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Coeus IACUC Administrative Actions—Full Committee

The following processes apply to use of the Committee Module; including meeting preparation, Committee
Actions, and generation of minutes.

Committee Module

The following steps should take place once you are ready to create the Agenda for your Full Committee
meeting

Step 1: Create and Generate Agenda
Complete the following steps when all protocols to be reviewed have the Submission Status of “In Agenda”

Go to Maintain > Committee on the task bar, or click on the Committee button |_| on the tool bar.
Double click on the PACUC Committee (Committee ID: PACUC1)

Click the Schedule tab

Select the appropriate schedule date and click “Maintain”

A

E.d1acuc committee Details - PACUC 1

Commiﬂeel Membersl Area of Research] Schedule

Schedules for this committee

Schedule DaleI Day OF Week Deadline Status Place Time Add |
21-Dec-2011 Wiednesday 11 -Mar-2011 Scheduled HAMS 103 14:30 Delete |

18-Jan-2012 Wednesday 25-Dec-2011 Scheduled HAMS 103 14:30
Generate
15-Feb-2012 Wednesday 25-Jan-2012 Scheduled HAMS 103 14:30
21-Mar-2012 Wiednesday 29-Feb-2012 Scheduled HANS 103 14:30 M
~  18-Apr-2012 Wiednesday 28-Mar-2012 Scheduled HANS 103 14:30

With Schedule Details open, click the “Protocols Submitted” tab
Make sure all protocols to be reviewed are “In Agenda” status
Click on Other Actions tab to start creating your Agenda

Click the Add button to enter items on Agenda

v o N oW,

Select the action Type from the drop-down menu (this will be your Heading)
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10. Enter the description you want to be visible under the selected heading

E_A1ACUC Schedule Details - 431
Schedue | Profocols Submitec e | Mirates |

- Audd
Type Descriplicn |

3 |aporovel of Minutes = | iote: on Minutes: from March mesting Dalate I

11. Continue to add Action Types and Descriptions until all are entered

13. To generate the Agenda, go to Edit > Generate Agenda on the task bar

12. When you are finished, click the Save button on the tool bar

£ JCoeus - DAYENPORT, MORGANR - Coeus QA
File | Edit Actions Maintain Departriental  Admin  Central Admin  Report  window  Help

Generate Agend R e E B R EEE=EY

View Agenda

Generate Minukes
View Minutes

Sch actions | attendance | Minutes |

WView Al Correspondence

£ Generate Correspondence

Description

Submission Details B I
. “ote on Minutes from March meetng

| Review Comments

i T O T =TT Mext meeting will include manditory tarining

14. When finished viewing Agenda, close the window and you should return to the IACUC Schedule details
window

15. To make the Agenda available to the Committee on Coeuslite, click on the Schedule tab and then
check the box next to “Available to Reviewers”
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L TACUC Schedule Details - 431
s Submited | Cther Actions | Attendance | Minues |

Committes ID - PACUCT
Committes Mame : PACUC

Schedule Date © [18-Ape-2012 Status @ |Schedued -
Place : 143 Tme : |23

Max Protocols - oo Deadling - [ig-aprzotz
Agenda Generation: | MeetingDate: [
StatTime: [ EndTime: [
Available to Reviewers © &
Comments : ‘._.J

=]

Step 2: Complete Committee Actions:

16. Click the Save button
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Before you can complete Committee Actions on a protocol “In Agenda”, you must first enter attendance from

the meeting.

1. Complete items 1 through 4 in Step 1 (above) to enter the Committee Module and Maintain the

appropriate meeting schedule

2. Click on the Attendance tab and then click on the Members button to bring up the list of available

Committee members

3. Hold down the Ctrl key and click on the member names of those who were present for the meeting

4. Once all present members are selected, click OK

Comment s =re SANCIW, CYNTHLA J
e MUSTAFA AHMED

|

i
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5. If someone in attendance is a Guest or Alternate, check the appropriate box next to their name
a. If Alternate is selected, the Members list will appear again for you to select the name of the
member which this person was an alternate for in this meeting; then click OK

Click the Save button EI

Click on the Protocols Submitted tab and select the protocol on which you wish to complete a
Committee Action

No

JACoEus - DAYENPORT, MORGANH - Cosus QW
Fle Edk Adewrr Marfsn Depatsendsl Adein  Cermdral Bdmin  Report  Window  Help:

3| (| 2|88 vle8 £l 23 & 0|8 o8B &] %|/=/nmn| 4

Bl o]

ﬂ “meml agendrs | Moo |

Protoced Ho Piotocol Titke Submizsion Tppe Sub. Type Dualifier Sub. Fleview Type | Swbmistion Stabus | Submsizcion D
T 0OET AN Ordooatty 61 mEtabolc 0O Ameraimesnl Detagratod Mestas [0, I Aot 24 i 307 3
101 000EXTANI0  MACS 16 Principles of Are . Avereiment Degrabed Mandes B InAgereds TPk 2
TAA000Sa Co Diges wrimesy profedn o or . PRDUK Regpoe el Rervizions Ferpanss I dgesreda 1M 12
A AER00GET 4 ull e Iritisl Proboood Appbcaton Full Commiies Hembe  In Sgesrede 1M -2012

8. Go to Actions > Committee Actions on the task bar

E.dCoeus - DAVENPORT, MORGANR - Coeus DA
File Edit | Actions Mainkain  Departmental  Admin Central Ad

@| J- Assign To Agenda
Remaove From Agenda

@| ﬂ Reschedule

Tabled

Schedule wWithdraw Subrmission

| R Committes Actions
Response Approywal
Designated Review Approval
11120002 . |Amendment
Administrative Approyval
11120004 Adminiskratively Incomplete | mendmert I
12010003 TACUC Acknnwledgement .. PACUC REDIUESt*
1 203000€ IACIC Review Mok Reguired Initial Protocol AFI
|

9. Select the appropriate Motion from the drop-down menu and enter the total “Yes Votes”, “No
Votes”, and “Abstained” count in the corresponding fields. If there are Abstainers, click “Add” and
then select the name(s) of those who abstained from voting, then select “OK” in the Attendees List
Window. Be sure to enter any necessary Review Comments prior to selecting OK in the Protocol Vote
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Count window by selecting the Review Comments button. If no Review Comments are necessary at
this time, just click OK after entering Motion and vote counts (see step 10).

rWYoting Details
oo - [ S -
e Voes 7 NoVaes 1| Ak
ot
BUGHER, LORID
Delete
Voting Comments -
=

10. When finished, click “OK” in the Protocol Vote Count Window.

Protocol Vote Count - 11110003204001 | = |

rVYoting Details

g r——
Yes Vot 7 No Votes | 4 Abstained -

Abstainers
Attendees List A— u

Attendees

KEAZER, LUCIA R —
EMMERTON, JACQUELINE A Cancel
SNIDER, LISA D
NICHOLS, DAVID E
SZETO, DANEL P
ZOLLNER, PATRICK A
MATTHEWS, DONALD L

QUINN, VANESSA S

"YEOMANS, CHRISTOPHER L
DAVENPORT, MORGAN R
BRYANT-GAWTHROP, IANTHE N
CONWELL, LESLE

11. Adialog box will ask if you want to Approve/Request Revisions/etc., select “OK” and the
Correspondence should generate for the completed Action. Select the appropriate letter (if
applicable), check the “Final” box next to your selected template, click “Save” and either View or Close
the Correspondences List window. Send email notification, if necessary.
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Reports generated during the action "Approve’ for the protocol -
1111000320A001

Description
Approval Letter 26-Juk2012 10:59:00 AM

Step 3: Meeting Minutes:
This step should be completed after the Full Committee meeting has taken place and all Committee Actions
have been performed on the protocols submitted.

Go to Maintain > Committee on the task bar, or click on the Committee button I_l on the tool bar.
Double click on the PACUC Committee (Committee ID: PACUC1)

Click the Schedule tab

Select the appropriate schedule date and click “Maintain”

PwnNE

EIAEUE Committee Details - PACUC 1

Commiﬂeel Membersl Area of Research] Schedule

Schedules for this committee

Schedule DaleI Day OF Week Deadline Status Place Time Add |

21-Dec-2011 Wednescay 11 -Mar-2011 Scheduled HAMS 103 14:30

Delete
18-Jan-2012 Wednesday 25-Dec-2011 Scheduled HAMNS 103 14:30
Generate
15-Feb-2012 Wiednesday 25-Jan-2012 Scheduled HAMS 103 14:30
21-Mar-2012 Wizdnesday 29-Feb-2012 Scheduled HANS 103 14:30 M
~  18-Apr-2012 Wiednesday 28-Mar-2012 Scheduled HANS 103 14:30

5. Select the Minutes tab and then click the New button to enter a new minute entry.
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| Schedule | Protocols Submitted | Other Actions | Attendance | Minutes |

Eniry Type | Entry | Final  Private

Protocol - 1112000437A002 He's wanting to add sheep and cattle All personnel on protocol h...
Protocel - 1112000357A001 Ciana Fahnbulleh does not have a @ form

Protocol Reviewer Comment - 1112000437A4002 |1, “You describe 'sedation’ for cattle (students will be able to mo...
Protecel Reviewer Comment - 11120004374002 |51 With this amendment, it appears that Pet Professors animals ..
Protocol Reviewer Comment - 1112000357A001 1. Please justify why 95 animals are needed. How many treatm...

===
===

6. Start with the Entry Type “Attendance” and enter all the Non-Voting Members, one entry at a time

7. Check the “Final” & “Private” check boxes at the top of the Minute Entry window
8. Click “Save & New” to add another entry

Minute Entry | PG |
Entry Type Entry Final Private
Adverse Events

DAVENPORT, MORGAN R

General Comments
Other Business
Protocol

Protocol Reviewer Comment

9. The “Other Business” Entry Type will let you elaborate on the Agenda items. Select “Other Business”
then select the agenda item in the box below titled “Other Business”.

10. Type the entry for the selected agenda item, then check the “Final” & “Private” boxes and either “Save
& New” to continue adding entries or “Save & Close” to close the Minute Entry window. You can also
select individual protocols from the Entry Type and add comments to those to show up in the minutes,
if you wish.

Note: If you enter Minute entries on individual protocols, they will show up in the Review Comments
for that protocol.

11. When finished with entries, click the Save button ,@

12. When you are ready to generate the Minutes, go to Edit > Generate Minutes on the task bar
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File Actions Maintain Departme
% ] Generate Agenda

EJ View Agenda
7 Generate Minutes
5 View Minutes

View All Correspondence

Generate Correspondence

Submission Details

Review Comments
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13. If you have already generated the minutes and you just want to view them again, go to Edit > View

Minutes. You will then have to select the version of the minutes you want to view, then click “OK”

.

View Minutes

Committee ID : pacuct
Committee Name : pacuc

Version No. Date Created OK
1 26-Jul-2012 01:16:20 PM
2 26-Jul-2012 01:18:43 PM
3 26-Jul-2012 01:20:03 PM
4 Z7-Jul-2012 09:37:56 AM

vl
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