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Animal Resource CenterOrders and Billing Processing

Introduction

The Animal Resource Center (ARC) module provides tools for processing and tracking two general types of orders: orders
for items related to acquiring and exporting animals, covered in the Orders section of this manual, and orders for items
used in the maintenance of those populations, covered in the Material Orders section of this manual.

The primary difference between the two types of order is that iRIS™ pages and forms used for processing material orders
do not include fields specific to animal orders, such as species, genotype, age, cage details and breeding status. Providing
two different types of ordering allows for streamlining system pages and forms used in material ordering.

Navigation in iRIS™

iRIS™ includes two standard navigation tools on all pages nested one or more levels beneath the primary Workspace
page of the module currently in use (e.g., Study Assistant, Conflict of Interest Assistant, Animal Resource Center, etc.): a
Path directory tree, and Back buttons.

Path Directory Tree

The Path item at the upper left of iRIS™ pages provides a hyperlinked menu directory tree, allowing the user to quickly
navigate back through the path they followed to get to their current location. Path appears on all pages nested at least
one level beneath the main workspace

In the example shown the user is viewing the Broadcast Notice Add a new notice page. This page is nested three levels
beneath the main workspace page, as indicated by the three links available in the Path directory tree: Home, board
admin and broadcast notice.
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Click on broadcast notice in the Path to navigate up one level in the directory tree, to the main Broadcast Notice page.
There are now two levels in the Path directory tree: board admin and Home.
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Click on board admin in the Path to navigate up one level in the directory tree, to the Board Administration page. There
is now one level in the Path: Home.
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Click on Home in the Path to navigate up one level in the directory tree, to the main Workspace page. No Path item is
displayed here because the user is now at the top-most level of the directory tree.
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Back Button

The second navigation tool is the Back button, which appears on all pages nested at least one level beneath the main
workspace. The Back button takes the user to the same location as the last link shown in the Path.
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In the example shown above, both the Back button and the broadcast notice link in the Path return the user to the
Broadcast Notice page:
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Clicking the Back button on the Broadcast Notice page returns the user to the Board Administration page, as indicated by
the last link in the Path directory tree shown in the screenshot above.

Note that where the Back button appears on a page with editable fields or document upload controls, clicking the button
before saving changes returns the user to the same location as the last link shown in the Path without saving changes.

Charge Ticket

Navigate to ARC > ARC Workspace and click the Charge Ticket icon, shown below.
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Note that because the user has the option to rearrange icons on this page, the Charge Ticket icon may not appear in the
same location on every user’s ARC Workspace page.

As shown below, the Charge Ticket page opens.
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Use the search form at top to filter charge tickets by Account Number, Account Name, Account Owner, Billing Period,
Ticket ID, Facility or Service Date Between range. Note that the Billing Period field defaults to the current month.

Click the Find ... button to apply filters. Click the Reset Find Options button to clear the search form.

Click the Create Charge Ticket button to create a new charge ticket. As shown below, the Charge Ticket popup opens for
creation of the new charge ticket.
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Click the calendar widget for Service Date, navigate to the desired date and click to select it.

Click in the Facility field to open a drop down list of facilities configured in the system. Note that this list is maintained
under Review Board Administration > System Setup > List Configuration. See the ARC Facilities manual for more
information about configuration of facility records.

Enter the desired Other REF #, Internal Notes and Customer Notes.

In the Payment Information section, complete the Account Number field to populate the picklists of the Received By
field, then click in the Received By field to open the list and click an item in the list to select it. Alternatively, enter the
Cage ID and click the Search by Cage ID button to pull in the values for these fields previously associated with a specific
cage.

Enter the applicable IACUC Number.

In the charge item list at the bottom of the page, for each item:



Click in the Charge Type field and click to select a type from the list. This selection populates the list for the next data
field, Charge Item, limiting the list to items associated with the selected type.

Click in the Charge Item field and click to select an item from the list.

Note that the lists for Charge Type and Charge Item are configured under Review Board Administration > System Setup >
List Maintenance. See the ARC Orders and Billing manual for more information about setup of configuration lists for
ordering and billing.

Enter the applicable Item Price, Quantity and Item Notes. Note that the Item Notes field is required, an error will display
if the Charge Ticket is saved with a blank Item Notes field.

The Item Total and Ticket Total fields automatically calculate based on Item Price and Quantity field entries.

An example of the completed popup is shown below. Click the Save button to save the Charge Ticket and close the
popup.
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As shown below, the Charge Ticket record is added under the applicable Billing Period.
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Click the number in the Ticket ID column to open the Charge Ticket for editing. The ticket is opened in the same Charge
Ticket popup as that shown in the Charge Ticket popup screenshot shown previously.

Click the plus sign in the plus sign column (to the left of the Account Number column) to expand details of charges
included on the corresponding ticket, as shown below.
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Orders

Navigate to ARC > ARC Workspace and click the Orders icon, shown below.
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Note that because the user has the option to rearrange icons on this page, the Orders icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Orders page opens.
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This page is where animal orders are managed, tracked and reconciled. Each tab on the page encompasses a different
stage of order processing, and order records move through the various tabs as their processing statuses are updated.

The lower part of the page displays a queue of Orders that correspond to the processing stage encompassed by the

active tab. Click the Print Friendly button (shown below) to open a simplified view of the displayed queue in a separate
window.
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Click the Print button in the print friendly window to print a copy of the queue. Click the Close button to close the print
friendly window.
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Back on the Orders page, the Approved for Ordering, Pending Approval, In Progress Orders, Quarantine and Completed
tabs are displayed by default.

Note that the user’s role and rights as assigned by the System Administrator can dictate which tabs are available on the
Orders page, and which fields on all related pages and forms are editable or set to read-only.
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A Pending Orders to Vendor tab is included when the system.use_merge_vendor_orders property under iRIS™ System
Administration > System Configuration > Animal Resource Center link (shown below) is set to “Yes”.

1 Properties

AL BT _ e by
Despnptein ) The pripeiied (rols whether Cengud M be frpbaed o ool 10 D 0D0ed meth Bibng,

wyabem.use_are_cou_cender_uiar_scorss Cives ®na
Desrmpdon] The Redty DORrels whither th wid? Q0oL CEAEY BEGE0HT0N o ubed

wyaborm. upn_arc_fosndabion Boven Cime
Desonpion The progerty (onireds whther the Fousdutan member queilan o used.

RO bk _T,_Wck_servl_s Crves ®ngg
Oeseriphon: Tha property cortrals whethes sn Srms! 10 can be sdbed mrihon an arenal profis.

FYEE b_IT_DANTRENTS Bves Dnie
Oeseriphon: Tha properbes confrols whether the ARC Bsbng Cuskboard o used for managng paymanis.

Frahem us_b_Pl_buinen Erves Cie
Deucriphion: Tha property controls whethes the PUssarch button will be daplayed on an mbemal trambes form o not

Tyt s _ar_regumition Chven @
| Thied PUGEITY SOPHE whtThad Lot BEGsateion Fasmbad Gueiletdh 4wl

wyabem.use_srr_reverss_Eramader Bves Onie
Desonptein) The prppeity (oRels he reveresl of the pramyl trangler proteis. I 40 10 YES, premyl translers mudt be abated by the Sngenal B
wyabom. use_sre_shudly_scrzanky Erves Cie
Decriphion: This property contrals whethe the Actount Member quetton will uis the sccounts previsly sriup in the study or not.

FVRDER b _ T _ufetue_arativecel_leatenes Woves i
Descnphon: Tha property cortrois whathar the Ursque Arabomscal Festures gueshon e uaed.

AVRTER, bE (RSN SHTET Wovgs Dnig
Oescriphon: Tha property corbrals whether A5 sl gerevabs Eha comsun unng the sysiem patbern under Rrvew Board Admorstraios.

[wvatem. upe_merge_verdor_ s Chvgs ®pge I

ity ! s s U

Chves ®ne

wyakom. uve_recoresd_recanciied_orders Boven Cime

Deesonpinn ) The progerty onirels whethes the Becesed Ceders and Reoonobed cstues will be daplaved

Received Orders and Reconciled tabs are included when the system.use_received_reconciled_orders property under
iRIS™ System Administration > System Configuration > Animal Resource Center link (shown below) is set to “Yes”.
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Animal Ordering Process Overview

The process of obtaining study animals and allocating them to the study involves steps on both the study side and the
board side. The following subsections outline these general steps, in order, for a typical animal study application with a
standard animal ordering and approval process. More detailed order processing information is provided in subsections
following this overview.

Add Species to Application (Study Side / Role)

Study side personnel create an IACUC study application, including animals in the Species section of the application
(shown below).
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Note that the study application form is configurable by the institution. Form section names and numbering may vary from
those shown in this manual.

Where any of the requested study animals are of a specific strain, the strain(s) must also be specified during the
application process to make strain-dependent fields available during study management.
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Where study personnel will interact with study animals in any way (as opposed to observation only, USDA Pain and
Distress classification “A” studies), at least one procedure or treatment must be added in the appropriate section of the
application in order to enable assignment of treatment tasks and plans during study management.
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When the application is complete and submitted, it enters a Pending — Submitted for Initial Review status.
Approve the Submission (Board Side/Role)

The board representative sets a review process and assigns the reviewer(s) on the Pre-review Screening tab (shown
below) and reviews study information provided via the other sidebar tabs, including species information.
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The board representative completes the Outcome tab, entering all required approval/review/renewal dates, and saves

changes. Important note: the Coordinator must verify Study Species - Currently Approved before completing the
submission.
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The application submission now enters an Approved status.

The board representative completes the submission approval on the Submission Complete tab.
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The submission is now ready for further processing by study side personnel, who can now place their animal order(s).
Place the Animal Order (Study Side / Role)

Applicable study personnel navigate to the Animal Management tab of the desired study to view details of animals
approved for ordering by the IACUC board, and to place their animal orders.
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Order details are entered and saved on the order form page, including animal, vendor and intended animal location
details. Note that where applicable, accurate details of any species strain(s) approved for use in the study must be

included in the order form to ensure strain-related data fields are made available during study management, strain
details cannot be added or changed later.
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On the order confirmation page, the study representative clicks the Signoff and Submit button to submit the order.
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The study side representative then completes submission routing signoff, which sends animal order details back to the
board side for review and approval.
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Approve and Place the Animal Order (Board Side / Role)

The board side representative looks up and opens the animal order for the applicable study, completes the Order
Information tab and processes the order.
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The order is sent to the vendor. Status of the order is updated to “In Progress” on both the board and study side.

Process Receipt of the Animal Order (Board Side Role)

When the livestock shipment arrives the responsible Coordinator or board representative looks up the applicable order,
completes the Receiving Information tab (the tab appears when an animal order is approved per the previous step in
this process) and marks the order received.
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A Received Orders tab appears for entry of study charge item details. This is where costs associated with animal orders
are allocated to the study. The board representative enters all charge items for the received order and clicks the Mark
Order as Completed button. The day that the order is marked complete is the applicable date for when the order
appears in the billing invoice month.
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With this action, the board representative releases control of the animals to study side personnel. The order status is
updated to either “Quarantine” (if the animals are released into quarantine) or “Completed” (if the animals are released
directly to the study).

Animal Management (Study Side / Role)

When animals are released to the study, the applicable study side representative opens the study and navigates to the
Animal Management tab, as shown below.
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Animal Ordering details are shown on the right-hand side of the page. Study personnel can click the icon in the
Edit/View column (red arrow in screenshot above) for any orders shown here to view order details.

When the Animal Details sidebar tab is clicked it expands to reveal an Animal Records link (shown in screenshot below).
Study personnel click this link to access the Animal Records panel, which includes a list of all animals released to the
study (shown in screenshot below).
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Clicking the icon in the Edit column (shown in screenshot above) for any animal record listed opens the record for the
corresponding animal. See the Animal Resource Center Livestock Management manual for information about subject
animal management and tracking.

Animal Transfer Processing

An animal transfer request is typically used to distribute the offspring of breeding animals on a study, or to move animals
from one study to another.

The Primary Investigator (Pl) on each of the two studies involved in the transfer must sign off to approve or deny the
request, and transfer processing allows for rounds of revision and review of the request between the Pls.

Two types of animal transfer requests can be made from the study side: internal and external.

internal — this type is used to transfer animals allocated to the study currently open in the Animal Management tab (the
originating study) OUT to on a different (receiving) study; when this type of request is approved by the receiving PI, the
animals are automatically transferred to the receiving study with no further rounds of approval

external — this type is used to request the transfer of animals allocated to a different study INTO the study currently
open in the Animal Management tab; this type of request requires approval from both the sending study Pl and the
Transfer Coordinator from the board of the sending study before the animals are released to the requesting study

The difference between an external transfer request and a direct vendor order is that in a transfer request animals are
being moved from one study/protocol to another within the same institution or institutional network, meaning that the
animal records already exist in the iRIS™ system and are only being reassigned from one study to another. In contrast,
animals purchased from an outside supplier must be entered into the iRIS™ system following an ordering, receiving and
inspection process.

Important Note: When transfers are completed in the system, cage cards must be updated to ensure an accurate
census.

See the Order Processing section of this manual for more information about direct vendor orders.
Internal Transfer Order

Internal transfer order requests are used to move surplus animals allocated to a study (the originating/sending study)
OUT to a Primary Investigator (Pl) on a different (external/receiving) study.



The receiving study Pl reviews the request and takes one of the following actions:

denied — the receiving study Pl denies the animal transfer request; applicable animal records remain with the sending
study; note that only the transfer request is denied in this case, the study submission remains active

approved with no changes — the receiving study PI grants permission for the animal transfer to proceed without
changes; applicable animal records are immediately transferred from the Animal Management tab of the sending study
to the same tab of the receiving study

approved with changes — the receiving study Pl grants permission for the animal transfer to proceed with specified
changes; applicable animal records remain with the sending study, whose Pl must review and optionally approve the
changes proposed by the receiving Pl; if the sending study Pl approves the changes, applicable animal records are
immediately transferred from the Animal Management tab of the sending study to the same tab of the receiving study

Where the receiving Pl returns the request as approved with changes, the sending PI has the option to make further
revisions to the request and send it back to the receiving Pl in another round of approvals. At that point the receiving Pl
has the same three response options listed above.

Sending Study Transfer Request

With the study open on the study side (Find a Study > [open]), click the Animal Management tab (shown below).
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In the left hand sidebar (shown above), the Animal Ordering tab is selected by default. Click the Animal Transfer tab to

open the Animal Transfer panel, shown below.

= T b TR 30-F307F
My Workspocad B alew  Tew ferzioos i

PI:  Mamher . Aan 1 IO

% Animal Tramsber
O ekult{i) foand

ol ey Saten. Ty Chibend Wamskued  Merdposmilond Tlimes

IHB Mot R0 0P Sowdy Thbw it fr 23008 “THOR0
Approved Amimals Order Tally
[reey Spaacien: Mo Spekes] Mimse Total Approved: 500
Strain; [Mer-Her-Cre] Gk Strain: 1-aipha Hase KD 00 B voal pessing: >
Shock: #/Crder Coda: - Tiphal O Sty 2
a =a Total Awallable: 457
Sax: sl -
L Lo
3 L]
L =) n AT
[r= o Approved Perling  Avaslubls

Rebraci  Debeie  Copy
ety Maresssd  Localien Framfer Trasmiber Tramber

Trunah Requeated  Reosheed  Track



Click the Add a New Transfer button (red box in screenshot above). The Transfer Type Selection popup loads, as shown
below.

Transfer Type Selection: H

W/ Flease select the transfer type:

Notice that neither transfer type is selected by default. Click to select the radio button for Internal Transfer and click the
Continue button.

Transfer Type Selection X

w’ Please select the transfer type:

The Internal Transfer Form page opens, as shown below.
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Request Date defaults to the current date, but the field is editable. To change the date, click the calendar icon to open
the calendar widget. Navigate to the desired date and click to select it.

Click the calendar icon for Date of Proposed Transfer to open the calendar widget. Navigate to the desired date and click
to select it.

Notice that the Source field defaults to “Internal”, and that this field is not editable.

This section of the page is shown completed and in isolation below.

Tramgler Mumber: <Generated on Save s

-

*Request Date: [ca2720z0 | [Bi]
“Date of Proposed Transfer: (3302020 | [B]

Seurce: [ntermal

Complete the Requested Animal Transfer section, shown in isolation below, as demonstrated.



Species: | Mousa w |
Strain: | (Mer-MarCre) G5 w |
“Stock &/ Order Code: | 33-9067 |
*AgefSize: |Juks [ gm

special Conditions: |

Dropdown pick lists are provided for selection of Species and Strain. Note that the Strain picklist does not populate until
a Species is selected. Only the approved strain for the species is available for selection. These lists are maintained under
Review Board Administration > List Maintenance. See the ARC List Maintenance Manual for more information.

Enter the applicable Stock # / Order Code, Age / Size and any desired Special Conditions comments.

In the Study Transfer section, complete the Transfer Animals FROM: panel as demonstrated in the example below.
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Mo Animals have bedn entered.

The Original Pl and Original Study Number fields automatically populate as read-only.
Dropdown picklists are provided for selection of Order Charge Account and Original Animal Order Number.
Enter the Lab Contact Person name, Phone Number and Email.

Under Current Location, dropdown picklists are provided for selection of the Current Building and Current Room where
the animal(s) to be transferred is/are currently located.
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Specific animals from the specified location can be selected for transfer by animal tracking number or cage.

To locate animals by tracking number, click the Search Animals button. If selections have previously been made via the
Search Cages function, the popup shown below displays.

Ik youa weank to continue ?

Click the CANCEL button to retain any previous selections and close the popup without making any changes. Click the
CONFIRM button to continue.

The Animals be Transfered: Search Options popup opens for animal selection, as shown below. Note that only the
animals listed in the table in the popup are available for transfer.

Animals be Transfered: Search Opticns
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:::I::l Animals received by Cage 10 Animal I Sex

Notice that the Species, Original Order Number and Strain fields auto-populate as read only, and that the Select Specific
Animals radio button is selected by default. While this radio button is selected, the Number of Animals and Specify Sex

fields are disabled.
Please note the Instructions box (yellow highlighted box in screenshot above).

To select a specific animal or animals, with the Select Specific Animals radio button selected, click the applicable
checkbox(es) in the Select Animal column and click the Apply Animals button (beneath the Instructions box in
screenshot above) to close the popup and save selections.

To let the system choose the specific animals at random, click to select the Auto Select Animals radio button. If animal
sex need not be specified, enter the desired Number of Animals and click the Apply Animals button to save selections

and close the popup.

To let the system choose the specific animals but limit selections by sex, click to select the Specify Sex checkbox. As
shown below, a section for entry of quantity of animals of each sex populates. Enter the desired number of Males and
Females. If any quantity of the transferred animals can be of either sex, enter that quantity in the Unknown field.
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To close the popup without saving selections, click the red X in the upper right corner of the popup. Click the Apply
Animals button to save selections and close the popup.

Back on the Internal Transfer Form page, to locate animals by cage, click the Search Cages button (shown below).
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If selections have previously been made via the Search Animals function, the popup shown below displays.

ks yous weant to continua?

Click the CANCEL button to retain any previous selections and close the popup without making any changes. Click the
CONFIRM button to continue.

The Animals be Transfered: Search Options popup opens for animal selection, as shown below. Note that only the
animals listed in the table in the popup are available for transfer.
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Note that only the animals listed in the table in the popup are available for transfer. In the example shown above animals
for the study have not yet been assigned to cages, so it is not possible to search by cage. Study personnel must use the
Search Animals function as previously described to find animals for transfer in this situation.

To select a specific cage or cages, with the Select Specific Cages radio button selected (notice that it is automatically
selected by default), click the applicable checkbox(es) in the Select Cage column and click the Apply Cages button
(beneath the Instructions box in screenshot above) to close the popup and save selections.

To close the popup without saving selections, click the red X in the upper right corner of the popup.

As shown below, the selected animal(s) is/are added to the table at the bottom left of the Internal Transfer Form page.
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To select a destination study for the animal(s) to be transferred, click the Search Studies button in the Transfer Animals
TO panel (red arrow in screenshot above).

As shown below, the Find A Study: Search Options popup opens for lookup and selection of the desired study.
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Enter desired search criteria in the fields at top and click the Find Studies button.
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Click the icon in the Select Study column (red box in screenshot above) for the applicable study to select it. As shown
below, the popup closes and the Study Number and PI fields populate with data from the selected study.
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In the example above the sending and receiving Pls are the same. In a case where they are different, a Search Pl button
populates in the Transfer Animals TO panel (shown below). Click the button to open a search form for lookup and
selection of the applicable study from a list of all studies assigned to the Pl shown. When a study is selected in this
manner the Study Number and Order Charge Account fields populate automatically.
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Complete the rest of the Transfer Animals TO panel as follows.

A dropdown pick list is provided for selection of Order Charge Account.

Enter the applicable Lab Contact Person name, Phone Number and Email (for the receiving study).



A dropdown pick list is provided for selection of Cage Type.

Dropdown picklists are provided for selection of the Requesting Location fields, Transfer to Building and Transfer to
Room.

When the Transfer Animals TO panel is complete (as demonstrated below), click the Save Form button to continue
processing.
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As shown below, the Form Has Been Completed Screen opens.
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Form has Been Completed Screen

Click the Exit Form button to close the page to save the transfer request as a draft, with no signoff or submission.

Click the Return to Form button to close the page and return to the Internal Transfer Form page to make revisions to the
transfer request.

Click the Signoff and Submit button to continue processing of the transfer request. As shown below, a countdown popup
displays to warn that signoff is required to continue processing.

You are required to signoll on the submission,

¥ou will now be redirected to the signoff screen to apply
wour electronic signature.

¥ou can mondtor the submissson progress with the
Submission Status - In Progress.

O (8]



When the countdown popup closes, the Submission Routing Signoff page opens, as shown below.
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Click to select the Approve radio button and click the Save Signoff button to complete submission of the transfer
request.

Back on the Animal Transfer tab of the study, an entry for the transfer request is added in the Animal Transfer section.
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Click the icon in the Edit/View column to open a read only copy of the request.

Click the icon in the Copy Transfer column to open a copy of the request for editing, in order to create a new transfer
request based on the existing one.

Click the icon in the Track Location column to view tracking location details, as shown below.
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At this stage of processing, before the receiving Pl has approved and signed off on the transfer request, a Retract
Submission button is available (red box in screenshot above). Click the button to retract the submission, thereby



withdrawing the transfer request. As shown below, back on the Animal Transfer tab, the transfer request record is
reverted to draft. Click the icon in the Edit/View column to open the draft request for revision and further processing.
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There is no longer an icon in the Track Location column, and an icon is populated in the Delete Transfer column. Click the
icon in the Delete Transfer column to delete the draft transfer request. As shown below, a confirmation popup displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM  CANCEL

Click the CANCEL button to close the popup without deleting the request.
Click the CONFIRM button to delete the request and close the popup.
Receiving Study Signoff and Approval

The Pl on the study to which the selected animal(s) are to be transferred receives a home page task to either accept or
deny the transfer request.
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From here the receiving Pl can view transfer request tracking and status information by expanding the task, as shown
above.

The receiving Pl clicks the icon in the Click to open Study Dashboard column to open the request and indicate approval

or denial. The receiving Pl can deny the request, approve the request with proposed changes, or approve the request as-
is.

If the receiving Pl denies the internal transfer request, the requesting study is notified of the denial and the request is
moved back to a Draft status so that the study can make changes to the request and resubmit it, if desired

If the receiving Pl approves the internal transfer request as-is, the animals specified in the request are immediately
removed from the Animal Management tab of the sending study and added to the receiving study’s Animal
Management tab, with the location specified in the request, as demonstrated in the screenshot below

If the receiving Pl approves the internal transfer request with proposed changes, the request goes back to the sending PI,
who receives a home screen task to review and optionally accept the proposed changes

The sending Pl can retract the submission, make further revisions and resubmit the request to the receiving PI, or signoff
to approve the proposed changes. Note that the request can be routed back and forth between the sending and receiving
PI for numerous rounds of revision from each side before receiving final approval or denial.

If the sending Pl signs off to approve the receiving PI’s proposed changes, the animals specified in the request are
immediately removed from the Animal Management tab of the sending study and added to the receiving study’s Animal
Management tab, with the location specified in the request, as demonstrated in the screenshot below.
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External Transfer Order

The study Pl uses an external transfer order request to order subject animals for their own study from among the
animals allocated to a different (external/sending) study. This type of request requires approval from both the
internal/requesting study Pl and the Transfer Coordinator for the applicable board of the external/sending study before
the animals are released to the requesting study.

When the request is approved, this type of animal order is managed and tracked via the board side Orders page (Animal
Resource Center > Orders) in the same manner as for animals ordered from an outside vendor, though the “vendor” in
this case is another study.

Receiving Study Transfer Request

With the study that is requesting the animals (the receiving study) open on the study side (Find a Study > [open]), click
the Animal Management tab (shown below).
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In the left hand sidebar (shown above), the Animal Ordering tab is selected by default. Click the Animal Transfer tab to
open the Animal Transfer panel, shown below.
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Click the Add a New Transfer button (red box in screenshot above). The Transfer Type Selection popup loads, as shown
below.

Transfer Type Selection:

&) Please select the transfer type:

Internal Transfer

Extemnal Transfer

Click to select the radio button for External Transfer and click the Continue button.

Transfer Type Selection: x|

&9 Please select the transfer bype:

P

) Internal Transfer

W External Transfer

The Processing Animal Order Request page appears as shown on the following page of this manual when initially
opened.
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Because the page is lengthy, for the remainder of this manual section portions of the page are shown in isolation.

The top section of the page is shown below.
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Complete the top section as follows.

Request Date defaults to the current date, but the field is editable. To change the date, click the calendar icon to open
the calendar widget. Navigate to the desired date and click to select it.

Click the calendar icon for Date of Proposed Transfer to open the calendar widget. Navigate to the desired date and click
to select it.

Dropdown pick lists are provided for selection of Species and Strain. Note that the Strain picklist does not populate until
a Species is selected, and only approved Species are available for selection. These lists are maintained under Review
Board Administration > List Maintenance. See the ARC List Maintenance Manual for more information.

Total Approved Animals and total Available Animals fields populate automatically based on Species and Strain
selections, and are read only.

Enter the applicable Stock # / Order Code and Age / Size.

Click the applicable radio button to select the desired Health Status.

Enter Unique Anatomical Features / Phenotype, Special Care and Special Conditions details.

Click the “Yes” or “No” radio button to specify the desired Breeding status of the animals being requested.

Enter the Number of Requested Males and Number of Requested Females. Note that the sum of the two numbers must
not exceed either the Number of Approved Animals or the Number of Available Animals.

Enter the Number of Animals per Approved Pain Category in the grid at the bottom of the section. Note that the sum of
the four field entries must exactly match the sum of Number of Requested Males and Number of Requested Females.

The next section is Originating Facility, shown below.
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No default values are pre-filled in this section. Complete the section as follows, bearing in mind that all items pertain to
the facility from which animals are being requested.

In the Animal Transfer Coordinator area, enter the Name, Phone Number, FAX Number (if any) and Email address of the
Coordinator.

In the Investigator Information area, enter the Name, Phone Number, FAX Number (if any) and Email address of the
Investigator. Enter the Protocol Number/Title.

Click the calendar icon for Approval Date to open the calendar widget. Navigate to the desired date and click to select it.
Repeat this process for Expiration Date.

Enter the Contact(Lab/Project/Vivarium/Co-PI, etc.) name.

In the Veterinarian Information area, enter the Name, Phone Number, FAX Number (if any) and Email address of the
Veterinarian, as well as the Originating Facility Mailing Address.

The next section is Destination Facility, shown below.

CEmrieate § Ay ey
A

* g e L

FPEPI, (PP (S e el T

R -

Frpaied L #i Halm amak

Complete the section as follows, bearing in mind that all items pertain to the facility which is requesting the animals.



In the Veterinarian Information area, enter the Name, Phone Number, FAX Number (if any) and Email address of the
Veterinarian. Note that these fields default to Veterinarian details previously entered for the requesting study (if any),

but all fields remain editable.

In the Animal Transfer Coordinator area, enter the Name, Phone Number, FAX Number (if any) and Email address of the

Coordinator, as well as the Destination Facility Mailing Address and Number of Cages.

The Proposed Location table is where the study specifies where it intends to house the animals being requests. Table

fields are unlocked when a Number of Cages is entered.

An All button populates in the column headers for Cage Type and Facility, as demonstrated in the screenshot below.
These buttons are used to apply the same selection for the indicated item to all records listed in the table, but individual

selections can be made in the table fields below as well.
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Click the All button for Cage Type to open the Define Cage Type for all Cages popup, as shown below. Click in the Cage

Type field to open a dropdown pick list and click an item in the list to select it.

Define Cage Type for all Cages;

“Cags Typm | Misse Chpe

Click the Apply to All button to save the selection. As shown below, the selection is applied to all records in the table.



Define Cage Facility for all Cages:

*Facility: | -fone-

Click the All button for Facility to open the Define Cage Facility for all Cages popup, as shown above. Click in the Facility

field to open a dropdown pick list and click an item in the list to select it. Click the Apply to All button to save the
selection.

As shown below, the selection is applied to all records in the table and an All button populates in the Building column.

Define Cage Bullding for all Cages:

Repeat the selection process for Floor and Room. An example of the completed table is shown below.
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Notice that the values in the % Available Rooms Space and % Available after receipt fields auto-populate as cage details
are entered or revised.

As demonstrated below, the Total column auto-populates when Number of Males and Number of Females values are
entered or revised.
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The next section is Funding, shown below.
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Note that the Requisition, Order Charge Account and Housing Charge Account fields are required. An error message will
display if the record is saved with any data missing.

Complete the Federal PO #, Foundation (Enter PO #) and Requisition (Enter Requisition #) fields.

To upload supporting documentation click in the Federal (Upload Document) dotted line box, or drag the desired file (in
MS Word, Rich Text or PDF format) from the computer desktop or file manager to the dotted line box, and follow the
provided prompts to complete the upload. Details of any uploaded documents are added to the list beneath the upload
field. Each item added has an associated icon in the Delete column. If any documents are uploaded in error, click the
applicable Delete icon to delete.

Dropdown picklists are provided for selection of Order Charge Account and Housing Charge Account. Note that these
are required fields, the form cannot be saved if they are left blank.

Select “Yes” or “No” for Do you want to accept any additional animals that may be received (over the amount
ordered)?

When all data is entered, scroll back to the top of the page and click the Save Form button (shown below).

My Workipaded B (e et S 000 TIEH Sludy Adiipdant
PR Myiker | dew | Do |
= R
Benmaml | rmgrae] Ar gl =

Fesmafar Famllnr « Camarated oo Lper

-
My B i 0 =
Bt ! Fosgnad Trasabie E



An example of the filled form is demonstrated on the next page of this manual.
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As shown below, the Form Has Been Completed Screen opens.



Rl et ERCHIC-PONB-D03H] .
My WA B e et e gt gt Shudy Avustant
. sMehar, ken ). [n |

e o e—

Form has been Completed!

Foumn has Been Completed Screon

l

Click the Exit Form button to close the page to save the transfer request as a draft.

Click the Return to Form button to close the page and return to the External Transfer Form page to make revisions to the
transfer request.

Click the Signoff and Submit button to continue processing of the transfer request. As shown below, a countdown popup
displays to warn that signoff is required to continue processing.

You are redquired o sianoll on the submission,

¥ou will now be redirected to the signoff screen to apply
wour electronic signature.

Wou can monitor the submission progress with the
Submission Status - In Progress.

0K (8)

When the countdown popup closes, the Submission Routing Signoff page opens, as shown below.
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Click to select the Approve radio button and click the Save Signoff button to complete submission of the transfer
request.

Back on the Animal Transfer tab of the study, an entry for the transfer request is added in the Animal Transfer section.
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Click the icon in the Edit/View column to open a read only copy of the request.

Click the icon in the Copy Transfer column to open a copy of the request for editing, in order to create a new transfer
request based on the existing one.

Click the icon in the Track Location column to view tracking location details, as shown below.
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At this stage of processing, before the external Transfer Coordinator has approved and signed off on the transfer request,
a Retract Submission button is available (red box in screenshot above). Click the button to retract the submission,
thereby withdrawing the transfer request. As shown below, back on the Animal Transfer tab, the transfer request record
is reverted to draft. Click the icon in the Edit/View column to open the draft request for revision and further processing.

DB Wember  IRB- 207307
My Workipaoes = Llu Paa

i _

R T—— IRB-38-r30E [T T Y T

Approved Animals dirder Tally
Freee Houte s Homas Tkl Appraved: 100
Bwweny  -alpha W 00 ko Bl retsl pendiag) o1
iinch aretar Sofa: - Totel Dn Study: 13
S e et Tirtal Rpailabie: 434
1 om
gt 188
i “ k. Il A
o - At nd Furding  Avalsbls
aserend| Temih | etracn | Sabene
Girier huember Eaparsbed Drm Tramater Sasre [l oy
Tan. -2 etd -+ (M-t O] G el a [x] |':‘j

There is no longer an icon in the Track Location column, and an icon is populated in the Delete Transfer column. Click the
icon in the Delete Transfer column to delete the draft transfer request. As shown below, a confirmation popup displays.



Confirm the Deletion.

ANE YOU SUNE yoOU wWant to delete?

CONFIRM  CAMCEL

Click the CANCEL button to close the popup without deleting the request.
Click the CONFIRM button to delete the request and close the popup.
External Transfer Coordinator Signoff and Approval

The Transfer Coordinator for the study from which the selected animal(s) are to be transferred receives a home page task
to either accept or deny the transfer request, as shown below.
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The Transfer Coordinator clicks the icon in the Click to open column to open the request in the Submission Routing
Signoff page (shown below) and indicate approval or denial.
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The Transfer Coordinator can review full Request Information details by clicking the plus sign icon for that item
(indicated by the red arrow in the screenshot above).

Full Request Information displays as shown below. Note that the information shown is read-only, the Transfer
Coordinator cannot change details of the request before approving it.
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The Transfer Coordinator completes the signoff panel (shown in screenshot below) as follows:

------------------------------------------

Click to select applicable checkboxes for any desired Special Conditions for Approval. If the Other checkbox is selected,
complete the Describe other choice field.

Click to select the “Yes” or “No” radio button for Will Use of Animals be Experimental? If “Yes” is selected, complete the
If yes, How long will they be Housed? field.

Click to select the “Yes” or “No” radio button for If Terminal, Will Use be Terminal?
Click to select the “Yes” or “No” radio button for If Terminal, Have Personnel been Trained?

Click in the dotted line box, or drag any desired supporting Health Information document in MS Word, Rich Text or PDF
format from the computer desktop or file manager into the dotted line box, and follow the prompts to upload the file.
Details of any uploaded documents are added to the list beneath the upload field. Each item added has an associated
icon in the Delete column. If any documents are uploaded in error, click the applicable Delete icon to delete.

When the signoff panel fields are complete, the Transfer Coordinator clicks the applicable radio button to Approve or
Deny the request, then clicks the Save Signoff button to save the signoff.

If the Transfer Coordinator denies the request, the requesting study is notified of the decision and the request status is
changed to Denied in the Animal Transfer tab of the requesting study. No further processing can occur on a Denied
transfer request.




If the Transfer Coordinator approves the request, a draft order is generated for the requested animals. In the requesting
study, status of the request on the Animal Management > Animal Transfer tab is unchanged (demonstrated in the
screenshot below).
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This is because the order has not yet been placed, though approval to place the order has been given by the Transfer
Coordinator.

Animal Order Processing

The draft order is processed under ARC > Orders (red box in screenshot below).
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Click the icon in the Open column for the applicable transfer request to open it in the Processing Animal Order Request
page (shown in screenshot below).

Read-only versions of the original Request Information, Approval for [requester name] with the role of Submitter
approval details, and Approval for [Transfer Coordinator name] with the role of Transfer Coordinator details can be
expanded by clicking the respective plus sign icons to the left of each section.
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Click the icon for Order Date to open the calendar widget for that field. Navigate to the desired date in the widget and
click to select it.

Click the icon for Expected Delivery Date to open the calendar widget for that field. Navigate to the desired date in the
widget and click to select it.

Enter any applicable Confirmation Number and Requisition Number.

Notice that information from the request auto-populates in the Order Animals and Approved Location sections of the
page, but these fields are editable.

In the screenshot below, the signoff panel is complete.
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Click the Save Order button to save the order in a draft status without processing it.

Click the Deny Order button to deny the order. The requesting study PI receives a notification of this action and the
status of the request is changed to “Denied” in the Animal Transfer tab requesting study.

Click the Process Order button to proceed approve and send the order. The external study receives a notification that the
transfer request is approved and the animals are to be sent to the requesting study. As shown below, a Receiving



Information tab populates for the order. This is where details of the animal order (e.g., quantity and condition of
animals) are entered when the animals are received.
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On the study side, status of the order is updated to “Ordered-Pending Receipt” on the Animal Management > Animal
Transfer tab (red box in screenshot below).
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Animal Order Receipt

When the animals are received, receiving processing begins by looking up the associated order under Animal Resource
Center > Orders.
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As shown below, Physical Exam section options all default to “Yes”, indicating that all items were inspected on the
subject animals and found to be acceptable, but any of the values can be changed to “No” if applicable.
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Click the calendar icon for Date Received to open the calendar widget. Navigate to the desired date and click to select it.

Enter the applicable Purchase Cost and Service Cost.

Click the applicable radio button to select “Yes” or “No” for Container OK? If “No” is selected, complete the If No,
Explain field.

Enter desired details in the Describe all abnormalities; Report any sign of infectious disease to Animal Health Staff
immediately and Comments fields.

Notice that information from the request auto-populates in the Order Animals and Approved Location sections of the

page, but these fields are editable. Make any applicable changes to the fields according to the quantity of subject
animals received.



Click to select the “Yes” or “No” radio button for Quarantine Required? If “Yes” is selected, date fields for entry of the
guarantine term populate. The animals will be held in quarantine for the indicated period, and the animal order will
remain in a Quarantine status during that period.

Click the Save Order button to save the order without completing it. Note that animals are not released to the requesting
study until the order is processed.

Click the Process Order button to move the animals out of quarantine and release them to the requesting study.On the
study side the order status updates to “Completed” on the Animal Management > Animal Transfer tab. Notice that the
Order Tally panel and Received Amount field update, and no Delete or Retract icons are provided for the completed
order (red arrows in screenshot below).
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As shown below, individual animal records for the completed order are added to the Animal Records tab.
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Order Processing

Following initial submission packet approval, animal orders go through a series of order request, review, processing and
accounting steps, with some steps completed on the study side and others on the board side. See the Animal Ordering
Process Overview section of this manual for a summary of the entire processing cycle.

Approved for Ordering

Navigate to Animal Resource Center > Orders. The page opens to the Approved for Ordering tab by default, as shown
below.
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“Approved for Ordering” means that the Pl has initiated and approved the order. At this stage of processing a decision is
being made as to whether or not the study is allowed to p/ace an animal order. If the answer is no, the request is denied
and the study is notified that no animals can be ordered. If the answer is yes, the request is approved and the study is
notified it may submit an animal order.

Note that at this stage no animal order exists yet, only a request to place an animal order.
The designated board member performs a preliminary review of each request and takes one of the following actions:

approved with no changes — the board grants permission for the animal order to proceed without changes; animal
management and tracking fields are unlocked on the study side

approved with changes — the board grants permission for the animal order to proceed with changes specified by the
board (e.g., changes to requested quantity, sex, breeding status, etc.); animal management and tracking fields are
unlocked on the study side, but the study can only proceed with the revised version of the order

denied — the board denies the animal order request; animal management and tracking fields remain locked on the study
side but the study submission itself remains active

Approved requests, whether approved as is or with changes, move to the Pending Approval tab of the Orders page on
the board side. The study side is notified of the change in processing status.

Denied animal order requests move to the Completed tab of the Orders page on the board side, with an assigned status
of Denied. The study side is automatically notified of the decision.

Study Side

When the board approves a study animal order request, the Animal Management tab is unlocked on the study side. This
is where animal orders and details of received animals are tracked.

Navigate to Study Assistant > Find a Submission / My Submissions > [submission opened] > Animal Management tab.
The tab opens to the Animal Ordering area (gray tab in left-hand sidebar menu below) by default.



As shown above, at this stage the study’s initial submission packet is approved by the board but no animal orders have
yet been requested or processed. The study can now place an animal order request or animal transfer request.

In this example the study is placing an animal order request for animals from a vendor. See the Animal Transfer
Processing section of this manual for information about animal transfer request processing.

Click the Add a New Order button. As shown below, the order form opens.
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The top section of the order form is shown in isolation below.
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The Order Number and Order Status fields are read only.

Select the applicable Order Date and Preferred Delivery Date by clicking the applicable calendar widget to the right of
each field, navigating to the desired date and clicking it to select. Note that these fields can be backdated.

Click in the Preferred Vendor field and click to select a vendor. Note that available Vendor names are configured under
Animal Resource Center > Review Board Administration > System Setup tab > Setup Business Associate List link.

Enter any desired Vendor Notes.

The Requested Animals section of the order form is shown below in isolation. Note that because order forms are
configurable by the institution, field and page content in this section of the form can vary by institution.

Reguested Animals:

Requested Species:  —nons- ¥
* Requested Strain: N0 ¥
Totsl Approwed Animais:

Total Avadable Animals:

“Stech @ Order Cade:

*Age/ Size:
*Health Stabws:

*Usiqewe Amatomiisl
Faabures [Fhesclype:

Special Care:

Special Condtions:

‘Meeeding:
* Humber of Requested
Fales:

“Humber of Aequested
Females; °

“Mumber af Animats pes
Approed Pein Categery: F ] F )

Click in the Requested Species field to open it and click to select a species from the list. Note that this list is configured
under Animal Resource Center > Review Board Administration > List Maintenance Setup tab > Setup Animal Species
Configuration List link.

Where applicable, click in the Requested Strain field to open it and click to select a strain from the list. The list is pre-
filtered to include strains applicable to the requested species only. Note that this list is configured under Animal Resource
Center > Review Board Administration > List Maintenance Setup tab > Strain Configuration List link.

The Total Approved Animals and Total Available Animals fields are read only. If this is the first animal order placed for
the study the fields are set to zero because no animal orders have yet been processed for the study. If this is a



subsequent order, the fields display the total number of animals approved for ordering on the study and the remaining
number of animals approved for ordering but not yet ordered, respectively.

Enter the Stock # / Order Code. This is a text entry field.

Enter the Age/Size of the requested animals in the provided format (e.g., 1 week / 100g). This is a text entry field.
Click to select the desired Health Status of the animals in the order.

Enter any applicable Unique Anatomical Features/Phenotype requirements for the animals in the order. This is a text
entry field.

Enter any Special Care and Special Conditions details for the vendor and anyone else who might handle the animals in
the provided text boxes.

Select “Yes” or “No” for Breeding.

Enter Number of Requested Males and Number of Requested Females. These are text entry fields that only accept a
numeric value.

Enter the Number of Animals per Approved Pain Category. These are text entry fields that only accept a numeric value.
Note that the total number of animals entered here must match the sum of numbers entered in the Number of
Requested Males and Number of Requested Females fields. If the form is saved and the totals do not match, an error
message will display and the form is not saved.

The Proposed Location section of the order form is shown in isolation below.
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Enter the required Number of Cages. This is a text entry field that only accepts a numeric value.

The Cage Locations table populates with select list and text entry fields, as shown below. One row (red box in screenshot
below) is provided in the table for each cage specified by the Number of Cages field. In the example below two cages are
specified, so there are two rows.

Cage Type:
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A dropdown select list (blue box in screenshot above) is provided for Cage Type, Facility, Building, Floor and Room fields,
as shown above. Click in each field in turn to open it and click to select the desired item in each list.



Use the All button at the top of each column to open a popup form that allows for selection and assignment of the same
select list value for ALL cages in the table.

Note that the lists for these fields are configured via Animal Resource Center > Review Board Administration > System
Setup tab > Setup Cage Types, and [module] > Review Board Administration > System Setup tab > Setup
Facilities/Buildings/Floors/Room, respectively.

The Funding section of the orders form is shown in isolation below.
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Enter the Federal PO #, if applicable. If adding a Federal PO #, it is also possible to upload any associated document file
in the Federal Document: (Upload File) field by dragging the file from the desktop into the designated area shown in the
screenshot above, or by clicking in the same area to open an upload popup box.

Enter the foundation purchase order (PO) number in the Foundation (Enter PO #) field.
Enter the requisition number in the Requisition (Enter Requistion #) field.

Click in the Order Charge Account field to open a drop down list of options; click the desired item in the list to select it.
Select the account to which all order items not related to housing should be charged.

Click in the Housing Charge Account field to open a drop down list of options; click the desired item in the list to select it.
Select the account to which all order items related to housing should be charged.

Note that charge account lists are impacted by certain system property settings under ARC > System Administration >

System Configuration > Animal Resource Center section. Where the property system.arc_cost _center_required is set to
“Yes”, a cost center dedicated to ARC expenses is established and deployed in the system as a required field. Where the
property system.use_arc_cost_center_user_access is set to “Yes” a cost center is automatically associated with each PI.

Also note that charge account lists are configured under ARC > Review Board Administration > List Maintenance Setup
tab > Account List link.

Scroll back to the top of the page and click the Save Form button.
The order is now routed to the order processing area on the board side of the iRIS™ system.

Board Side



Navigate to ARC > Orders. The Approved for Ordering tab displays the queue of animal order requests submitted from
the study side.
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As shown in the screenshot above, the Pending Approval tab queue includes ten (10) columns of order detail:
Open — click the icon in this column to open the record for review and further processing

Order Status — current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status; note that available Order Statuses are configured under Animal Resource Center >
Review Board Administration > System Setup tab > Setup Order Status link

IACUC Number / Study Title: Study Title — shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column

Order Number — Order Number assigned to the order; note that the Order Number is configured under Animal
Resource Center > Review Board Administration > System Setup tab > Setup Order Numbering link

Form Type — type of form used to request the animals

Facility — approved location for receipt of the animal order

Principal Investigator — originating Pl on the order request

Requested Item — species and strain (if applicable) of animal(s) requested

Total Requested — total count of animals requested in the order

Date Board Received — date the order request was received by the board for further review and processing

Click the applicable icon in the Open column to open the corresponding order in the Processing Animal Order Request
page for processing. As shown in the screenshot below, the page opens to the Order Information tab by default.
Additional tabs populate here as the order progresses through further stages of processing.
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The read-only Request Information and Approval for [Pl name] sections (red boxes in screenshot above) are collapsed
by default. Click the respective plus sign to the left of the boldface section heading to expand it.

Details from the approved order request pre-populate in the Order Animals section (orange box in screenshot above).
Notice that all fields in this section of the page are unlocked and can be edited. Make any desired changes in the Order
Animals section of the page.

The upper section of the page is shown in isolation in the screenshot below. Notice that the Vendor field defaults to the
study side’s requested vendor, but a different vendor can be selected from the provided drop down list if desired.
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Click the Find Contact button (red box in screenshot above) to look up and assign a vendor contact. As shown below, the
Find a Sponsor Contact: Select popup dialog opens, containing a list of available contacts for the vendor.
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Click the icon in the Select column at the far left to assign a contact.

Click the Add a new Contact to the Master List button to add a new contact. Clicking this button opens the System Setup
of Business Associate List configuration page. See the ARC > Business Associate List manual for more information about
setting up business associate records.

The popup closes automatically when the contact is either selected or created. Contact details are populated in the order
form (red box in screenshot below).
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To upload a vendor confirmation document, either drag the document into the Vendor Confirmation Document area
(red arrow in screenshot above) or click in the area. As shown below, an upload dialog box opens.



Click the Choose File button (red box in screenshot above) and follow the usual prompts to navigate to the file on your

computer and select it. When the applicable file name is displayed to the right of Document Location in the popup, click
the Save selected file button to complete the upload.

When the Order Information tab is complete the reviewer has up to four options, as shown in the screenshot below.
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1. Save the order request as a draft with no further processing at this time — with the Email Vendor checkbox
UNSELECTED (green arrow and box in screenshot above) click the Save Order button (blue box/arrow in screenshot

above) to save all entered order details but keep the order in the Approved for Ordering tab; there is no change in
order status and no notification is sent to the study side.

CAUTION: IF THE Email Vendor CHECKBOX IS SELECTED AND THE Process Order BUTTON IS MISTAKENLY CLICKED
INSTEAD OF THE Save Order BUTTON, THE ORDER IS IMMEDIATELY SENT TO THE VENDOR.

1. Deny the order request — click the Deny Order button (red box/arrow in the screenshot above); on the board side
the order moves to the Completed tab on the Orders page with a status of denied, and the applicable study side
personnel are automatically notified of the status change

2. Approve the order request — with the Email Vendor checkbox UNSELECTED (orange arrow and box in previous
screenshot) click the Process Order button; this process is typically used at institutions where multiple levels of



order review are required

3. Save the order and immediately send it to the vendor for processing — select the Email Vendor checkbox (orange
box/arrow in previous screenshot), then click the Process Order button at the top right of the Processing Animal
Order Request page; a Receiving Information tab populates to the right of the Order Information tab for entry of
order receipt details when the order is received from the vendor; the order moves to the Pending Orders to Vendor
tab on the Orders page on the board side

When either of the last two options is exercised, meaning that the board has approved the requested animal order, on
the study side the Animal Management tab updates (see screenshot below) to show the total number of animals
approved for ordering (green bar in Order Tally box to the right) and how many are approved for ordering but have not
yet been ordered (blue bar in Order Tally box). Details of the approved animals appear in an Approved Animals box to
the left of the Order Tally box.
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As demonstrated in the screenshot above, the pending column in the Order Tally box shows a value of “0” if the order is
in a Pending Approval status on the Orders page on the board side, meaning that the order has not yet been sent to the
vendor.

If the order was sent directly to the vendor (option 4 in the preceding numbered list), the order is listed in the Animal
Ordering section of the Animal Management tab with a status of Pending Orders to Vendor (shown in screenshot
below) and the Pending column reflects the number of animals specified in the order that was sent to the vendor.

On the study side, regardless of whether or not the order has been sent to the vendor, once the board has completed the
Approved for Ordering processing step by granting its initial approval for the order an Animal Records tab is added
beneath the Animal Details tab in the left hand sidebar, as shown in the screenshot below. The tab is empty at this stage
of processing because no animals have yet been received.



On the board side, the order request is cleared from the Approved for Ordering tab.
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Orders Pending Approval

Navigate to Animal Resource Center > Orders and click to select the Pending Approval tab. This tab displays the queue of
animal orders from the study side that are awaiting board review and order submission to a vendor.

Note that a Pending Orders to Vendor tab, shown in the screenshot below, is only included on the Orders page when the
system.use_merge_vendor_orders property is set to “Yes”. In that configuration, the institution requires an additional
round of review and approval before the order is sent to the vendor. When this tab is turned off (default behavior), orders
are sent directly to vendors from the Pending Approval tab, and then move to the In Progress Orders tab. See the Pending
Orders to Vendor section of this manual for more information.
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As shown in the screenshot above, the Pending Approval tab queue includes ten (10) columns of order detail:
Open — click the icon in this column to open the order for review and further processing

Order Status — current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status; note that available Order Statuses are configured under Animal Resource Center >
Review Board Administration > System Setup tab > Setup Order Status link

IACUC Number / Study Title: Study Title — shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column



Order Number — Order Number assigned to the order; note that the Order Number is configured under Animal
Resource Center > Review Board Administration > System Setup tab > Setup Order Numbering link

Form Type — type of form used to request the animals

Facility — approved location for receipt of the animal order

Principal Investigator — originating Pl on the order request

Requested Item — species and strain (if applicable) of animal(s) requested

Total Requested — total count of animals requested in the order

Date Board Received — date the order request was received by the board for further review and processing

Click the icon in the Open column for the applicable study. The Processing Animal Order Request page opens, as shown
below.
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Urdar Log:

Data entry fields for the order are unlocked and editable, allowing for revisions prior to sending the order to the vendor.

To deny the order, click the Deny Order button (red box and arrow in screenshot above). On the board side the order
moves to the Completed tab on the Orders page with a status of denied, and applicable study side personnel are
automatically notified of the status change.

To proceed with processing the order, review order details and make any desired changes in the Order Animals and
Approved Location sections of the page. The reviewer has up to four processing options, as shown in the screenshot
below.




Save the order request as a draft with no further processing at this time — with the Email Vendor checkbox
UNSELECTED (orange arrow and box in screenshot above) click the Save Order button (red box/arrow in screenshot
above) to save all entered order details but keep the order in the Pending Approval tab; there is no change in order
status and no notification is sent to the study side

CAUTION: IF THE Email Vendor CHECKBOX IS SELECTED AND THE Process Order BUTTON IS MISTAKENLY CLICKED
INSTEAD OF THE Save Order BUTTON, THE ORDER IS IMMEDIATELY SENT TO THE VENDOR.

1.

Deny the order — click the Deny Order button (red box/arrow in the screenshot above); on the board side the
order moves to the Completed tab on the Orders page with a status of denied, and applicable study side personnel
are automatically notified of the status change

Save the order and move it to the Pending Orders to Vendor tab on the Orders page (demonstrated in screenshot
below) for final review and processing in a separate step — with the Email Vendor checkbox UNSELECTED (orange
arrow and box in previous screenshot) click the Process Order button; this process is typically used at institutions
where multiple levels of order review are required

My Workepaces B AR Owcbers El Back
od i e Filars 1)

Faiem Tagess - 41 - Fromaipal Lneralogaler
Sowcien Donplay Ondars by Faclity _ 55 .:ﬁ
Conplary Dadarn by Wandar o

Frediog Apsravel Femding Grden be Wemdor InFrogress Orders  Biwosheed Codon Guaraniine

Perating Ordery b
Warsdor

Note that the order has not yet been sent to the vendor with this processing option. A final level of review and processing
is managed from within the Pending Orders to Vendor tab, which allows for bulk order processing also. Visibility of the
Pending Orders to Vendor tab is property controlled. See the Animal Ordering Process Overview section of this manual
for more information.

1.

Save the order and immediately send it to the vendor for processing — select the Email Vendor checkbox and click
the Process Order button at the top right of the Processing Animal Order Request page; a Receiving Information
tab populates to the right of the Order Information tab for entry of order receipt details when the order is received
from the vendor; the order moves to the Pending Orders to Vendor tab on the Orders page on the board side

Unless the animal order is denied, the Animal Management tab is unchanged on the study side (see screenshot below)
because while the order is still in process, no animals have yet been ordered.
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Pending Orders to Vendor

Navigate to Animal Resource Center > Orders and click to select the Pending Orders to Vendor tab. This displays the

gueue of animal orders approved for processing that have not yet been sent to vendors. From here, orders can be sent to

vendors in bulk following processing.

Note that the Pending Orders to Vendor tab, shown in the screenshot below, is only included on the Orders page when
the system.use_merge_vendor_orders property is set to “Yes”. In that configuration, the institution requires an additional
round of review and approval before the order is sent to the vendor. When this tab is turned off (default behavior), orders

are sent directly to vendors from the Pending Approval tab, and then move to the In Progress Orders tab. See the
Pending Orders to Vendor section of this manual for more information.
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As shown in the screenshot above, the Pending Orders to Vendor tab queue includes twelve (12) columns of order
detail:

— select (far left, no text label): select checkboxes for compiling multiple orders (see Pending Orders to Vendor
subsection of this manual)

— Open: click the icon in this column to open the order for review and further processing (see Pending Orders to Vendor

subsection of this manual)

— Order Status: current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status

Note that available Order Statuses are configured under Animal Resource Center > Review Board Administration >
System Setup tab > Setup Order Status link.



— IACUC Number / Study Title: Study Title is shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column

— Order Number: Order Number assigned to the order

Note that the Order Number is configured under Animal Resource Center > Review Board Administration > System Setup
tab > Setup Order Numbering link

— Form Type: type of form used to request the animals

— Facility: approved location for receipt of the animal order

— Principal Investigator: originating Pl on the order request

— Requested Item: species and strain (if applicable) of animal(s) requested

— Vendor / Vendor Contact Name: company name of the vendor appears above the line in this column, name of the
contact person at the vendor company appears below the line

— Total Requested: total count of animals requested in the order
— Date Board Received: date the order request was received by the board for further review and processing

Click the applicable icon in the Open column (red box in screenshot below) to review order details.
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The order is opened as read-only in the Processing Animal Order Request page, as shown below.
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Notice that cage cards can be generated via the Generate buttons in the Approved Location section of the page.
Click the Back link at the upper right to close the Processing Animal Order Request page

Back on the Pending Orders to Vendor tab of the Orders page, click to select the checkbox(es) of orders to be sent (far-
left column), then click the Compile/Send Processed Vendor Orders button.
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As shown below, the first selected order is opened in the Create Vendor Order popup. Here, a cover email can be
composed for inclusion with the animal order(s).
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Click the Generate and Download PDF button (upper right corner of the popup) to save a PDF copy of the order. The PDF
opens in a separate window, from which it can be saved/downloaded or printed in hard copy.

Make any desired changes to vendor details in the upper part of the popup, then click to select the Email Vendor
checkbox at the bottom of the popup (red box in screenshot above).

As shown in the screenshot below, the popup expands to include a text editor for creation of the cover email to be sent

to the vendor with the order(s).
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Enter the desired Subject for the email.

If templates have been created for vendor orders, they can be accessed via the Template field. Click in the field to open a
dropdown list of available templates. Click to select the desired template, then click the Import Template button to apply

it to the body of the email message.

Add any desired text to the body of the email message.

Click the Send Email to Vendor button. The button is replaced with text indicating “Delivery in progress”.
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The order record is cleared from the Pending Orders to Vendor tab, as shown in the screenshot below.
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The order record is moved to the In Progress Orders tab, as shown in the screenshot below. This is where sent orders
remain until the shipment of animals is received.
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As shown below, a Receiving Information tab is added to the Processing Animal Order Request page. When the animal
order arrives, this tab is where details of the shipment and condition of the animals are entered.
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On the study side Animal Management tab, status is updated to Pending Orders to Vendor (red arrow in screenshot
below). If the Pending Orders to Vendor tab is not in use at the institution, status updates to “In Progress”.
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Notice that the Order Tally graph (red box in screenshot above) updates to list the ordered animals as “Pending”.

Recurring Orders

If the study has not yet ordered all of its approved animals, a recurring order can be added by clicking the icon in the
Recurring Order column for the applicable order, as demonstrated in the screenshot below.




Enter a Recurring Pattern Name. This identifier is used to distinguish the recurring order pattern (e.g., how frequently
and on what day the order is to be sent to the vendor, and for how long) from any others in the system.

The Effective Date field is read-only and defaults to the current date.

Click on the calendar widget to open it and select a Recurring Order Expiration Date. No further recurring orders will be
processed after that date.

Recurring orders default to weekly, on Mondays. Click in the Change Recurrence Pattern field to open a dropdown list
with a second, “Monthly” option. Click to select the desired option. Where applicable, new fields populate for specific

In Progress Orders

Navigate to Animal Resource Center > Orders and click the In Progress Orders tab. This tab displays the queue of animal
orders placed for which the animals have not yet been received. When livestock is received the order can be opened
from this tab to process receipt of the order.
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Note that a Received Orders tab and Reconciled tab are included on the Orders page (shown in screenshot above) when
the system.use_received_reconciled_orders property is set to “Yes”. In that configuration, the order record moves from
the In Progress Orders tab to the Received Orders tab. See the Received Orders section of this manual for more
information.

As shown in the screenshot above, the In Progress Orders tab queue includes twelve (12) columns of order detail:

— Open: click the icon in this column to open the order for review and further processing (see In Progress Orders
subsection of this manual)

— Order Status: current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status

Note that available Order Statuses are configured under Animal Resource Center > Review Board Administration >
System Setup tab > Setup Order Status link.

— IACUC Number / Study Title: Study Title is shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column

— Requisition Number: Requisition Number assigned to the order
— Order Number: Order Number assigned to the order

Note that the Order Number is configured under Animal Resource Center > Review Board Administration > System Setup
tab > Setup Order Numbering link

— Form Type: type of form used to request the animals

— Facility: approved location for receipt of the animal order



— Principal Investigator: originating Pl on the order request

— Requested Item: species and strain (if applicable) of animal(s) requested

— Vendor: company name of the vendor

— Total Ordered: total count of animals ordered

— Date Board Received: date the order request was received by the board for further review and processing
Use the search form at the top of the page to look up orders.

On the study side, at this stage of processing the order status is set to “Ordered — Pending Receipt”, as shown in the
screenshot below.
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As shown below, at this stage of order processing no animals are released to the study.
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Received Orders

Received Orders and Reconciled tabs are included when the system.use_received_reconciled_orders property under
iRIS™ System Administration > System Configuration > Animal Resource Center link (shown below) is set to “Yes”.
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Reconciled

Turning the property on inserts an extra step of animal order tracking and review. This option is typically employed by
institutions where one person has responsibility for receiving and inspecting the animal shipment and a different person
is responsible for assigning the animals to their housing locations on the study.

Where the Received Orders and Reconciled tabs are not in use, received order records remain in the In Progress Orders
tab until received and go directly to the Completed tab of the Orders page following processing, where they remain for
historical reference purposes until archived.

When in use, the Received Orders tab displays the queue of received animal orders awaiting review and/or cage
assignment. When the PI’s review is complete and animals have been assigned to cages the order moves to either the
Quarantine or Completed tab, depending on whether the animals are released to quarantine.
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As shown in the screenshot above, the Received Orders tab queue includes twelve (12) columns of order detail:

— Open: click the icon in this column to open the order for review and further processing (see Received Orders

subsection of this manual)

— Order Status: current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status



Note that available Order Statuses are configured under Animal Resource Center > Review Board Administration >
System Setup tab > Setup Order Status link.

— IACUC Number / Study Title: Study Title is shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column

— Requisition Number: Requisition Number assigned to the order
— Order Number: Order Number assigned to the order

Note that the Order Number is configured under Animal Resource Center > Review Board Administration > System Setup
tab > Setup Order Numbering link

— Form Type: type of form used to request the animals

— Facility: approved location for receipt of the animal order

— Principal Investigator: originating Pl on the order request

— Requested Item: species and strain (if applicable) of animal(s) requested
— Vendor: company name of the vendor

— Total Received: total count of animals received in the order

— Date Board Completed: date the order request was approved by the board

Use the search fields at the top of the page to look up the received order. Click the corresponding icon in the Open
column to open it.
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The order is opened for receiving processing in the Processing Animal Order Request page, with the Order Information
tab open by default. Click the Receiving Information tab (blue arrow in screenshot below).
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As shown below, the tab opens for entry of receiving details. Notice the Save Order and Mark Order as Received (red
box in screenshot below) buttons in the upper right corner of the tab.
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Click the Save Order button to save receiving information for the order in draft form while keeping the order in a Pending
Orders to Vendor status.

The read-only Request Information and Approval for [Pl name] sections at the top of the tab are collapsed by default.
Click the respective plus sign to the left of the boldface section heading to expand it.

Enter details of study animals received as follows:

Date Animals Were Received — click in the calendar widget to open it, navigate to the date the animals were received
and click to select it

Container OK — click to select “Yes” if the container was intact and in good condition, otherwise select “No”; use the If
No Explain field to enter the reason for an answer of “No” here

Physical Exam section — Click to select “Yes” or “No” for each of the following inspected areas, where “Yes” indicates
good condition and “No” indicates abnormality: General Appearance; Eyes, Ears, Nose, Mouth; Urogenital, Anus;
Respiratory; Hydration; use the Describe all abnormalities; Report any sign of infectious disease to Animal Health Staff
Immediately field to enter the reason for any answers of “No” here

Comments — enter any additional remarks about the shipment

Make any desired changes to the following fields in the Order Animals section

Number of Males Received — enter the total count of male animals received in this shipment
Number of Females Received — enter the total count of female animals received in this shipment

Quarantine Required? — click to select “Yes” if the animals are being released into quarantine, “No” if being released
into general population facilities

Number of Cages — number of cages among which the animals will be divided for housing
Make any desired changes to the Approved Location section.

An example of the filled form is shown in the screenshot below. Click the Mark Order as Received button to save
receiving details.
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Receiving Information is saved and a Received Orders tab populates (red arrow in screenshot below). Notice that the
Save Order and Mark Order as Received buttons no longer appear on the Receiving Information tab (gray box and arrow
in screenshot below).
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As shown below, on the study side order status is updated to “Received Orders” (red box) on the Animal Management
tab.
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The Order Tally table (blue box in screenshot above) is unchanged because the animals have not yet been released to the
study. In the example shown above the “50 Available” animals are from “Completed” Order Number “ORD-20-801", for
fifty (50) animals. The “50 Pending” animals are in Order Number ORD-20-802, which is still in a “Received Orders”
status.

As demonstrated by the screenshots below, on the board side under Animal Resource Center > Orders, the order moves
from the In Progress tab to the Received Orders tab.
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Click the icon in the Open column to open the order for further processing. As shown in the screenshot below, the order
opens in the Processing Animal Order Request page. Notice that the page opens to the Order Information tab (red box)
by default. Click the Received Orders tab (red arrow) to select it.
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As shown in the screenshot below, the Received Orders tab opens for entry of charge items from the order.
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Enter the Vendor Invoice Number.

At least one charge item must be entered in the Add Costs to Order section in order to release the animals from the
order to the study side. By default, three (3) blank rows are provided for entry of invoice line items.

Beginning with the first empty row, enter details of each line item from the vendor invoice as follows. Only charges that
are active are available for selection.

Charge Type — click in the field to open a dropdown list of available charge types and click one to select it

Charge Item — the selection made for Charge Type populates the dropdown list for this field with applicable items; click
in the field to open the list and click an item in the list to select it

Item Price — the default price for the selected item automatically populates but can be edited; to change the default
value, enter the cost per item for the line item in dollars and cents (e.g., if each item costs five dollars, enter 5.00)

Item Quantity — enter the quantity of the specified item received in the order

Item Total — this field automatically calculates, multiplying Item Price by Item Quantity to return a total cost for the line
item

An example of the filled tab is shown below.
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If the vendor invoice includes more than three (3) invoice line items click the Add Charge Item button (green arrow in
screenshot above) to add a blank row.



If any line item is entered in error, click to select its checkbox in the far-left column and click the Delete Charge Item
button to delete that line item.

When all line items from the vendor invoice are entered click the Mark Order as Completed button (red box at upper
right corner in screenshot above).

CAUTION: clicking the Mark Order as Completed button releases the animals to the study, or to quarantine when
specified for the order.

As shown in the screenshot below, the Mark Order as Completed button is replaced by a Mark as Reconciled button.
The Vendor Invoice Number field and Add Costs to Order section are locked against further editing (red box) and a line is
added to the Order Modification Log section at the bottom of the tab (blue box) to track the order status change.
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As shown below, on the study side order status is updated to “Completed” (red box) on the Animal Management tab.
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The Order Tally area (blue box in screenshot above) updates. The 50 (fifty) animals that were previously in a “Pending”
status have now been added to the “Available” column.

Click the icon in the Recurring Order column to create another order of the same type, as shown below. Note that no
signoffs from the Study side are required for recurring orders, and orders enter the workflow immediately.

Records for animals released to the study are now populated on the study side. Click the Animal Records tab in the left-
hand sidebar menu to access the individual animal records, as shown below.
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See the Animal Resource Center > Livestock Management manual for more information about managing study animals.

Quarantined Orders



The Quarantine tab displays the queue of received quarantined animal orders awaitin review and/or cage assignment.
When the review is complete and animals have been assigned to cages the order moves to the Completed tab.
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As shown in the screenshot above, the Quarantine tab queue includes twelve (12) columns of order detail:

— Open: click the icon in this column to open the order for review and further processing (see Quarantined Orders
subsection of this manual)

— Order Status: current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status

Note: Order Statuses are configured under Animal Resource Center > Review Board Administration > System Setup tab >
Setup Order Status link.

— IACUC Number / Study Title: Study Title is shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column

— Requisition Number: Requisition Number assigned to the order
— Order Number: Order Number assigned to the order

Note: Order Number is configured under Animal Resource Center > Review Board Administration > System Setup tab >
Setup Order Numbering link

— Form Type: type of form used to request the animals

— Facility: approved location for receipt of the animal order

— Principal Investigator: originating Pl on the order request

— Requested Item: species and strain (if applicable) of animal(s) requested

— Vendor: company name of the vendor

— Total Received: total count of animals received in the order

— Date Board Received: date the order request was received by the board for further review and processing

Click the icon in the Open column for the applicable order to enter quarantine details. The order is opened in the Order
Information tab by default. Click the Quarantine tab (example shown below).
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Note that all fields on the page are locked as read only, except for fields in the Quarantine section.

When the animals are received the following fields are completed:

Click to open the calendar widget for Date Expected out of Quarantine. Navigate to the desired date and click to select
it.

Click the applicable radio button to select “Yes” or “No” for Animals due out for testing? If the answer is “Yes”, click to
open the calendar widget for Date due out for testing. Navigate to the desired date and click to select it.

Important note: verify that the default selection of “No” is in place for Move to Approved Location? before saving
changes. When “Yes” is selected for this field and changes are saved, the animals are immediately released to the
requesting study’s approved location and their corresponding records are added to the Animal Details tab of the Animal
Management area of the requesting study.

Click the Save Record button to save changes. Note that the animals remain in quarantine.

If the animals have gone out for testing and testing documentation is provided, that documentation can be uploaded and
added to the file. Click in the dotted line box, or drag the desired file from the computer desktop or file manager window
to the dotted line box, and follow the prompts to complete the upload.

Documents added in this manner are added to the table beneath the dotted line box. A Delete icon is provided for each
document uploaded. If a document is uploaded in error, click the icon for the applicable document to delete it.

Click the Save Record button to save changes. Note that the animals remain in quarantine.



When quarantine is completed, the Actual Date out of Quarantine date is entered and the animals are released to the
applicable study.

Click to open the calendar widget for Actual Date out of Quarantine. Navigate to the desired date and click to select it.

Click the radio button to select “Yes” for Move to Approved Location? Notice that this field defaults to “No”. When “Yes”
is selected for this field and changes are saved, the animal records are immediately released to the study’s approved
location.

Click the Save Record button to save changes. If “Yes” is selected for Move to Approved Location?, the animals are
moved out of the quarantine facility and into the approved location. If “No” is selected, the animals remain in quarantine
and the Pl is notified

Regardless of whether or not the animals are physically moved out of quarantine facilities, the animal order record is
moved to the Completed tab under ARC > Orders, and status for the Order is updated to “Complete” wherever that
status appears.

Completed Orders

The Completed tab displays the queue of animal orders completed and released to studies.
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As shown in the screenshot above, the Completed tab queue includes twelve (12) columns of order detail:

— select (far left, no text label): select checkboxes for marking orders as Reconciled (see Completed Orders subsection of
this manual)

— Open: click the icon in this column to open the order for review and further processing (see Completed Orders
subsection of this manual)

— Order Status: current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status

Note that available Order Statuses are configured under Animal Resource Center > Review Board Administration >
System Setup tab > Setup Order Status link.

— IACUC Number / Study Title: Study Title is shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column

— Requisition Number: Requisition Number assigned to the order
— Order Number: Order Number assigned to the order

Note: Order Number is configured under Animal Resource Center > Review Board Administration > System Setup tab >
Setup Order Numbering link



— Form Type: type of form used to request the animals

— Facility: approved location for receipt of the animal order

— Principal Investigator: originating Pl on the order request

— Requested Item: species and strain (if applicable) of animal(s) requested
— Vendor: company name of the vendor

— Total Received: total count of animals received in the order

— Date Board Completed: date the order request was approved by the board

As shown in the screenshot below, a date range filter is provided on the Completed tab.
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Enter the desired date range using the provided calendar widgets and click the Refresh button to limit results shown to
those within the specified date range.

Click the icon in the Open column to open an order (as read-only).

Order Billing

See the Billing Dashboard section of this manual for Order Billing processing details.
Order Reconciliation

Received Orders and Reconciled tabs are included when the system.use_received_reconciled_orders property under
iRIS™ System Administration > System Configuration > Animal Resource Center link (shown below) is set to “Yes”.
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The Reconciled tab displays the queue of received animal orders that have been reconciled against the Charge Master
(see the ARC Orders and Billing Manual for Charge Master details).
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As shown in the screenshot above, the Reconciled tab queue includes twelve (12) columns of order detail:

— Open: click the icon in this column to open the order for review and further processing (see Order Reconciliation
subsection of this manual)

— Order Status: current status of the order; click the title header on this column to sort records in ascending or
descending order by Order Status

Note: Order Statuses are configured under Animal Resource Center > Review Board Administration > System Setup tab >
Setup Order Status link.

— IACUC Number / Study Title: Study Title is shown in a colored ribbon at the top of the record row; IACUC Number is
shown in a field beneath the ribbon, directly to the right of the Order Status column

— Requisition Number: Requisition Number assigned to the order

— Order Number: Order Number assigned to the order



Note: Order Number is configured under Animal Resource Center > Review Board Administration > System Setup tab >
Setup Order Numbering link

— Form Type: type of form used to request the animals

— Facility: approved location for receipt of the animal order

— Principal Investigator: originating Pl on the order request

— Requested Item: species and strain (if applicable) of animal(s) requested

— Vendor: company name of the vendor

— Total Received: total count of animals received in the order

— Date Board Completed: date the order approval was completed by the board

Click the icon in the Open column to open a read-only version of the associated order.
Orders Page Find an Order Filters

As shown in the screenshot below, a Find an Order Filters search form is provided at the top of the Orders page and
remains active for all available tabs. Enter desired search criteria and click the Find... button to limit orders shown in the
results queue to those matching the specified search criteria.
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Available fields in the Find an Order Filters form vary, depending on the selected tab.
Search by Form Types

The Form Types field allows for searching by order/transfer form type and provides a dropdown picklists of options. Click
the desired item to select it.

Aramal Retource Center Order Form
Aramal Fesource Center Tnternal Transfer Foom
apimal Respurce Center External Transfer Form

Search by Species

To search by species, enter the species name exactly as it appears in the applicable order request(s). As shown below a
dynamic search list of recently entered species names populates as characters are typed into the field.



Mouse (USDA D)

Mouse (USDA E)

Mouse (USDA B)

Mouse (USDA A)

Click on an item in the dynamic search list to select it or type the full, desired Species name in the field.

Note: text manually entered in the Species field must exactly match the full species name entered in the applicable order
request(s), though the field is not case-sensitive.

Search by Vendor Name

The Display Orders by Vendor field allows for searching by order/transfer form type and provides a dropdown picklists of
options. Click the desired item to select it.
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Note: this search option does not appear for all tabs on the Orders page.
Search by Vendor Invoice Number

To search by Vendor Invoice Number, enter the invoice number exactly as it appears in the applicable order request(s).
As shown below a dynamic search list of recently entered invoice numbers populates as characters are typed into the
field.
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Click on an item in the dynamic search list to select it or type the full, desired Vendor Invoice Number in the field.

Note: text manually entered in the Vendor Invoice Number field must exactly match the full invoice number entered in
the applicable order request(s).

Note also that this search option does not appear for all tabs on the Orders page.

Search by Principal Investigator



To search by Principal Investigator (Pl) name, enter the Pl name exactly as it appears in the Principal Investigator field in
the applicable order/transfer request(s). As shown below a dynamic search list of recently entered Pl names populates as
characters are typed into the field.

Digplay Ordars by Facility: Harper_ )ill M, M0 PhD
Investigator, John Samson 1, B.5.
Researcher, Jjohn

Received Orders Quaranbine Complet Smith, John

Click on an item in the dynamic search list to select it or type the full, desired Pl name in the field.

Note: text manually entered in the Principal Investigator field must exactly match the full P name entered in the
applicable order request(s), though the field is not case-sensitive. As demonstrated in the screenshot below, an error
message will display when no matches are located.

Principal Investigator: |kel| . | .

Display Orders by Facility: | '\We are not finding a Principal Investigater name match I

Search by Facility Name

The Display Orders by Facility field allows for searching by facility name and provides a dropdown picklists of all Facility
records configured under Animal Resource Center > Review Board Administration > System Setup tab > Setup
Facilities/Buildings/Floors/Room link. Click the desired item to select it.

Principal Investigator:
Display Orders by Facility: [51 =
C-alifornia State Unmversity

General Facility
HIH Atlanta GA& Campus

Find an Order Page

Navigate to ARC > ARC Workspace and click the Find an Order icon, shown below.
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Note: the user has the option to rearrange icons on this page, the Find an Order icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Find an Order page opens.
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Orders in all statuses can be accessed from this page.

As shown below an Open column is provided to open orders for viewing or processing (see the Orders > [order status]
Tab > [order status] subsections of this manual for order processing details), and a Find an Order Filters form is provided
at the top of the page for entry of search criteria.
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The Find an Order Filters form is shown in isolation for the remainder of this section.

Orders can be searched by any combination of the fields in the Find an Order Filters section. Enter desired criteria (see
details, following screenshot below) and click the Find button.
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Text entry fields are provided to search by full or partial Requisition Number, Order Number, IACUC Number and/or

Study / Protocol Number.
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The Principal Investigator (Pl) text entry field can be used to search by full or partial PI name and includes a button to
toggle the search between Active or Inactive Pls. As shown below, the button is toggled to Active by default.

Foral g0 Qe Finery. U

Raqurtion Humben Shasy Rarrdsar:

[ — Chesis Stoens [ 43
Diabe irder Placed: | e ﬁ e
I *mw:mm | Dmpartad Dsbvary Placsd: | —rone-

Click the Active button to toggle it to Inactive, as shown below.
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Note that it is not possible to search by both Active and Inactive Pls simultaneously.

As shown below, the Vendor dropdown provides a picklists to filter the search by vendor name. Click an item in the list to
select it.
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Note: available Vendor names are configured under Animal Resource Center > Review Board Administration > System
Setup tab > Setup Business Associate List link.

As shown below, the Order Status dropdown provides a pick lists to filter the search by order status. Click an item in the
list to select it.
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Note: available Order Statuses are configured under Animal Resource Center > Review Board Administration > System
Setup tab > Setup Order Status link.

As shown below, two options are provided for searching by date: Date Order Placed and Expected Delivery Placed
(expected delivery date). Functionality is the same for both.
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Click in the first field to open a dropdown list of months. Click the applicable month to select it.
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To search for orders placed on a specific day, enter the desired day of the month in the second field and the four-digit
year in the last field. To search for orders placed on any day in a certain month, leave the center (day) field blank and
enter the desired four-digit year in the last field, as shown below.
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After all desired criteria are entered click the Find button to load results in the lower part of the Find an Order page.
Clear all Find an Order Filters fields and click the Find button again to clear search criteria.

Material Order

Orders for materials, as opposed to animal orders, are entered, tracked and managed on the Manage Material Order
page. To access the page, navigate to ARC > ARC Workspace and click the Material Order icon, shown below.
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Note that because the user has the option to rearrange icons on this page, the Material Order icon may not appear in the
same location on every user’s ARC Workspace page.

As shown below, the Manage Material Order page opens.
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Click the plus sign icon in the column to the immediate left of the Status column to view read-only line item details for
the corresponding order, as demonstrated below.
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Add Material Order

Navigate to ARC > ARC Workspace and click the Material Order icon, shown below.
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As shown below, the Manage Material Order page opens.
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Click the Create Material Order button. As shown below, a Material Order popup opens for entry of order details.
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Click the calendar widget for Date Ordered. Navigate to the desired date and click to select it.
Click in the Payment Options field and click to select the desired item from the list.
Enter the name of the requestor in the Requested by field.

Click in the Order Method field and click to select the desired item from the list. Note: this list is maintained under
Review Board Administration > System Setup tab. See the Setup Material Order List section of the ARC Orders and Billing
manual for more information about material order configuration list setup and maintenance.

Click in the Order Status field and click to select the desired item from the list. Note: this list is maintained under Review
Board Administration > System Setup tab. See the Setup Order Status section of the ARC Orders and Billing manual for
more information about material order configuration list setup and maintenance.

Click the calendar widget for Order Status. Navigate to the desired date and click to select it.

Click in the Next Action field and click to select the desired item from the list. Note: this list is maintained under Review
Board Administration > System Setup tab. See the Setup Material Order List section of the ARC Orders and Billing manual
for more information about material order configuration list setup and maintenance.

Click in the Vendor field and click to select the desired item from the list. If applicable, click the Find Contact button and
follow the prompts to specify a contact person for the selected vendor. Note: this list is maintained under Review Board



Administration > System Setup tab. See the ARC Business Associate List manual for more information about vendor
configuration list setup and maintenance.

The Vendor Information field automatically populates with read-only information based on selections in the Vendor
field.

At the upper right, a Reason field is provided for entry of order justification notes.

Four blank line items are provided for material items to be included in the order. For each item, enter a name in the Item
column, a dollar amount in the Cost column and a number in the Quantity column. The Total Cost column and Grand
Total fields auto-calculate.

To add more line items, click the Add Item button once for each line to be added.

When all line items are added click the Save button to close the popup and add the Material Order to the Manage
Material Order page.

Edit Material Order

Navigate to ARC > ARC Workspace and click the Material Order icon, shown below.
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As shown below, the Manage Material Order page opens.

My Workgpaces = ARC
Hstoriad Ceder BD; Vo ¢ s
A e e Betperen: 'E,-_-I T:I i
St By ﬁ Find ...
B resutis) foun
& | e ;f""'“""’ & saoe Do Submtied Vendor Sbeminied By Tortid At
74 B ineooes DI0/200L5 Fasthinins, LB 87,05
B Tiler 2 astbei | O
| | Frmwmng tha LRt ME ks, Rache 5
B InFooes 202 1 M, D
B onser renang o200 e O
B “ 5 R A 1 Mather |, (4

Click the icon in the Edit column for the applicable material order, as shown above. As shown below, the order is opened
in a Material Order popup for editing.
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Make desired changes to the order details at the top of the popup and individual order line items at the bottom.

To add a line item to the bottom section, click the Add Item button as shown below.
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Note: the Total Cost and Grand Total fields dynamically update as changes are entered or items are added in the line item
detail section.

When changes are complete click the Save button to close the popup and return to the Manage Material Order page.

Delete Material Order

Navigate to ARC > ARC Workspace and click the Material Order icon, shown below.
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As shown below, the Manage Material Order page opens.
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Click to select the checkbox for the material order to be deleted in the far left column and click the Delete Material
Order button (see red boxes in screenshot above).

A confirmation popup window displays.

Confirm the Deletion,

Are you sure you want to delete?

COMFIRM CAMNCEL

Click CANCEL to return to the Manage Material Order page without deleting the record.
Click CONFIRM to delete the record and close the popup. The item is deleted on the Manage Material Order page.

Per Diem Collection

Dates for per diem, or daily, charges for cages and related facilities are entered and managed on the Per Diem Collection
Dates page. To access the page, navigate to ARC > ARC Workspace and click the Per Diem Collection icon, shown below.



.2 ® X @8 €& 8 @ @ K

PP " — Vi s Bty oy Crers Virsd . O Caga Carey hptmeisd Deder g Tt Voem Bipbey
-
(3 -
123 | m g <= G 3 " R Y
Torwsarabe Tarnn Pea Doy T, AR Al Dillang Tunbbirard Wianafl g Braemaal Tweh &y pigmmand g dorkabality Arapbyyl Davhbosrd L
Helsrnen Kyrigumant
? B B ® ® B B "
R — Mamiog Agrda Uyt Mmtay Moreng Menage ekl . Fapeisir=s Lirter Bageenit Cirrragrenias
Hryperay Trnghing
A & w @ &
M By g Uew Rroery & e Bapiming Kaperin Erarar Bard
LESEE YT Doty gl Seleiekyirviies

Note: the user has the option to rearrange icons on this page, the Per Diem Collection icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Per Diem Collection Dates page opens.
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Only Per Diem Date entries for future dates (screenshot above taken prior to 2/26/2021) have an icon in the Delete

column because Per Diem Date entries from the past have per diem payment entries associated with them and cannot
be deleted.

The entries shown in the screenshot above do not have in icon in the View column however, because no per diem
payments have yet been entered for these entries.

Conversely, as shown in the example below, Per Diem Date entries from the current date (screenshot taken 10/4/20)
extending into the past have an icon in the View column but do not have an icon in the Delete column. This is because
once per diem payments have been entered for a given per diem date, the Per Diem Date record cannot be deleted.
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A search form is provided at top with fields for Per Diem Collection Dates from [date] to [date] and Filter Dates by.

Enter desired search criteria and click the Find ... button to filter results.

Click the icon in the View column for a past Per Diem Date to view the Per Diem Collection for [date] page (shown
below) for the selected date. Information shown on this page is read-only.
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Click the Cancel — Return to List button (shown in screenshot above) to close the Pier Diem Collection for [date] page
and return to the Per Diem Collection Dates page.

Add a New Per Diem Date

Navigate to ARC > ARC Workspace and click the Per Diem Collection icon, shown below.
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Note: the user has the option to rearrange icons on this page, the Per Diem Collection icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Per Diem Collection Dates page opens.
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Click the Add a New Per Diem Date button to add a new per diem date. As shown below, the Add Per Diem Date popup
opens for creation of the new record.

Add Per Diem Date x|

“Por Diem Date: =H



Click the calendar widget for Per Diem Date. Navigate to the desired date and click to select it.

Click the Save button to close the popup, save the new Per Diem Date and return to the Per Diem Dates page. The new
date is added to list on that page.

Delete a Per Diem Date

Navigate to ARC > ARC Workspace and click the Per Diem Collection icon, shown below.
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Note: the user has the option to rearrange icons on this page, the Per Diem Collection icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Per Diem Collection Dates page opens.
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Click the icon in the Delete column for the applicable Per Diem Date.

A confirmation popup window displays.



Confirm the Deletion,

fAre you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Per Diem Collection Dates page without deleting the record.

Click CONFIRM to delete the record and close the popup. The item is deleted on the Per Diem Collection Dates page.

Add a New Per Diem Recurring Pattern

Navigate to ARC > ARC Workspace and click the Per Diem Collection icon, shown below.

Vivarium ﬂ

. ® X @ & 8 4a &a N

Al ¢ o Shady Findl s By by iy Gorfers Firsd g G Cage Coarch Tharge Taiat Ll
et
A =
123 | E& i &5, E} R (a) 4]
T Pt Cuam Colacion. A ol LR Wi g Mrimaal Toah Kpigremd Ereca hvilabdiy Arsabyy! Darvbdeard Hurvaranr
[ Kupgmmani
= = <L
@ [% w1 ; % E E ‘
Nawarumes Dpphbe Magieg Agrada Mayong Mirmssy Mariong Marages et A e siabiy g Pagmiatamn Luter Bagmeott e ey
Byyporaan Tupphing
e ® w & &
A By Grgrd U Soorry Ynpr Rrpmang Baperiy vy Board
Bt i Doty Bpda Bdemara o atace.

Note: the user has the option to rearrange icons on this page, the Per Diem Collection icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Per Diem Collection Dates page opens.
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Click the Add Per Diem Recurrence Pattern button to add a new recurring per diem charge pattern. As shown below, the
Per Diem Recurrence Schedule page opens.
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As shown above, any pre-existing per diem recurrence patterns are listed in a table on the page. To add a new pattern,
click the Add a New Recurring button.

As shown below, the Add Per Diem Recurring Schedule popup opens for creation of the new record.
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Enter the desired Recurring Pattern Name.
Click the calendar widget for Start Date. Navigate to the desired date and click to select it.
Enter any desired Comments.

Click in the Change Recurrence Pattern field to open a drop down list containing a “Weekly” and “Monthly” option. Click
the desired option to select it. The selection made here updates the following field, which defaults to Weekly Pattern but
dynamically updates to Monthly Pattern if “Monthly” is selected for Change Recurrence Pattern, as demonstrated
below.
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Per the selection made in the Change Recurrence Pattern field, enter Weekly Pattern or Monthly Pattern details. Note
that when configuring a weekly pattern, multiple weekday selections can be made by clicking the respective checkboxes
(see screenshot below).

Washdy Pattern: Recurs every |1 week(s) on

Sunday Monday Tuesday Wednesday

Thursday Friday Saburday

Click the Save button to close the popup, save the new Per Diem Recurring Schedule and return to the Per Diem
Recurrence Schedule page. The new pattern is added to the table on that page.

Edit a Per Diem Recurring Pattern

Navigate to ARC > ARC Workspace and click the Per Diem Collection icon, shown below.
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Note: the user has the option to rearrange icons on this page, the Per Diem Collection icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Per Diem Collection Dates page opens.
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Click the Add Per Diem Recurrence Pattern button. As shown below, the Per Diem Recurrence Schedule page opens.
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As shown above, any pre-existing per diem recurrence patterns are listed in a table on the page.

Click the icon in the Edit column for the applicable Recurring Pattern Name. As shown below, the item is opened in the

popup window for editing.
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Make desired changes to the Recurring Pattern Name.
Click the calendar widget for Start Date. Navigate to the desired date and click to select it.

Enter or revise Comments as desired.

Click in the Change Recurrence Pattern field to open a drop down list containing a “Weekly” and “Monthly” option. Click
the desired option to select it. The selection made here updates the following field, which defaults to Weekly Pattern but

dynamically updates to Monthly Pattern if “Monthly” is selected for Change Recurrence Pattern, as demonstrated
below.



Change Recurrence Patiem:

Mamthly Pattern: & 0gy 4 of ewery |1 morh[s)

Per the selection made in the Change Recurrence Pattern field, enter or revise the Weekly Pattern or Monthly Pattern
details. Note that when configuring a weekly pattern, multiple weekday selections can be made by clicking the respective
checkboxes (see screenshot below).

Washdy Pattern: Recurs every |1 week(s) on

Sunday Monday Tuesday Wednesday

Thursday Friday Saburday

Click the Save button to close the popup, save changes to the Per Diem Recurring Schedule and return to the Per Diem
Recurrence Schedule page.

Delete a Per Diem Recurring Pattern

Navigate to ARC > ARC Workspace and click the Per Diem Collection icon, shown below.
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Note: the user has the option to rearrange icons on this page, the Per Diem Collection icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Per Diem Collection Dates page opens.
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Click the Add Per Diem Recurrence Pattern button. As shown below, the Per Diem Recurrence Schedule page opens.
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As shown above, any pre-existing per diem recurrence patterns are listed in a table on the page.
Click the icon in the Delete column for the applicable Recurring Pattern Name.

A confirmation popup window displays.

Confirm the Deletion,

fre you sure you want to delete?

COMFIRM CAMNCEL

Click CANCEL to return to the Per Diem Recurrence Schedule page without deleting the record.

Click CONFIRM to delete the record and close the popup. The item is deleted on the Manage Material Order page.
Billing Dashboard

The Billing Dashboard area is where billing, invoice and payment items are processed and tracked.

Navigate to ARC > ARC Workspace and click the Billing Dashboard icon, shown below.
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Note: the user has the option to rearrange icons on this page, the Billing Dashboard icon may not appear in the same
location on every user’s ARC Workspace page.

As shown below, the Billing Dashboard page opens.
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The page opens to the Unbilled Charges tab by default. The Invoiced Charges tab, shown below, is where items for which
invoices have been generated are processed and tracked.

[ unbitied charges m

p= e — |
® ot Finalized mmm': Ll ﬁm p Fasat Filbers
® Finalized umm; R T =
el [ Prot Frenty | [ Reset sibng | [ Fraize Invoices
® g

Wiew  Tnwoloe Billing  Accoumt Explration  Cuarrent
= @ Tarvoicn | Pusibar Aconant Humber ACcount Cmer Aronant Hame Perlod  Sretus Date
Mo results found.



View Billing Item Charge Details

Where a billing item is listed in the Billing Dashboard page, a plus sign icon is provided to the immediate left of the
Create Invoice column, as shown below, for drilling down to view billing item details.
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Click the plus sign icon to open the Charges on this Account by Protocol panel for the item, as shown below.
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Notice that the Charges on this Account by Protocol item(s) has/have a plus sign icon in the View Details column. Click
this plus sign icon to expand a list of Orders associated with the applicable Charges on this Account by Protocol item, as
shown below.
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Click an item in the Order Number column to view the associated order record.

Note that where the plus sign icon appears next to a billing item elsewhere in the billing dashboard area, the same
details as described above are available for viewing and are accessed in the same manner.

Create an Invoice

On the Unbilled Charges tab, click the icon in the Create Invoice column for the applicable item.
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As shown below, the Study Invoice page opens for creation of an invoice. Read-only details of billing items already added
to the invoice are shown in the Charges on Account by protocol section.
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To add a new billing item to the invoice, select the Calculate Amount From Associated Items checkbox if the new item is
to be included in bill calculation, then click the Add User Define Item button in the Associated Items section. As shown
below, the User Define Item Details popup opens for entry of billing item details.
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Enter the desired Item Name, Item Amount and Comments. Click in the Expense Category field to open a drop down list
of categories and click on the desired item to select it. Note that the Expense Category configuration list is maintained
under Review Board Administration > System Setup.

Click the Save Item button to save the billing item to the invoice. Items added via the popup are added to the Associated
Items table beneath the Add User Define Item button.
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Click the Generate Invoices button to immediately generate an invoice for the billing item that is currently open.

To generate multiple invoices, on the main Billing Dashboard page, Unbilled Charges tab, click to select the applicable
Billing Period (red arrow in screenshot below). Billing items for the selected period load in the table below. Click to select
the checkboxes for applicable billing items in the far left column (red box in screenshot below), then click the Generate
Invoices button.
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Whether an individual invoice is generated or invoices are generated in bulk, a countdown popup briefly appears to
confirm invoices are generated.

As shown below, when the countdown popup closes the selected items are removed from the Unbilled Charges tab and
populate in the Not Finalized section of the Invoiced Charges tab for the applicable Billing Period.
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Click the Print Friendly button to open a print-friendly version of the table of invoices in a new tab or window. From
there, the list can be printed in PDF format.

If a billing item is invoiced in error, click to select its checkbox (shown in screenshot above) and click the Reset Billing
button to reset the item to an unbilled status and move it back to the Unbilled Charges tab.

Finalize Invoices
On the Invoiced Charges tab of the Billing Dashboard, click in the Billing Period field and click in the drop down list to

select the desired period (red arrow in screenshot below). Invoices associated with that period populate in the table
beneath the search form.
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Use the search form at top to limit invoices shown by Account Number, Principal Investigator name, Account Name,

IACUC Number, Account Owner and/or Billing Period. Click the Find ... button to apply filters. Click the Reset Filters
button to clear the search form.

To finalize one or more invoices shown in the table, click to select the applicable checkbox(es) and click the Finalize
Invoices button, as shown below.
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A countdown popup window briefly appears to confirm invoices are finalized. When the popup closes, finalized invoices
are removed from the Not Finalized tab (shown below).
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Finalized invoices populate in the Finalized tab (shown below) when the applicable Billing Period is selected.
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To send one of the invoices shown in the table, click to select the applicable checkbox(es) and click the Send Invoices
button, as shown below.
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A popup window opens for selection of an Invoice Template. Note that this list is maintained under Review Board
Administration > System Setup.
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Click in the Invoice Template field to open a drop down list of available invoice templates. Click the desired item to select
it, and click the Create Invoice button.
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As shown below, the template is opened in a text editor.
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Make desired changes to the template and click the Save Template button to save and send the invoice.
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A countdown popup briefly appears to confirm the invoice is sent. As shown below, the invoice is removed from the
Finalized tab.
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The invoice now populates in the Sent — Balance Remaining tab, as shown below, awaiting entry of payments.
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Apply Payments to Invoices

Sent invoices for which payments are pending populate in the Sent — Balance Remaining tab, as shown below.
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Notice the plus sign icon to the left of the View Invoice column. Click the icon to view read-only details of the associated

Charges on this Account by Protocol and Orders associated with those charges (see View Billing ltem Charge Details
section of this manual).

To enter payments for a billing item, click the icon in the View Invoice column. The invoice is opened in the Study Invoice
page, as shown below.
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Notice that most of the items in the page are read-only, with the exception of the Edit/View icon(s) in the Associated
Items section and the Add a New Payment button.

Edit Associated Item Billing

Click the applicable icon in the Edit/View column to open an Associated Items record for editing. As shown below, the
item is opened for revision in the User Define Item Details popup.
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Make desired changes to the Iltem Name, ltem Amount and Comments fields. Click in the Expense Category field to
open a drop down list of categories and click on the desired item to select it. Click the Save Item button to save changes
and return to the Study Invoice page.

Enter a Payment

Back on the Study Invoice page, click the Add a New Payment button.



Chargs Taket on fho aosment

Ierrmm Fre—rety

g e e by b

gt gy W
e =
ot BT Gsieres T L e Rt
Tt 5
e Sang - Ty Bwne Bamd
Tt * Thky beevan Te—vabe & 1SN0
el daiann A e
s a0 .
Duiein B demread Rasieed Fonpmamd Py 0 e
o g e s e
i Bstad i Bk b gl b Tl
B O H 1498 g, o B L e
B P L [
B E-E St S S, dene 8, B Aol T
] AR TIAT S de b, B Wil il
B OG-l b a A Bpn AReistar
2 OG- TaT [Fn——— i Sepptas
B Er-E L T 8 dmamgd Trpghar
= [ e e

Fama Fuamad

As shown below, the Invoice Payment Details popup opens for entry of payment details.

Enter the Amount Received.
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Click the calendar widget for Date Received and click the applicable date to select it.
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Click in the Payment Type field to open it (shown above) and click to select the applicable item.
Enter the desired Ref # (reference number).
The Date Posted field defaults to the current date.

To add documentation of the payment, click the Upload button and follow the prompts to upload a document from the
computer desktop or file manager.

An example of the filled popup is shown below.
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Copy of the Paymenk:

Click the Save Payment button to apply the payment. As shown below, the payment is added in the Invoice Payments
section of the Study Invoice page.
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If a payment is posted in error, click the applicable icon in the Delete column of the Invoice Payments section to delete it.
Note that audit log entries will reflect this change.



To edit a payment, click the applicable icon in the Edit column of the Invoice Payments section of the Study Invoice page.
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As shown below, the payment is opened for revision in the Invoice Payment Details popup.
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Make desired changes and click the Save Payment button to save changes and close the popup.

Notice that payments entered are added to the Amount Received column for the applicable invoice on the Sent —
Balance Remaining tab, as shown below.
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Complete and Close Invoices

When the final payment is entered on an invoice, scroll back to the top of the Study Invoice page (shown below) to close
out the invoice and move it to the Paid tab. Click the radio button to select “Yes” for Complete, click the calendar widget



for Date Completed and navigate to the current date to select it, then click the Save Invoice button to save changes.
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When the final payment is applied to an invoice and it is marked Complete, the invoice moves from the Sent — Balance
Remaining tab to the Paid tab (example shown below).
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Invoices in the Paid tab can be opened as read-only, but cannot be revised.
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