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Coeus JACUC Administrative Process — Assign Full Committee Review

The following processes apply to every submission that requires a Full Committee Review:

IACUC Protocol Module
Complete the following steps in the IACUC Protocol Module

Step 1: Open IACUC Protocol Submission
Complete the following steps when any Reviewer or PACUC Committee Member has indicated Full
Committee Review is required at any point during the lifecycle of the individual submission and no DMR
reviewers require any further revisions

1. Open the Protocol Submission Details by going to Edit > View Submission Details

2. Click on the “Reviewers” tab

Reviewers | Determinationl

~Selected Reviewers ~ =1 ~furailable Reviewers-
|

: : : . |
ev;ewer gsai:;med Due Date Recommend Action | ane |
A | BARRETT, CARLA,R =i
signated ... (0200652012 Designated Revieww &pproval | BRY ANT-GAWTHROR IAMTHE M |
dignated .. (02062012 evizionz Required | MUSTAF A AHMED J:
sdignated . (02062012 Dezignated Reviews Spprowval TESTO31 LUSER .
|| EMFRACGER ROBAL DD |

3. Record the following information for all listed Reviewers (outside of Coeus):
a. Name
b. Reviewer Type
c. Assigned Date

4. Update “Review Type” to be “Full Committee Member Review”

Submission details for Protocol 1202000393 x|

Protocol Details

Protoocol ID : |1202000393

Protocol Title : JACUC Admin User Manual Record ﬂ 0K |
LI Cancel |
PI - [HERSHBERGER, KRISTINI ApplicationDate - [06-Feb-2012 Fievious |
Submission Details : Hau |
Submission Type : PACUC Requested Revisions LI Review Type i’ull Committes Member Review i | Review Comments |
Type Qual : 15 Wiew Attachment |

P Y : :

5. Click “Yes” to warning message. This will erase listed Recommended Actions
6. Click the “Select Schedule” button to open list of available committee meetings
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Rl S — NIEW A ECHMENT
Submission Status - |Submited to Committes
Date - [07-Fen-2012 Place:[
Committee Id : [PACUC1
Committee Name : [PACUC Select Committee |
Scheduleld:[  ScheduleDate | Select Schedule Il

Reviswers | Determination |
an = !

7. Select the appropriate scheduled meeting time and click “Ok”.

Eﬁchedule Selection |

HANS 103 [14:30

‘& NOTE: To remove Schedule Date, open Submission Details window and click the “Select
Committee” button, then click “OK” in the Committee Selection window. Schedule Date
should be cleared. Click “OK” in Submission Details window to save changes.

8. Return to Reviewers tab

9. Re-assign previous Reviewers and manually enter previously recorded information for each.
a. Name
b. Reviewer Type
c. Assigned Date

10. Check the “Review Complete” checkbox to the left of each reviewer’s name

11. ENTER COMMENT WITH FINAL DMR PRE-SCREEN RECOMMENDED ACTIONS

12. Click “Ok” to save and close Submission Details

Step 2: Assign to Agenda
Selecting a Schedule for a protocol submission will only make it available for that agenda. Each protocol
submission must also be manually assigned to the selected agenda.

&3

Open Schedule by going to: Maintain > Committee —or- clicking the “Committee” [_I icon.
Double click the Committee ID: PACUC 1

Click the “Schedule” tab

Select the appropriate schedule date and click “Maintain”

i A
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E.d1ACUC Committee Details - PACLIC 1

Schedule

Schedules for this committee

Etoeus - TOMPKINS, CHRISTOPHER M - Coeus Beta

Schedule DateI Day Of Week I Deadline Status I Place Time
21-Dec-2011 Wednesday 11-Mar-2011 Scheduled HAMNS 103 14:30
18-Jan-2012 Wednesday 28-Dec-2011 Scheduled HAMS 103 14:30
15-Feb-2012 Wednescday 25-Jan-2012 Scheduled HAMNS 103 14:30
21-Mar-2012 Wednescay 29-Feb-2012 Scheduled HANS 103 14:30

3 15-Apr-2012 Wednesday 28-har-2012 Scheduled HANS 103 14:30

Add
Delete

Generate

| Maintai ]

With Schedule Details open, click the “Protocols Submitted” Tab
Highlight the desired protocol submission and go to: Actions > Assign to Agenda
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Assign To Agenda

Remove From Agenda
Reschedule

Tabled

Withdraw Submission

Schedule Attenclance | Minutes |
Protg  Committes Actions Submission Type Sub. Type Qualifier Sub. Review Type | Submission Status | Submission Date|
1101000y Response Approval Renewal Designated Member R... |#pproved 07-Jan-2011
Designated Review Approval -
1101000C Initizl Protocol &pplication Designated Member R... [Approved 07 -Jan-2011
Administrative Approval
11010000 e e dmendment Designated Member R [Approved 07 -Jan-2011
10002 faciic Acknawledgement |Amendment Desigrated Member R... [Submitted to Committes. [23-Nov-2011
11120007 IACUC Review Mot Required F¥1 &nimal Transter Agreement Designated Member R... [Submitted to Committes 07-Dec-2011
1112000337 Routing Test PACLC Requested Revisions Designated Member R... (Submitted to Committee [02-Dec-2011
1112000361 Tabled Test Record Initial Protocal Application Designated Member & [Submitted to Committee |29-Dec-2011
1201000364 Print Sumimary Test Initial Protocol Application Designated Member R [Minor Revisions Regui 04-Jan-2012

7. On the Assign to Agenda Action, click “OK”
8. Close the Correspondences List window

9.

Exit the IACUC Schedule Details

‘E\ NOTE: To REMOVE a submission from an agenda:

Actions > Remove from Agenda.

Complete Steps 2.1-2.6 above then go to
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