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Coeus JACUC Administrative Process — Response to Revisions Intake

The following processes apply to every submission received by PACUC Administration. The intake
process should start once the system generated “Waiting for Approval” email is received:

From: coeus-test@purdue. edu
To: Tompkins, Christopher M.

Cc
Subject: | BETA-IACUC Protacal 1201000371 (P:: HERSHBERGER, KRISTINE K] is Waiting far Approval |

PLEASE DO NOT REPLY TO THIS EMAIL
To Approve this IACUC Protocol, click the first link below to open CoeuslLite and login with your Care
"Approve” button found in the left nawigation. Click "Approve” again to provide your authorization t

You are designated as an alternate approver for this IACUC protocol

PI: HERSHEBERGER, KRISTINE K
Profit Center: 48781888 : Vp For Research
Protocol Number: 12616886371

Title: IACUC Admin User Manual Record

IACUC Protocol Module

Step 1: Open IACUC Protocol Submission

1. Identify Protocol Number from Notification Email — this will be both in the email Subject line and
in the body
2. Launch Coeus Premium and open the “IACUC Protocol” module by going to Maintain > IACUC

Protocol —or- clicking the “IACUC Protocol” icon u in the top navigation.
3. IACUC Protocol Search: The standard search window will open. Search by the Protocol number
identified in the email notification and click “Find”

B\ NOTE: If the search window is accidently closed, re-open by clicking the “IACUC Protocol
Search” \&I icon in the top navigation.

Protocol 1201000385 can be searched by *385

23\ NOTE: Search criteria may be abbreviated by using the asterisks key (*) as a wildcard. Example:

4. Open record in Display by double clicking the listed result or going to Edit > Display IACUC
Protocol

Step 2: Protocol Submission Type

1. Open the Protocol Submission Details by going to Edit > View Submission Details
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2. Confirm Submission Type — “PACUC Requested Revisions”
Review Type — “Response”

**Make corrections to Submission Type & Review Type selections, if necessary, by selecting the
appropriate value from the corresponding drop-down list**

Submission Details -

ission Type : [PACUC Requested Revisions ~]  Review Type : Response | [ |Revie
lype Qual :
Submission Status : Routing In Progress

View

Date : 21-Aug-2019 Place :

Committee Id : PACUC1
Committee Name : PACUC Select Committee

Schedule Id : Schedule Date - Select Schedule

3. If the Submission Type and Review Type are not what is shown above, you can confirm if the
submission is supposed to be a Response to Requested Revisions by looking at the Previous
Submission Details screen

o Locate the buttons on the left side of the Submission Details Window
o The “Previous” button should be active
o Select “Previous”

Il Engagement Programs N OK
Cancel
i J
Date : 30-Oct-2018 Previous
Next
Type : [Response ;l Review Comments
= View Attachment
Mlace :

o Locate “Action Details” section, at the bottom of the Submission Details window
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Submission Details Next
e Procoo optesion Sl neree ey s
Type Qual : |NOT APPLICABLE =2 View Attachment
Submission Status : Minor Revisions Required
Date :|31-0ct-2018 Place :
Committee Id : PACUC1
Committee Name : PACUC Select Committee
Schedule Id - Schedule Date : Select Schedule
Reviewers Determination
Selected Reviewers Available Reviewers
Review Reviewer | Assigned Name
Complete — | Type ‘ Date | i
CHANG, CHUN-JU ~
|CONWELL, LESLE __|Designated ...[11/01/2018 __[11/15+. << FORD, BRIAN D
[FERNER WILLIAM T _[Designated ...[11/01/2018___[11/15F, JOHNSON_JAY'S
[KRTCHEVSKCY, JANL.[Designated .| 1110172018 [111E, | >> | | pcapek, sTEvenD
JOTEHAW, CAROLP _[Designated . [11/0172018 ,""i‘ DARBYSHRE, AMANDA K
|SNIDER, LISA D Designated ...[11/0172018 _ [11/15/: ZMMER, MICHAEL |
< 2 BUGHER. LORID >
Voting Details
Vote Count : No :0 Yes -0 Abstainer : 0
Comments :
[Action Details
Description  Date Action D... Comments
...| [BMinor Revisions ... [15-Nov-2018 15-Nov-2018 =
...... Submitted to IAC...31-Oct-2018 31-0ct-2018 |Submitied to IACUC El

If the submission truly is a Response to Requested Revisions, the top Action listed will be
“Minor Revisions”

Action Details
Description Date Action D... Comments i
I Ninor Revisions ... 15-Nov-2018 ‘15~Nov~2018 ‘
...... Submitted to IAC...[31-Oct-2018 [31-0ct-2018  |Submitted to IACUC %

**This can also be determined by looking in the Actions tab (in the protocol record)**

4. Click “Ok” if updated, Click “Cancel” if no changes were made to the Submission Details screen.

Step 3:

Step 4:
1.

Administrative Review
Complete a review of the Submission content to ensure all required components are present and
identify any incorrect information, when possible.

Training Qualifications

Identify Procedure Personnel

**The Procedures tab is currently not utilized by PACUC; you will need to look in the appropriate
section of the PACUC Protocol Application Attachment — in Attachments tab — for procedure
specific information**

2. Check Qualifications: Currently use externally maintained PACUC Training Database

3.

Enter Training Comment

Open Protocol Submission Details: go to Edit > View Submission Details

b. Click “Review Comments”

In the Review Comments window, click “New”
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zl
Reviewer I Entry I Final I Private

Modify

Delete

Move Up
Move Down

Print

Attachments

Last Update: I Update User:

d. If APPROVED:
= (Click the magnifying glass icon next to Contingency Code

x
Entry Contingency Code : I &, | Final [ Private

Save & Close

Save & New

Cancel

= Click: “ANIMAL QUALIFICATIONS: Checked and Approved”
= Click “OK”
e. If DISAPPROVED:
= Enter comments on training/qualifications discrepancies for all applicable
Procedure Personnel in text box

Check BOTH the Final and Private boxes
Click “Save & Close”
Click “Close” on Review Comments window

> @ -

Close Submission Details window, click “Yes” when asked if you want to save changes.

Step 5: Protocol Routing & Approval
1. Open the Protocol Routing: Go to Protocol Actions > Approval/Rejection
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2. Select the IACUC Admin Map

Protocol Routing

Routing Start Date: 2012-01-24 12:54:47 0 by TOMPKING, CHRISTCPHER M

Routing End D ate:

Submizsion Number: 4

Last Updated: 8/21/19

Approve

Sequential Stop 1

| PN dsnider

SMIDER, LISA D

‘Waiting For Approwal

%‘ mrdavenp
% mcentena
% tampking
% lbugher

Camments I Attachments I

DAVENPORT, MORGARN R

PANICT, MELISSA R

TOMPRINS, CHRISTOPHER M

BUGHER, LORI D

Waiting For Appraval
‘Waiting For Appraval
‘Waiting Far Appraval
“Waiting Far Apprasval

3. Confirm that “Waiting for Approval is next to each listed nhame

4. Approve the routing

& NOTE: Approving protocol will acknowledge acceptance and move to IACUC Protocol

Submission module

Protocol Approval

Camments | Atkachments |

Comments:

Save & New New

Approve

Add Approver

hodify |
Delete |

Add Alternate
Pass
Cancel

a. Click the “Approve” button=> Protocol Approval window will open

b. Click the “Approve” button again.

_or_

5. Reject submission

IMPORTANT: IACUC Administrator must authorize prior to Rejection
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Protocol Rejection . il

Confirm your Rejection of the Protocol

Camments | Attachments | Reject
Comments:
Cancel
Save & New Mew

Modify

Delete

i

a. Click the “Reject” button—> Protocol Rejection window will open
b. Enter DETAILED reason(s) for rejection in Comments box (REQUIRED)
c. Click “Reject” again

Step 6: Complete Administrative Corrections

23\ NOTE: Only initiate Administrative Corrections once routing is complete and status is
“Submitted”.

Select submission from results list

Go to: Edit > Administrative Correction
Enter Comment and click “OK”

Add All Applicable Correspondents

P wwnN e

E_d1aCuUC Protocol Details - 1201000385

Actions I Species § Groups I Procedures I Scientific Justification | Altternatives rhments |
Pratocal I Investigator I Stuchy Personnel Corresponclents |

~Co i

Type I I Hame | Add |

|=a ||sponsored Progr... | BRYANT-GAWTHROP, 1ANTHE M Delete

| Find Person I
Find Rolodex |

Sponsored Progr E

Binzafety Officer
Animal Facility Supervisq

Go to Correspondents Tab

Click “Find Person”

Complete search for desired Person
Select Appropriate Correspondent Type

© a0 oo

Save and repeat for all additional Correspondents

5. Revise any other data that may need corrected (i.e. attachment descriptions, etc.)
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6. Save and Close record

7. Exit IACUC Protocol module and go to IACUC Protocol Submission Module U to complete
intake

IACUC Protocol Submission Module @

Complete the following steps in the IACUC Protocol Submission Module only when the previous steps
are finished.

Step 6: Open IACUC Protocol Submission

1. Open the “IACUC Protocol Submission” module by going to Maintain > IACUC Protocol

Submission —or- clicking the “IACUC Protocol Submission” icon @
2. 1ACUC Protocol Submission Search: The standard search window will open. Search by the
Protocol number identified in the email notification and click “Find”

B\ NOTE: If the search window is accidently closed, re-open by clicking the “IACUC Protocol

Submission Search” icon Bl in the top navigation.

B\ NOTE: Search criteria may be abbreviated by using the asterisks key (*) as a wildcard. Example:
Protocol 1201000385 can be searched by *385*

Step 7: Protocol Submission Details
1. Open Protocol Submission Details window: Go to Edit > Submission Details —or- click the

a
Submission Details icon

& NOTE: In the IACUC Protocol Submission module, be sure to display the Submission Details
from the Search Results list page. Do not open record to view Submission Details.
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2. Select/Save IACUC Committee
a. Click the “Select Committee” button
b. “PACUC 1” should be highlighted. Click “OK”
c. Click “OK” to save Submission Details

Protocol Details
Protoocol ID : 1810001816
Protocol Title - |Use of Animals for Purdue Veterinary Medicine Youth Educational Engagement Programs N
Cancel
L s J
Pl : |\ WEISMAN, JAMES L ApplicationDate : 30-Oct-2018 Previous
Submission Details : Next
Submission Type : |PACUC Requested Revisions ;I Review Type : [Response d Review Comments
Type Qual : e View Attachment
Submission Status : | Submitted to Committee
Date : 21-Aug-2019 Place :
Committee Id - PACUC1 . -
Committee Name : PACUC | Select Committee |
Schedule Id : Schedule Date : Select Schedule

3. Re-open Protocol Submission Details

IMPORTANT: The Review Type Determination process should NOT be completed for Continuations or
Revision Responses.

4. Assign Applicable Reviewers

23\ NOTE: For Response to Revisions submissions, only assign the Reviewer(s) who requested
revisions.

a. Reviewers tab should be displayed by default
Click the names of needed Reviewers from the Available Reviewers list on the right

<<
c. Click the left pointing double arrow icon to assign

Repeat for all applicable Reviewers
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Submi n details for Protocol 1201000385

Protocol Details

Protoocol 1D : 1201000355

Protocol Title :

Last Updated: 8/21/19

ACUC dmin User Manual Record - 2 i’ oK
Cancel
|
Pl ; |HERSHBERGER, KRISTINI ApplicationDate : [24-Jan-2012 Pievious
Submission Details : Next
Submission Type : |nitial Protocol Application LI Review Type : Fending |&CUC Determination LI Review Comments
Type Qual : LI View Attachment
Submission Status - [Submitted to Committee
Date : [24-Jan-2012 Place : |
Committee Id : IPACLIC 1
Committee Name : IPACUC Select Committee
Schedule Id : I Schedule Date :I Select Schedule
Determination I
Selected R -vailable R (
Review Reviewer | Assigned Name
C Name Due
omplete Type Date FERMER, vMILLIAM T -
| AN ALSTIME, WILLL.. |Designated ... |01/2402012 GOLDEN, ROBERT Wy
MNICHOLS, KRISTA M
BARRETT, CARLA R
BRY ANMT-GAWTHROP, IAMTHE M
MUSTAFA, AHMED
1 | TESTOR , USER ]
5. Update Review Type field — Designated Member Review
Submission details for Protocol 1201000385 N x|
Protocol Details
Protoocol ID : 1201000385
Protocaol Title : JAcUC Admin User Manual Record - 2 - oK
{
Cancel
Ed
PI - [HERSHBERGER, KRISTINI ApplicationDate : [24-Jan-2012 Previous
Submission Details - Hest
Submission Type : jn'rtia\ Pratocol Application j Review Type besignaied Member Review Review Comments
Type Qual - I E — } "’ Wiew Attachment
sl i = - ber
Submission Status : |Submitted to Committes ull Committee Member Review
Date : [24-Jan-2012 Place : FvI
2 i esponse
Committee Id : |PACUC 1 pencing 14CLIC Determination
Committee Name : [FACUC Selech Commites

Schedule |d

a.

[on

= Schedule Date :I

Select Schedule

Click the “Review Type” dropdown and select “Designated Member Review”
Click OK to Save and Close Submission Details window

. Email notifications will be automatically sent to assigned Reviewers
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