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ARC Assistant 
This manual covers the functionality available under the ARC Assistant menu on your home screen.  

Orders 
The Orders menu option allows you to view the animal orders and transfers that have been submitted and process 

receipt of animals.  

 

For more information about viewing and processing orders, see the ARC - Order Processing manual. 

Find an Order 
The Find an Order menu option allows you to search for animal orders/transfers in your iRIS system. 

 

For more information about using the Find an Order functionality, see the ARC - Order Processing manual. 

Cage Cards 
Cage cards are designed to be printed and used as unique identifiers for cages in the facility. Each cage has a unique bar 

code that can be scanned for identification and when conducting room censuses.  
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Cage Card Templates 
To generate cage cards, there must be at least one cage card template in the system. You can create cage card templates 

under ARC Assistant > Review Board Administration > Setup Cage Card Template. For more information about creating 

cage card templates, please consult the ARC - Review Board Administration manual. 

On the ARC – Cage Card screen, you can see a listing of all the cages in the system associated with various studies.  

 

At the top of the screen, there are a series of filters that can be used to narrow down the list of results. 

 

The filters are as follows: 

IACUC Number: In this field, begin to type in the study’s full IACUC number and a list of results will automatically begin 

to generate.   
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When you have correctly entered an IACUC number or selected a study from the system, the red dot next to the field will 

turn green.  

Cage Type: In this field, you can select from a dropdown list of the cage types available in the system. Cage types are 

configured under Review Board Administration > Setup Cage Types. 

Cage Status: In this field, you can select from a dropdown list of the cage statuses available in the system. Cage statuses 

are configured under Review Board Administration > Setup Cage Status. 

Bar Code: In this field, enter all or part of the bar code number. 

Facility: In this field, you can select from a dropdown list of the facilities in the system. Facilities are configured under 

Review Board Administration > Setup Facilities/Floors/Rooms. 

Room: After selecting a facility, a dropdown list of rooms in that facility will generate. 

Contains Animal ID: In this field, enter all or part of the Animal ID.  

Contains Animal Tag Number: In this field, enter all or part of the Animal Tag Number. 

Enter information in one or more of the filter fields and click Find to narrow down your results, or simply click Find to 

return all the cages in the system.  

From the list of cage results, you can print cage cards one at a time from the Print Card column by clicking the icon 

within an individual cage record. You can print multiple cage cards at one time by checking the boxes next to multiple 

cage records and clicking Print All. To select all the cages on a page of results, click the   icon at the top of the 

leftmost column. When printing cage cards, if there is only one template in the system, the card(s) will automatically 
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generate based on that template. If there are multiple templates in the system, you will be prompted to select a 

template from a dropdown menu. After doing so, click Generate Card to continue. 

 

If you click the icon in the Edit column, you can open and edit an individual cage record. For more information about 

editing cage records, please see the ARC - Animal Management manual. 

Bulk Cage Activation/Deactivation 
At the top of the Cage Card screen, you will see buttons for Bulk Cage Activation and Bulk Cage Deactivation.  

Bulk Cage Activation 
Click Bulk Cage Activation to continue. The ARC Cage Activation screen will open. From this screen, you can enter the 

bar codes of multiple cages that you would like to activate all at one time. Use your scanner to enter bar codes in the Bar 

Codes for Activation area, or, alternatively, you can type in or copy and paste bar code values. 

 

Enter an Activation Date, and click Activate Cages to proceed. Note that if a date is not entered, the activation date will 

be the current date. If the system detects any errors, they will be displayed in the table under “List Cages that are in Error 

versus the Scanner results.” 
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You can click the icon in the Edit column to view the cage record. When you are done activating cages, click Cancel – 

Return to List to return to the main cage cards screen. 

Bulk Cage Deactivation 
Click Bulk Cage Deactivation to proceed. 

The ARC Cage Deactivation screen will open. From this screen, you can enter the bar codes of multiple cages that you 

would like to deactivate all at one time. Use your scanner to enter bar codes in the Bar Codes for Deactivation area, or, 

alternatively, you can type in or copy and paste bar code values. 

 

Enter a Deactivation Date, and click Activate Cages to proceed. Note that if a date is not entered, the activation date will 

be the current date.  

When deactivating cages, if living animals are reported to still be housed in the cages, you will receive a pop-up 

indicating that the cages contain alive animals and if you wish to proceed with deactivation you will need to euthanize 

the animals.  
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Select the cages that you wish to deactivate after euthanizing the animals, and click Euthanize and Deactivate. Click 

Cancel if you do not wish to euthanize animals and deactivate cages at this time. 

Errors detected by the system will also be displayed in the table under “List Cages that are in Error versus the Scanner 

results.” 

 

You can click the icon in the Edit column to view the cage record. When you are done deactivating cages, click Cancel – 

Return to List to return to the main cage cards screen. 

Room Status 
Navigate to ARC Assistant > Room Status to open a screen on which you can view a list of all the rooms in the system. The 

Room Status screen allows you to indicate whether a room is used for Quarantine and change the room status from 

Active to Inactive. 
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At the top of the screen, you can use the following filters to narrow down the visible list of rooms: 

Facility: In this field, enter all or part of the facility name. 

Room: In this field, enter all or part of the room number/name. 

Quarantine?: You can select Yes (the room is used for quarantine), No (the room is not used for quarantine), or All 

(display rooms both used for quarantine and not used for quarantine) from this dropdown menu. 

Facility Code: In this field, enter all or part of the facility code.  

Room Status:  You can select Active, Inactive, or All (display both active and inactive rooms) from this dropdown menu.  

Enter information in one or several of the filters and click Find to return your results, or click Find with no filters entered 

to return all rooms in the system.  

The table of rooms contains the following fields: 

Facility: This field contains the name of the facility. 

Room: This field contains the room number/name. 

Date Last Modified: This field contains information regarding the date and time that the room was modified.  

Modified By: This field indicates the user who last modified the room. 

Used for Quarantine?: You can select between Yes or No. 

Room Status: You can select between Active and Inactive from the dropdown menu.  

You can click the headers in the table to sort the records alphabetically, numerically, by date, by whether the room is 

used for quarantine, and by room status. 

Generate Census 
A census is used in ARC to take a count of cages in a room, which can be compared to your existing database of cages to 

identify any discrepancies. 
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When you select the Generate Census option from the main ARC Assistant menu, you will be brought to the ARC – 

Census List screen. On this screen, you can view any censuses that have already been conducted, or you can add a new 

census. 

 

Click Add a New Census to conduct a new census. The Add Census window will open, with a space to enter the Census 

Date. This will be pre-populated with the current date, but can be changed. Click Save to proceed. 

 

You will be brought to a screen listing all the animal housing rooms in the system, organized by facility. 
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To conduct a census in a room, click Validate Room Census for the corresponding record. The screen that opens gives 

you a space to enter the bar codes for the cages in the room, typically by scanning cages or, alternatively, by typing in bar 

code numbers or copying and pasting.  

 

Once the bar codes have been entered, click Compare with Database. Under “List Cages that are in Error versus the 

Scanner results,” a list of cages will populate that have been flagged as not matching up with the scanner results. 

In the screenshot below, note that cages with a status of “Retired” have been flagged. Click the plus icon in the Error 

Details column to expand information about the specific error. You may also see errors if the cage is listed in the iRIS 

database but the barcode for the cage was not entered or if no cage in the system matches a particular bar code.  
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If you click the icon for a cage that generated an error, the Cage Management screen for the cage opens. 

There is a space at the top of the screen to enter comments. When you have finished conducting the census for the 

room, switch the “Room Reconciliation Complete?” flag from No to Yes. Click Save Room Census to complete your work, 

and click Back to return to the previous screen. You can click Cancel – Return to List to return without saving your 

changes. 

In the table of rooms, the icon in the Reconciliation Complete icon will have changed if you set the flag on the previous 

screen. 

 

You can continue to conduct censuses for the remaining rooms in your system. At the top of this screen, there is a space 

to enter comments. When you have completed your census(es), change the “Close Census” flag from No to Yes. All 

rooms must be reconciled for you to be able to close the census. Once a census has closed, it cannot be deleted. 
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Click Back to return to the list of all of the censuses that have been generated.  

 

Click the  icon in the View column to open a census for a particular date. If a census has not been closed, an 

icon will populate in the Delete column. You can filter the census results using the date range fields at the top of the 

screen. Enter dates in the “From” and “To” fields and click Find.  

Per Diem Collection 
The ARC menu option for Per Diem Collection opens to a screen where you can view a list of per diem collection dates, 

both future and already collected.  
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Filters at the top of the page allow you narrow down your results. You can enter “from” and “to” dates in the Per Diem 

Collection Dates fields, and you can also use the “Filter Dates by” dropdown menu to select whether you wish to view all 

collection dates, only dates with a per diem collection, or only dates without a per diem collection. After entering filters, 

click Find to view your search results. 

If you wish to add a new pattern of per diem collection dates, click Add Per Diem Recurrence Program. This will open the 

ARC – Per Diem Recurrence Schedule screen. 

 

On this screen, you may see a recurring pattern that has already been created. An existing recurring pattern can be 

deleted by clicking the  icon in the Delete column, or click the icon in the Edit column to view and edit the existing 

pattern. 

 

The fields are as follows when editing/creating a recurring pattern: 

Recurring Pattern Name: This is a required text field where you can name your pattern. 

Start Date: In this required field, you can enter the date on which you would like the pattern to start. 

Comments: Enter any comments in this text field. 
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Change Recurrence Pattern: In the dropdown menu, select from between Monthly and Weekly. If you select Monthly, 

you will next be able to set up your monthly pattern. You can select from between having the per diem collected on a 

certain day of the month (e.g. Day 10 of every 1 month) or by selecting according to the day of the week you wish to 

collect per diem (e.g. The first Monday of every 1 month). If you do not need to collect per diem monthly, you can 

change the value in the month(s) field.  

 

 

If you select to create a Weekly pattern, you can indicate how frequently you would like the collections to occur and 

indicate the day(s) of the week. 

 

After entering information about the pattern, click Save. You can click Cancel to return to the previous screen without 

making any changes.  

Click Add a New Recurring if you would like to generate a new recurring per diem collection pattern. You will fill out the 

Add Per Diem Recurring Schedule window in the same way as described above.  
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After creating/editing your recurring pattern, click Cancel – Return to list to return to the previous screen.  

You can also add an individual per diem date, independent of any recurring patterns you may have created. Click Add a 

New Per Diem Date to proceed.​ In the Add Per Diem Date window, enter or select a date in the Per Diem Date Field.  

 

Click Save to continue, or Cancel to return to the previous screen without adding a per diem date. 

Per diem dates where collection has already occurred can be identified by the  icon in the View column.  
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Per diem dates that have not been collected yet can be deleted using the icon in the Delete column.  

Click the book icon next to a per diem date to view the collection details for that date. 

 

There are filters at the top of the screen that you can use to narrow down your list of results. Begin typing in the IACUC 

Number or Principal Investigator fields, and the system will populate a list of results that you can select from.  

 

You can also select a Facility from the dropdown list. Once a Facility has been selected, the Room dropdown list will 

populate. Once you have entered your desired filters, click Find to obtain results. Clicking Find with no filter information 

entered will return all per diem records in the system.  
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The table of per diem information is organized by cage. The IACUC Number and Principal Investigator of the associated 

study are given, as well as the Facility, Room, Cage ID, and Cage Type. If you click the icon in the Cage Details 

column, a pop-up will open listing all the animals in the cage.  

 

In the below screenshot, you can see the per diem record associated with this cage. 

 

In this case, per diem is calculated by multiplying the number of animals in the cage by the number in the # of Days field 

(the number of days since the last per diem was calculated for the cage) by the rate given in the Rate field. In this case, 

the 10 animals in the cage are multiplied by 1 day at a rate of $2.00/day for a total in the Cost column of $20.00.  

When configuring cage types under ARC Review Board Administration > Setup Cage Types, you can indicate whether per 

diem for the cage type should be calculated per animal or per cage. The example above represents per diem being 

calculated per animal. If per diem for the cage discussed above was configured per cage instead of per animal, the Cost 

column would display a value of $2.00 as the per diem rate would not be multiplied by the number of animals in the 

cage. 

When you are finished looking at the per diem record, click Cancel – Return to List to return to the main per diem 

screen. 

ARC Animal Scheduling 
The ARC Animal Scheduling menu option opens to a calendar view where you can see all scheduled animal tasks. 
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The current date will be highlighted yellow.  You can switch between months using the Month dropdown menu at the 

top left-hand side of the screen. You can also toggle between the month/week/day view using the options on the right 

side of the screen.  

 

To view the details of a task, click the text on the calendar. The Animal Scheduling Task screen will open. For more 

information about this screen, please see the ARC - Animal Management manual. 
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Click Cancel – Return to List to return to the calendar view. 
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