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Coeus IACUC Administrative Process — Deactivate Protocols

This action can be initiated by the Pl or anyone who obtains the Aggregator Role on the protocol record.
There are also 2 ways this action can be initiated:

e Inthe Questionnaire section of the Annual Continuation or Triennial Renewal

e Request to Deactivate anytime throughout the lifecycle of the protocol

Deactivation Request via Annual Continuation or Triennial Renewal

When reviewing the Annual Continuation Questionnaire or Triennial Renewal Supplement
Questionnaire, the question asking if they want to deactivate their protocol will be answered “Yes”. The
actual routing and approval of the submission will be considered confirmation that the Investigator
does, in fact, wish to deactivate their protocol.

1. Approve Submission

a. For Annual Continuations, complete the Approval action as you normally would. Do
NOT check Final box in Correspondence List window, do NOT send approval notification
to Pl, do NOT save/upload approval letter.

b. For Triennial Renewals, when completing approval action, be sure to enter the same
date in ALL the date fields (Approval Date, Expiration Date, & Action Date) in the
Designated Review Approval Action window before clicking OK. Do NOT check Final box
in Correspondence List window, do NOT send approval notification to PI, do NOT
save/upload approval letter.

Designated Review Approval Action-1205000056E002 =
Are you sure you want to perform Designated Review o
Approval on this protocol? 0K
Approval Date-| 05-Sep-2012 Cancel
Expiration Date: | 05-5ep-2012 Review Comments
Comments -
-
e ]

2. Once Annual/Triennial submission is approved, go to IACUC Protocol module and search for
base protocol number and highlight it. Go to Edit > Request to Deactivate
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Actions Maintain Departmental Admin Central Admin
Add IACUC Protocol
Meodify IACUC Protocol
Display IACUC Protocol
Delete IACUC Protocol
Copy IACUC Protocol

View Summary

View History
Administrative Correction

Mew Amendment

Protocol Renewal

MNew Renewal/Amendment

MNew Continuation/Centinuing Review

Mew Continuation/Centinuing Review with Amendment

Abandon Protocol

Request to Deactivate

Request to Lift Hold

3. Inthe “Comments” text box, enter “Pl requested deactivation via (Annual or Triennial)
guestionnaire...” or similar statement; then click OK

Regquest to Deactivate-1205000075 [
[ camca |
Comments

Pl requested via annual questonnaire]

Action Date : | ps.Sep-2012

Description Last Updated Updated By

4. Dialog box will appear telling you the requested action has been completed successfully; click
OK.

5. Do NOT send the email notification. Click “Cancel” in the Send Mail window.

6. Look up the base protocol record in the IACUC Submission module

7. Make sure the Request to Deactivate submission is highlighted and go to Edit > Review
Comments
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8. Select “New” and enter “Investigator requested deactivation via (Annual or Triennial)

Questionnaire” or similar comment
9. Check the “Final” box and Uncheck the “Private” box; click “Save & Close”

Review Comments | = |
Comments ‘ R4 | F
revend - —
Entry iy e 7] Final | Private E
Investigator requested deactivation via Annual Continuation Questionnaire Save & Close Modif
bodify
Save & New
Delete
I
Move Up
Move Down
Print
Last Update:
Update User:
Last Update: Update User:

10. Click Close on the Review Comments window

11. Make sure the Request to Deactivate submission is highlighted and go to Actions > Deactivate

Actions | Maintain Departmental Admin Central Admin Tools Report Window Help

e I L= E Y

Designated Review Approval

Administrative Approval

Minor Revisions Required

Major Revisions Required

Return to PI Initial Protocel Application
Administratively Incomplete Minor Revisions Regquired[2012/0517 Initial Protocol Application
TACUC Acknowledgement

IACUC Review Not Required
Disapprove

Expire

Hold

Lift Hold

Terminate

Suspend
Withdraw Submission

Notify Committee

12. A Deactivate Action confirmation dialog box will appear
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a. Ensure Action Date is correct; click OK

Deactivate Action-1203000075

[ =
Are you sure you want to deaclivate this protocol ?

Action Date - | 15-Sep-2012

13. The Correspondences List window will appear with the generated Administratively Deactivated
letter

14. Check the “Final” box, View and save to your desktop to upload in Other Attachments

15. Then select “Save” and then “Close” in Correspondences List window

Correspondences List [ = ]

Reports generated during the action ‘Administratively deactivated® for the
protocol - 1206000092

Description
Administratively deactivated 05-5ep-2012 10:37.27 AN

16. Send email notification to Investigator

2 IACUC Protocol 1208000092 (Pt HERSHBERGER, KRISTINE K) - ADMINISTRATIVELY DEACTIVATED
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Request to Deactivate via Status Change Request

You will receive an email notification once a Request to Deactivate has been submitted through
Coeuslite.

1. Once you identify the Request to Deactivate in the IACUC Protocol Submission module, forward
the Request to Deactivate email notification to the Investigator and request a response from
them to confirm the status change

2. Once the Investigator gives confirmation to deactivate, upload the confirmation email to the
protocol (IACUC Submission Module—you can use the Request to Deactivate submission) in
Other Attachments with a description of “PI Approval to Status Change”. Then close the record.

3. Make sure the Request to Deactivate submission is highlighted in the IACUC Submission Module.

4. Go to Actions > Deactivate

@ Maintain Departmental Admin Central Admin Tools Report Window Help
Response Approval ‘g|22|§§‘ |15.|@ |H‘E| |ﬂ“ @E| §| |]|]|“ﬂ

Designated Review Approval

Administrative Approval

Minor Revisions Required Submigsion Statue  Submission Date Submission Type s
Major Revisions Required Submitted to Committee  2012/09/05 Request o Deactivate
Return to PI Approved 2012005117 Initial Protocol Application
Administratively Incomplete |f.| inor Revisions. Requwred‘zmzn’UEH 7 |\n itial Protocol Application |

[ACUC Acknowledgement
IACUC Review Mot Required

Disapprove
Expire
Hold

Lift Hold

Terminate

Suspend
Withdraw Submission

Motify Committee

5. A Deactivate Action confirmation dialog box will appear;
a. Ensure the Action Date is correct; click OK
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Deactivate Action-1205000075

|
Are you sure you want to deactivate this protocol ?

D»

Action Date : 15-5ep-2012

Last Updated: 6/11/19

6. The Correspondences List window will appear with the generated Administratively Deactivated

letter

7. Check the “Final” box, View and save to your desktop to upload in Other Attachments

8. Then select “Save” and then “Close” in Correspondences List window

Correspondences List [ = ]

Reports generated during the action ‘Administratively deactivated' for the
protocol - 1206000092

Description Date Final View
Administratively deactivated 05-5ep-2012 10:37:27 AM

9. Send email notification to Investigator

IACUC Protocel 1206000092 (PL HERSHBERGER, KRISTINE K) - ADMINISTRATIVELY DEACTIVATED
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