SHIPMENT REQUEST SUBMISSION PROCESS  

1. Log into 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 “PI Collection” 

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

2. Select “My Protocols” and then “STAMP” 

 

3. Click on “Manage Institutions of 
Origin” 

 

• 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 (IO) you wish to receive a shipment from is listed, click the circle with 
the arrow next to the IO name to “Edit” 

 

https://aries.app.vumc.org/Login
mailto:DAC.shipments@vumc.org
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5. Ensure the correct Veterinarian, Shipping Coordinator Contact, PI and PI lab contacted are listed. 
If a contact is not listed, select “Add Institution Contact”. Then “Save IO” to exit the page 

 

6. Exit “Manage STAMP Institutions of Origin (IO)” 
page 
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7. Select “Incoming Order Form” to start the incoming shipment 
request 

 

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” 

 
9. Select “Add IO” to choose the institution you wish to receive a shipment from. Click on the IO of 

your choice and “Save” 
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10. Select “Add Institution Contact” to add the Veterinarian, Shipping Coordinator Contact, as well 
as the PI 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 
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11. Answer each question regarding the Animals Requested for the shipment then select “Next 
Tab” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 

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

 

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

 
 
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.  


