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Animal Resource CenterARC Orders & Billing

Introduction

The iRIS™ Animal Resource Center (ARC) module groups tasks relevant to management of studies involving animal
subjects. ARC includes tools to assist with livestock management, livestock facilities management, and livestock and
materials ordering and billing.

This manual is focused on ARC livestock and materials ordering and billing.

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.

Setup Pricing Level
The iRIS™ system includes tools for configuration of Animal Resource Center (ARC) pricing rate markup and discount

categories via the ARC - Setup Pricing Level page. To access the page, navigate to ARC > Review Board Administration
System Setup tab and click the Setup Pricing Level link.
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The ARC - Setup Pricing Level page opens.
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Add Pricing Level

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Pricing Level link.
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The ARC - Setup Pricing Level page opens. Click the Add a New Pricing Level button.
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An add panel is opened for creation of the new record.
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Enter the desired Pricing Level Type, Rate and Comments.
Note that negative numbers are permitted in the Rate field. Entering a negative number here applies a discount rate.

Enter the Effective Date and Expiration Date manually or click on the calendar button to open a calendar widget. If using
the widget, navigate to the desired date and click it to select.
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Click the Save button. The record is added on the ARC - Setup Pricing Level page.
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Edit Pricing Level

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Pricing Level link.
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The ARC - Setup Pricing Level page opens. Click the icon in the Edit column for the applicable record.
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The record is opened in an edit panel.
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Make desired changes to Pricing Level Type, Rate and Comments.



Note that negative numbers are permitted in the Rate field. Entering a negative number here applies a discount rate.

Enter the Effective Date and Expiration Date manually or click on the calendar button to open a calendar widget. If using
the widget, navigate to the desired date and click it to select.
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Click the Save button. The record is revised on the ARC - Setup Pricing Level page.
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Deactivate Pricing Level

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Pricing Level link.
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The ARC - Setup Pricing Level page opens.
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Select the checkbox(es) in the far-left column for the record(s) to be deleted and click the Deactivate Pricing Level(s)
button.

A confirmation popup window displays.

Canfirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The record is deleted on the ARC - Setup Pricing Level page.
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Setup Order Status



Order statuses are highly configurable in the iRIS™ system, which allows for creation, revision, deletion and color-coding
of custom statuses. The system also provides eleven default system statuses, which are editable but cannot be deleted.

To view the order status list, navigate to ARC > Review Board Administration System Setup tab and click the Setup Order
Status link.
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The Setup Order Status page opens.
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The Order Status items shown in the screenshot above are system default entries. Some details of these statuses can be
edited, but system default statuses cannot be deleted.

Edit Order Status

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Order Status link.
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The Setup Order Status page opens. Click the icon in the Edit column for the applicable record.
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The record is opened in an edit panel.
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Note that the first two fields, Order Status and Order Status Queue, are view-only fields that cannot be edited. This is
because the open record is a system default Order Status.

The Sort Order, Text Color and Background Color fields are editable. A Preview of the selected Text Color / Background
Color combination is provided at the bottom.

The Sort Order field sets the sort order for the status wherever it appears in a list in the iRIS™ system.



Duplicate Sort Order numbers are allowed, meaning that two or more statuses can occupy the same sort order level.
Where two or more statuses have the same Sort Order number assigned, a secondary, ascending alphabetic sort is
applied to the status name.

Enter a hexadecimal value in the Text Color field or click the desired color swatch square to select from the color grid.

Enter a hexadecimal value in the Background Color field or click the desired color swatch square to select from the color
grid.
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In the screenshot above, the color sample box for Text Color was clicked and the color swatch square at the upper right
corner, a shade of bright green, was selected. The system automatically populated the Text Color field with the
corresponding hexadecimal color code, #00FF0O0, and updated the Preview sample with the selected text color. Color

changes can be previewed without saving changes.

When desired changes are complete, click the Save the Order Status button to save changes and close the edit panel.

Add Order Status

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Order Status link.
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The Setup Order Status page opens. Click the Add a New Order Status button.
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The Setup Order Status panel opens.
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Enter the desired Order Status name (e.g., “On Hold”, “Withdrawn”, etc.). The name chosen should be descriptive and
should not duplicate any existing statuses.

Open the Order Status Queue dropdown list and click the applicable status to select it.
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The Sort Order, Text Color and Background Color fields are editable. A Preview of the selected Text Color / Background
Color combination is provided at the bottom.

The Sort Order field sets the sort order for the status wherever it appears in a list in the iRIS™ system.

Duplicate Sort Order numbers are allowed, meaning that two or more statuses can occupy the same sort order level.
Where two or more statuses have the same Sort Order number assigned, a secondary, ascending alphabetic sort is
applied to the status name.

Enter a hexadecimal value in the Text Color field or click the desired color swatch square to select from the color grid.

Enter a hexadecimal value in the Background Color field or click the desired color swatch square to select from the color
grid.
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In the example shown above, the color sample box for Text Color was clicked and the color swatch square at the upper
right corner, a shade of bright green, was clicked to select it. The system automatically populated the Text Color field
with the corresponding hexadecimal color code, #00FF00, and updated the Preview sample with the selected text color.
Color changes can be previewed without saving changes.

When desired changes are complete, click the Save the Order Status button to save the record and close the add panel.

The new record is added on the Setup Order Status page.
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Note the select box at far left for the new Order Status. Because this is not a system default Order Status, it can be
deleted. Also, its fields are all unlocked when the record is opened for editing, including the Order Status and Order
Status Queue fields, which are locked for system default Order Status items.

Delete Order Status

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Order Status link.
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The Setup Order Status page opens.

Select the checkbox(es) in the far-left column for the record(s) to be deleted and click the Delete Selected Order Status
button.
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A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The record is deleted on the Setup Order Status page.
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Setup Order Numbering




iRIS™ provides tools for detailed configuration of order numbers, enabling inclusion of a boilerplate prefix, calendar year,
a system generated number, or a combination of all three options.

To view the order numbering setup page, navigate to ARC > Review Board Administration System Setup tab and click the
Setup Order Numbering link.
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The Setup Order Numbering page opens.
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As shown in the Description of Number Part column in the screenshot above, the order number can be configured to
include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox in the Use in Number
column includes all items in that row in the numbering scheme.

The System Generated Number primarily consists of a sequence number which is incremented by one (1) for each new
order number generated by the scheme. Options to pad the sequence number with leading zeroes and set a fixed digit
count for System Generated Numbers are available, as shown in the screenshot above. Fields in the example above are
filled as follows.

The Constant Prefix is “ORDER”.

The first Separator field contains a “ — “ indicating a dash will appear between the Constant Prefix and the Calendar
Year.

The All 4 digits of the current Calendar Year are “2019”.



The second Separator field contains a “ —“, indicating a dash will appear between the Calendar Year and System
Generated Number.

The first sequence number to be used is “47”, the checkbox for Zero Pad the Sequence Number is selected and Number
of Digits is set to “3”.

The first order number generated by this scheme would be:
ORDER-2019-047

Click the Save Numbering button to save the numbering scheme.

Setup Ticket Numbering

iRIS™ provides tools for detailed configuration of ticket numbers, enabling inclusion of a boilerplate prefix, calendar year,
system generated number, or a combination of all three options.

To view the ticket numbering setup page, navigate to ARC > Review Board Administration System Setup tab and click the
Setup Ticket Numbering link.
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The Setup Ticket Numbering page opens.
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As shown in the Description of Number Part column in the screenshot above, the Ticket Number can be configured to
include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox in the Use in Number
column includes all items in that row in the numbering scheme.



The System Generated Number primarily consists of a sequence number which is incremented by one (1) for each new
ticket number generated by the scheme. Options to pad the sequence number with leading zeroes and set a fixed digit
count for System Generated Numbers are available, as shown in the screenshot above. Fields in the example above are
filled as follows.

The Constant Prefix is “TT".
The first Separator character is “ - “, indicating a dash will appear between the Constant Prefix and the Calendar Year.
The Last 2 digits of the current Calendar Year are “19”.

The second Separator character is “ — “, indicating a dash will appear between the Calendar Year and the System
Generated Number.

The first sequence number to be used is “20”, the checkbox for Zero Pad the Sequence Number is selected and Number
of Digits is set to “3”.

The first ticket number generated by this scheme would be:

TT-19-020

Click the Save Numbering button to save the numbering scheme.

Setup Material Order List

The iRIS™ system includes material order status, order method, payment option and next action list configuration tools

on the Setup Material Order List page. To access the page, navigate to ARC > Review Board Administration System Setup
tab and click the Setup Material Order List link.
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The Setup Material Order List page opens.
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The page includes four sections:

Setup Payment Options — list of acceptable forms of payment to the institution

Setup Next Action — list of possible next actions to take following receipt of a material order or payment
Setup Order Status — list of possible statuses for material orders

Setup Order Method — list of possible material order methods

Setup Material Payment Options

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

| System Setup [ List Maintenance Setup || Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List *
Setup Material Order Them List
Setup Transfer Numbering

Setup Wean Numbering

Catun Facillities fRulldinne AFlnoes HRnanoes

PODDOIOIIDID

The Setup Material Order List page opens.
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The first section on the page is Setup Payment Options.
Add Material Payment Option

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

System Setup | List Maintenance Setup || Clean-up |

Setup Pricing Level

Sectup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List *
Setup Material Order Them List
Sebup Transfer Numbering

Setup Wean Numbering

Gebun Facillitiec FRnildinne SFlnoes fl oo

PODDIDIDIOIDD

The Setup Material Order List page opens.
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The first section on the page is Setup Payment Options. The Setup Payment Options section is shown in isolation for the
remainder of this manual subsection.

Click the Add Payment button.

Srlup Paymen] (hplisns

The Setup Payment Options page opens. Enter a form of Payment and click the Save Payment button.

My Workspaces © Vivarium Setup Payment Options [ 4 |

Save Payment

"Payment 1 (Punthase Onder

The record is added in the Setup Payment Options section of the Setup Material Order List page.



4 resubt(s) found...

Setup Payment Options

E Edit Payment
O Credit
O Cash
. % .
L] Debit
O Purchase Order

Edit Material Payment Option

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

| System Setup [ List Maintenance Setup || Clean-up |

Sebup Pricing Level

Sectup Order Status

Setup Order Numbering

Sebup Ticket Numbering

Setup Material Order List <l
Setup Material Order Them List
Sebup Transfer Numbering

Setup Wean Numbering

PODOIDIOIDIDD

Gebun Facillitiec FRnildinne SFlnoes fl oo

The Setup Material Order List page opens.
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The first section on the page is Setup Payment Options. The Setup Payment Options section is shown in isolation for the
remainder of this manual subsection.

Click the icon in the Edit column for the applicable record.

4 rosult{z) found...

Setup Payment Jpitboans

Cadh

Purchase Dviey

The Setup Payment Options page opens. Make desired changes to the form of Payment and click the Save Payment
button.

My Workspaces & Vivarium Setup Payment Options [ 4 |

*Payment : (Purchase Ondér, Extermal




The record is revised in the Setup Payment Options section of the Setup Material Order List page.

| moe Payment | | Dotete Paymenn |

4 rosultis) found...
Selmp Paymsent Gptions
ﬂ Huldl | Payrrersd

Purchaps Order Exbemal

Delete Material Payment Option

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

System Setup [ List Maintenance Setup H Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List *
Sctup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Batun Facilities FAnildinne FElnnees oo
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The Setup Material Order List page opens.
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The first section on the page is Setup Payment Options. The Setup Payment Options section is shown in isolation for the
remainder of this manual subsection.

Select the checkbox(es) in the far-left column for the record(s) to be deleted, then click the Delete Payment button.

4 result(s] found.,

Selup Payment Oplicns

| Purchaze Order, External

El

A confirmation popup window displays.

Confirm the Deletion,

Are you sure you want to delete?

CONFIRM




Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The record is deleted in the Setup Payment Options section of
the Setup Material Order List page.

3 result{s) fownd...

Selup Payment Oplions

Corgelel
Cazh

Dbt

Setup Material Order Next Action

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces & Vivarium Board Administration

System Setup List Maintenance Setup H Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List #
Setup Material Order Them List
Setup Transfer Numbering

Setup Wean Numbering

I EEEERRER N

Catun Facillitiee fRaildinne {Flaare @ nno

The Setup Material Order List page opens.



My Workspaces = Wivarism Setup Material Order List

Setup Payment Oplioss

| At betion | | Dotete piest Action

1 rewsi{s) found...
Sefup Rext Action

5] Bt | Sesd Actios

[ Gonrate purchane order

5 repal{s) ol

In progreas

Completed
] s
Qrder Recoreed

Preparing Order

[ et Cotor nasthot | | Dstnts Coter Moo |

QT TE ]

Setup Order Methad

The second section on the page is Setup Next Action.
Add Material Order Next Action

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

| System Setup | ustMaintenance Setup | | Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List *
Setup Material Order Ttem List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilitiec FRnildinne S Flanee 2o
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The Setup Material Order List page opens.



My Workspaces = WivariE Setup Material Order List

Setiup Payment Oplies

1 rewsie{s) found...
Setup Hext Action

.51 Bl | M Actiss

[ Gonprabs purchuns srder

5 renals) fownd

15 progress

| Completed
1 | Puseiing
Order Recerved

Proparineg Order

| At odor Mastd | | Dosints Onden bintiodd |

Setup Order Meihaod

The second section on the page is Setup Next Action. The Setup Next Action section is shown in isolation for the
remainder of this manual subsection.

Click the Add Next Action button.

1 resuiltis) fownd...

Setup Next Action

O | Generate purchase order

The Setup Next Action page opens. Enter a Next Action and click the Save Next Action button.

My Workspaces & Vivarium Setup Next Action 4 |

e Mexd Action

“Naxt Actlon:  Densrale Aecspl |

The record is added in the Setup Next Action section of the Setup Material Order List page.



| Adanextacson | | Deiete Nwaacsen |

2 regult(s) found. .,

Setup Next Action

Edill  Mext Adction

Generate purchase order

I | Generate Rechipt

Edit Material Order Next Action

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

| System Setup | List Maintenance Setup || Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List *
Setup Material Order Them List
Setup Transfer Mumbering

Setup Wean Numbering

Catun Facillities fRulldinne AFlnoes HRnanoes

PODDIOIDIDOID

The Setup Material Order List page opens.
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3 resdnlp]) Fmend

The second section on the page is Setup Next Action. The Setup Next Action section is shown in isolation for the
remainder of this manual subsection.

Click the icon in the Edit column for the applicable record.

2 result(s) found...
Setup Next Action

I | edir meesct action

Generate purchase order

Ganerate Receipt

The Setup Next Action page opens. Make desired changes to the Next Action and click the Save Next Action button.

My Workspaces = Vivarium Setup Next Action [4 |

Save Next Action

*Haxct Action ;| Generabe receipl pdf ! I




The record is revised in the Setup Next Action section of the Setup Material Order List page.

2 regult(s) foumnd...

Satup Mext Action
E | Edet | Maxt Actson

O

| Generate purchase arder

O Generate receipt pdf

Delete Material Order Next Action

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

System Setup List Maintenance Setup H Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List <
Setup Material Order Them List
Setup Transfer Numbering

Setup Wean Numbering

Cmbun Eacilitios /Ruildinne SElnnes § Bonom

PODODOIDODD

The Setup Material Order List page opens.
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The second section on the page is Setup Next Action. The Setup Next Action section is shown in isolation for the
remainder of this manual subsection.

Select the checkbox(es) in the far-left column for the record(s) to be deleted, then click the Delete Next Action button.

[ Add Next Action | | Delete Mext Action

2 result(s) found...

Setup Next Action

E Edit | Mext Action

O

|| Generate purchase order

&l

\ Generate receipt pdf

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to deleta?

CONFIRM




Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The record is deleted in the Setup Next Action section of the
Setup Material Order List page.

1 resubtis) fownd...

Setup Hext Action

Eﬁ . Edit | Hext Action

.| Generate purchils order

Setup Material Order Status

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

System Setup [ List Maintenance Setup H Clean-up |

Sebup Pricing Level

Setup Order Status

Setup Order Numbering

Sebup Ticket Numbering

Setup Material Order List <(j
Setup Material Order Them List
Setup Transfer Mumbering

Setup Wean Numbering

Setun Facillities FRnlldinne fFlnoes Pl oo

PODIDOIDDD

The Setup Material Order List page opens.



My Wiorkspaces = Wivarism Setup Material Grder List

| Ao Pyt | | Costetn Puemant |

A reusk{s) found...

Purchase Order, Extormal

1 repsls) Pownd

Gonerate porchase order

5 repsks) P
Setup Order Status

Comgpleted

L L)

Freparng drdes

Ade Onder Mebod | | Delete Onder Method

3 result(s] found..,

Sebmp Order Mebhod

Emaal

Wel

The third section on the page is Setup Order Status.
Add Material Order Status

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces & Vivarium Board Administration

System Setup List Maintenance Setup || Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List #
Sctup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Catun Facilitisc fRuildinne S Flanes P2 o

PODIIDOIDD

The Setup Material Order List page opens.



My Workspates = Wivariem Setup Materfal Grder List

| Asd Parmsant | | Cosbets Payment: |

& rpwsiE{n) found...

Furchaze Drder, Extomal

1 reps{s) Pl

Ganerste porchase order

5 rewslln) P
Letup Order Status

Dl SHaluy

Completed

Gt Bpew/ el

Proparing Order

A Coter Mo | | Daste Ordee Msthod

J result]s) found..,

Setup Onder Methed

The third section on the page is Setup Order Status. The Setup Order Status section is shown in isolation for the
remainder of this manual subsection.

Click the Add Order Status button.

% rensk{a) foundl..

Setup Drder Status

(e e )

Preparng Oeder

The Setup Order Status page opens. Enter an Order Status and click the Save Order Status button.



My Workspaces Vivarium Setup Order Status 4 |

Save Order Status

*Order Status 1 | Cancalied

The record is added in the Setup Order Status section of the Setup Material Order List page.

| Add Order Status | | Datote Order Stats |

& resultis) fownd...

Setup Order Stalus

E Edm | Order Status

i In progress
Ceenpleted
Pending

Order Recered

Prepanesy Order

Cangelled

Edit Material Order Status

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Waorkspaces = Vivarium Board Administration

System Setup [ List Maintenance Setup H Clean-up |

Sebup Pricing Level
Sectup Order Status
Setup Order Numbering
Setup Ticket Numbering

Setup Material Order List <l
Setup Material Order Them List

Setup Transfer Numbering
Setup Wean Numbering

PODODOIIDOID

Satun Facillitiec FRnildinne S Flnnec F@ oo

The Setup Material Order List page opens.
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Credi

Cash
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O
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O
O

Setup Rext Action

O Genersle purchase grder

Dl Retebeei

Praparing Drder

OO0 0 0 0OpH

Careeiod

| At orter Mhacthion | | Dwbece Orcder Mechoa |

The third section on the page is Setup Order Status. The Setup Order Status section is shown in isolation for the
remainder of this manual subsection.

Click the icon in the Edit column for the applicable record.

The Setup Order Status page opens. Make desired changes to Order Status and click the Save Order Status button.



My Workspaces = Wivarium Setup Order Status 4|

Save Order Status

*Order Status : |Pending for Payment Receip]

The record is revised in the Setup Order Status section of the Setup Material Order List page.

6 result(s) found...

Setup Order Status
- Edit | Order Status

,

i

In progress

Completed

Pending for Payment Receipt

! Order Received

Preparing Order

O cC aoyogyo| 0o

Cancelled

Delete Material Order Status

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Waorkspaces & Vivarium Board Administration

| System Setup [ List Maintenance Setup || Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Sebup Tickel Numbering

Setup Material Order List <Gl
Setup Material Order Them List
Setup Transfer Numbering

Setup Wean Numbering

PODDIIDIOOID

Satun Facillities fRuildinnc M Flnoec f2oanoe

The Setup Material Order List page opens.
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The third section on the page is Setup Order Status. The Setup Order Status section is shown in isolation for the
remainder of this manual subsection.

Select the checkbox(es) in the far-left column for the record(s) to be deleted, then click the Delete Order Status button.

6 result(s) found...

Setup Order Status

5 -

Order Status

In progress

Completed

& OO

Pending for Payment Receipt
| | Grder Received
Preparing Order

Cancelled

00| O




A confirmation popup window displays.

Canfirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The record is deleted in the Setup Order Status section of the
Setup Material Order List page.

Aca Onder Status | | Delete Order Status

5 resubtis) fownd...

Setup Order Status

Fﬁ - Ecet .ﬂrdlr.'ﬂ..llu\

In progress
Cevn plebed
Order Retened

1 Prpaning Order

| Cancelled

Setup Material Order Method

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

System Setup [ List Maintenance Setup H Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List *
Sotup Material Order Ttem List
Setup Transfer Numbering

Setup Wean Numbering

Setun Facilitiec fAuildinne S Flanec R oo
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The Setup Material Order List page opens.
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The fourth section on the page is Setup Order Method.
Add Material Order Method

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces & Vivarium Board Administration

System Selup List Maintenance Setup || Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List -‘
Setup Material Order Ttem List
Setup Transfer Numbering

Setup Wean Numbering

Gotun Facilitiec M Anildinne fElnnes f oo
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The Setup Material Order List page opens.
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The fourth section on the page is Setup Order Method. The Setup Order Method section is shown in isolation for the
remainder of this manual subsection.

Click the Add Order Method button.

3 repskls) fowred

The Setup Order Method page opens. Enter an Order Method and click the Save Order Method button.



My Workspaces & Vivarium Setup Order Method [ 4|

Save Order Method

*“Order Method : |FPhone J

The record is added in the Setup Order Method section of the Setup Material Order List page.

d result{s]) found...

Setup Order Method
O \ | | Email
O Vel
L]
O

= |

Mail
ol

Phane

==}

Edit Material Order Method

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces = Vivarium Board Administration

System Setup [ List Maintenance Setup H Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setiip Ticket Numbering

Setup Material Order List *
Setup Material Order Them List
Sebup Transfer Numbering

Setup Wean Numbering

Catun Facillities fRulldinne AFlnoes HRnanoes

PBODOIDIDIDIOID

The Setup Material Order List page opens.
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The fourth section on the page is Setup Order Method. The Setup Order Method section is shown in isolation for the
remainder of this manual subsection.

Click the icon in the Edit column for the applicable record.

Add Order Mathod Delete Order Method

4 result{s) found...

Setup Order Method

Order Method

Email

Web

Hail

PFhone




The Setup Order Method page opens. Make desired changes to Order Method and click the Save Order Method button.

My Workspaces = Vivarium Setup Order Method [ |

| save Order Mathos |

*Order Method 1 |Websile |

The record is revised in the Setup Order Method section of the Setup Material Order List page.

| Asa Oroer Mothod | | Delete Ordes Mathod |

A resultis) fownd,.,
Setup Order Method
M  rdit | Order Mothod

—

Ervusal

Weboite

Delete Material Order Method

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.

My Workspaces & Vivarium Board Administration

System Setup List Maintenance Setup H Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List *
Satup Material Order Them List
Setup Transfer Numbering

Setup Wean Numbering

Satinn Facilities FRuildinne fFlnnec PR oo

PODOIOIOIDDD

The Setup Material Order List page opens.
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The fourth section on the page is Setup Order Method. The Setup Order Method section is shown in isolation for the
remainder of this manual subsection.

4 result{z) found...

Setup Order Method
O Email
L0 5 | website
ob: | Mail
|7_ Pheane




Select the checkbox(es) in the far-left column for the record(s) to be deleted, then click the Delete Order Method button.
A confirmation popup window displays.

Canfirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The record is deleted in the Setup Order Method section of the
Setup Material Order List page.

Add Order Method | | Delete Order Method

3 result(s) found...
Setup Order Method

[ Ernail
r ] Wiebsite
O Mail

Setup Material Order Item List
The Setup Material Order Item List page is where a list of regularly ordered supplies and materials is configured. To view

the material order item list setup page, navigate to ARC > Review Board Administration System Setup tab and click the
Setup Material Order Item List link.

My Workspaces = Vivarium Board Administration

System Setup | List Maintenance Setup | Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List

Setup Material Order Ttem List <l
Setup Transfer Numbering

Setup Wean Numbering
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The Setup Material Order Item List page opens.

My Workspaces @ Wivarium Setup Materlal Order Them List

3 wenaitip) fogrd.,,

] rabeal Aidaly E Foded § 00 15.08
{rutega Aidlt Mossse Fisgdl 000 12,03
| tlecing Heal Lamp 4.0

Edit Material Order Item

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order Item List link.

My Workspaces & Vivarium Board Administration

| System Setup '_ List Maintenance Setup || Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List

Setup Materisl Order Item List *

Setup Transfer b

ing
Sebup Wean Numbering

Cmbann Farilibime flaildimas FEL
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The Setup Material Order Item List page opens. Click the icon in the Edit column for the applicable record.

My Workspaces Wivarium Setup Material Order Item List

Addabew tom | [ Delete nemis) |

—— =

3 reswit(s) found,,

O Doebow Adult Rt Fesed 1016 15.00
O | 7 ) obow Aduit Mouse Feod 10ib 12.00
e | Electric Meat Lamp 25.00

The record is opened in an edit panel.



My Workspaces Vivarium Setup Material Order Item List [I

Save ltem

*Item Mame: |'Dﬂhuw Adult Mouse Faod 10Ib |

*“Item Cost: [15.00 |

Make desired changes to Item Name and Item Cost, then click the Save Item button to save changes and close the edit
panel. The record is revised on the Setup Material Order Item List page.

My Workspaces = Vivarium Setup Material Order Ttem List

| Addamewnem | | Detete emis) |

—

3 reswit(s) found...

E Edit item Mame Ibem Cosl

[0 | %)  Oubow Adult Rat Food 101 15.00

OO | 5] Oubow adult Mouse Food 1006 15.00

O | ) electric meat Lamp 25,00
Add Material Order Item

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order Item List link.

My Workspaces = Vivarium Board Administration

SystemSetup | UistMaintenance Setup | | Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Humbering

Setup Ticket Numbering

Setup Material Order List

Setup Material Order Ttem List ‘
Setup Transfer Numbering

Setup Wean Numbering

Cambram Facilitime Boildinoe FElnoee o
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The Setup Material Order Item List page opens. Click the Add a New Item button.



My Workspaces = Vivarium Setup Materlal Order Them Lt

i 2 Forwe e || [ obete o) |

3 wwnaltip ) foarsd. ..

|| Checoge ool Bt Foosd 108 15,08
Qrwhegws dahlty Hiesga Fopd | Dl 130
| Elecine FHoat Lamp 500

An add panel opens for creation of the new record.

My Workspaces = Wivarium Setup Material Order Item List

“Ttem Name: |Viire Running Wheel for Mace |

*Ihem Cost: | 2000 |

Enter desired Item Name and Item Cost, then click the Save Item button to save the record and close the add panel. The
record is added on the Setup Material Order Item List page.

My Workspaces = WVivarium Setup Material Order Item List

agdatiewtiem | | Delese nemis) |

4 resoit(s) found,,.

O .. 1 Crasorr Adult Rak Food 108 15.00
O | Ondbsor Adult Mogse Food 101 15,50
O | Electric Hest Lamp 25.00
] 5 Wire Fuanning Wheel for Mice 20,00

Delete Material Order Item

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order Item List link.



My Workspaces = Vivarium Board Administration

System Setup | | List Maintenance Setup | | Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List

Setup Material Order Ttem List <l
Setup Transfer Humbering

Setup Wean Numbering

Cambran Farilitime o ¥ [ BT
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The Setup Material Order Item List page opens. Select the checkbox(es) in the far-left column for the record(s) to be
deleted and click the Delete Item(s) button.

My Workspaces B Vivarium Setup Material Order Item List

Ibamn Hame: ._

F redultis) fownd,..

e Cost

O Ouborw Adult Rat Food 108 15.00
| ko Adult House Food 10 15.00
I [ Electric lest Lamg z:-.u:-ul

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

COMFIRM CAMNCEL

Click CANCEL to return to the Setup Material Order Item List page without deleting the record.

Click CONFIRM to delete the record and close the popup. The item is deleted on the Setup Material Order Item List
page.



My Workspaces = Vivarium Setup Material Order Item List

ke Hame: |

2 result(s) found...

Item Cost

u ] Oxbow Adult Rat Food 1010 15.00

ri Oxbow Adult Mouse Food 101b 15.00

Setup Transfer Order Numbering

iRIS™ provides tools for detailed configuration of research animal subject transfer numbers, enabling inclusion of a
boilerplate prefix, calendar year, system generated number, or a combination of all three options in the creation of order
numbers.

To view the transfer order numbering setup page, navigate to ARC > Review Board Administration System Setup tab and
click the Setup Transfer Numbering link.

My Workspaces = Vivarium Board Administration

System Setup | | List Maintenance Setup | | Clean-up |

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering
Setup Material Order List
Setup Material Order Item List
Setup Transfer Numbering
Setup Wean Numbering

Cabinn Farcilibias Roildinnes FElanres Fl o

The Setup Transfer Numbering page opens.

My Workspaces = Vivarium Setup Transfer Order Numbering

==l Description of Number Part Numbar Part Information Separator
Number

Constant Prafix [TrN

il 4 digits
Calendas Year : o
- Last 2 digits _
]
System Generated Mumber = Zero Pad the Sequence Momibser

Humber of Digits |2




As shown in the Description of Number Part column in the screenshot above, the order number can be configured to
include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox in the Use in Number
column includes all items in that row in the numbering scheme.

The System Generated Number primarily consists of a sequence number which is incremented by one (1) for each new
transfer order number generated by the scheme. Options to pad the sequence number with leading zeroes and set a
fixed digit count for System Generated Numbers are available, as shown in the screenshot above. Fields in the example
above are filled as follows.

The Constant Prefix is “TRN”.

The first Separator field is blank, indicating that there will be no separator character between the Constant Prefix and
the next field, Calendar Year. If desired, a dash or other separator character could be entered here.

The Last 2 digits of the current Calendar Year are “19”.

The second Separator field is blank, indicating that there will be no separator character between the Calendar Year and
System Generated Number. If desired, a dash or other separator character could be entered here.

The first sequence number to be used is “1”, the checkbox for Zero Pad the Sequence Number is selected and Number
of Digits is set to “3”.

The first transfer order number generated by this scheme would be:
TRN19001

Click the Save Numbering button to save the numbering scheme.
Setup Wean Numbering

iRIS™ provides tools for detailed configuration of research animal subject wean numbers, enabling inclusion of a
boilerplate prefix, calendar year, system generated number, or a combination of all three options in the creation of wean
numbers.

To view the wean numbering setup page, navigate to ARC > Review Board Administration System Setup tab and click the
Setup Wean Numbering link.

My Workspaces B Wivarium Board Administration

System Setup I List Maintenance SEbup 1 ] Chesn-up

Setup Pricing Level

Selup Order Status

Setup Grder Humbering

Selup Tickel Numbering
Selup Material Order List
Setup Material Order Ttem List
Setup Transfer Numbering

Setup Wean Mumbering *

Catum Carilitiar iNaidinas itlanes iDane

The Setup Wean Numbering page opens.



My Workspaces & Vivarium Setup Wean Numbering o

Description of Humber Part Number Part Information
Constant Prefix [WEAN
L3 All 4 digit
Calendar Year w _h
Last 2 digits
1
System Generated Numbser Zero Pad the Sequence Number

NHumber of Digits 3

As shown in the Description of Number Part column in the screenshot above, the order number can be configured to
include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox in the Use in Number
column includes all items in that row in the numbering scheme.

The System Generated Number primarily consists of a sequence number which is incremented by one (1) for each new
wean number generated by the scheme. Options to pad the sequence number with leading zeroes and set a fixed digit
count for System Generated Numbers are available, as shown in the screenshot above. Fields in the example above are
filled as follows.

The Constant Prefix is “WEAN”.

The first Separator character is “ - “

All 4 digits of the current Calendar Year are “2019”.
The second Separator character is “ —“

The first sequence number to be used is “3”, the checkbox for Zero Pad the Sequence Number is selected and Number
of Digits is set to “3”.

The first wean number generated by this scheme would be:
WEAN-2019-003

Click the Save Numbering button to save the numbering scheme.

Setup Separation Numbering

iRIS™ provides tools for detailed configuration of research animal subject separation numbers, enabling inclusion of a
boilerplate prefix, calendar year, system generated number, or a combination of all three options in the creation of order
numbers.

To view the separation numbering setup page, navigate to ARC > Review Board Administration System Setup tab and
click the Setup Separation Numbering link.



My Workspaces Vivarium Board Administration

System Setup | List Maintenance Setup | | Clean-wp |

L e e

Setup Cage Types

Setup Cage Records

Setup Cage Reason and Descriplion
Setup Separaiion Mumbering *
Setiup Cage Card Templala

Setup Per Biem Definitions and Rates
Hetup Veterinarian Profile

Setup Transfer Coordinator Profile

Cabion Trasbmank Hen Tansnisbasr o Cnarias

The Setup Separation Numbering page opens.

My Workspaces = Wivaiiam Seliip Separation Nim bering

Destription o Mamber Part Mumber Parl Inlarmalion

Coretang Prefic P

Calendar Year all A digits :
L Last ¥ digits

Syt Ganerabed homber Fero Pad (b Sequesce Mismber
Humbser of THogils &

As shown in the Description of Number Part column in the screenshot above, the order number can be configured to
include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox in the Use in Number
column includes all items in that row in the numbering scheme.

The System Generated Number primarily consists of a sequence number which is incremented by one (1) for each new
separation number generated by the scheme. Options to pad the sequence number with leading zeroes and set a fixed
digit count for System Generated Numbers are available, as shown in the screenshot above. Fields in the example above
are filled as follows.

The Constant Prefix is “SEP”.

The first Separator character is “ - “

The Last 2 digits of the current Calendar Year are “19”.
The second Separator character is “ —“

The first sequence number to be used is “1”, the checkbox for Zero Pad the Sequence Number is selected and Number
of Digits is set to “4”.

The first separation number generated by this scheme would be:

SEP-19-0001

Click the Save Numbering button to save the numbering scheme.

Setup Per Diem Definitions and Rates



Per diem definitions and rates for cages are maintained in the iRIS™ system on the Setup Per Diem Rate List page. To
access the page, navigate to ARC > Review Board Administration System Setup tab and click the Setup Per Diem
Definitions and Rates link.

My Workspaces & Yivarium Board Administration

System Setup H List Maintenance Setup || Clean-up

[ T L T LR LR

Setup Cage Types

Setup Cage Records

Setup Cage Reason and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates #
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

EEEERERERN N

The Setup Per Diem Rate List page opens.

My Workspaces Wivarium Setup Per Diem Rate List

7 resuilt{s) found....

Effective Dats

i- Bard Cage Meduim nanmsw gaispe berd cage, mae sccupancy 10 2432 O30T 2019 $1.50
Carung Medwim camng cage with fgst ghelf LR G301 3018 §3.00
i__ Caning serial Small canane holding cage E4THED 0150172018 §2.00
Lerge Goat cage Large cage with auldoor access Hh) I22430na £330
O Lange Goat cage Large cape for indeor holding 42434 01012018 £3,00
O 5 Lage Mowse Chge Max ocsupancy; 25 mice 2230 BEA0TI2010 £1.7%
i__ Senall Pag Cape =mall pig cage with irtegrated feeder SC-FOO1 O2/15/2019 $30.00
Add Per Diem Rate

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Per Diem Definitions and Rates
link.



My Workspaces = Vivarium Board Administration

| System Setup H List Maintenance Setup || Clean-up

Lrmamp Lange e

Setup Cage Types

Setup Cage Records

Setup Cage Reason and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates *
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

EEEREENENRERDNE R

The Setup Per Diem Rate List page opens. Click the Add a Rate button.

My Workspaces B Wivarium Setup Per Diem Rate List

addaRate | [ Delete Seected Ratels) |

7 result{s) found...

Cage Typs Fiffective Dste

m | Erd Cage Medium namew gawge bird cage, max occupansy 10 7437 03072019 $1.50

1 Cifunig Medium caning cage with rest shelf faaba [} FLi T akE: ] §3.00
F 1 Carune small SEmall canene holding cage E4TAET 01013018 42,00
O ey Large Goat cage Large cage with cutdoor access 150 12242018 £3.50
I: -‘. ! Larpe Goat cage Large cage for indocr holding 42434 0013018 £3.0a0
O | 5] Ledge Hewsa Cage Max posupandy: 25 mice 2230 GXOTr1010 175
O ‘. | Small Fig Cage Small pig cage wih wiegrated Tesder SC-POO1 02/15/2019 £30.00

An add panel opens for creation of the new record.

My Workspaoes = Wivariem Setup Per Diem Rate List

A a new Rate Detads | | Save Por Doem Rate |

Click in the Cage Type field and select an item from the dropdown list.



My Workspaces ® Vivarium Setup Per Diem Rate List

Autd & new Rate Detats | | Sawe Per Diom Rate |

Enter desired Per Diem Code, Description and Comments.

My Workspaces = Vivarium Setup Per Diem Rate List [ 4 |

[ Acd anew Rate Details | [ Save Per Diem Rate |

“Cage Typel :Trmﬂl&nm V:
*Per Diem Code: | 63-075

*Description: | 5mall rodent Iransfer cage

Cage for transfer of mice, rats or guinea plgs. Max occupancy 5 mice,
2 rats, 1 guines pig.
Comments:

Delete Effective m Ending Date

L0 (— { |

o [oa ~[z09 ~] O

5u Mo Tu We Th Fr 35a

1 2| 3| 4| 5
& 7 8 9 10|11 |12
13| 14| 15 16 17 18 19
20 21|22 23 24 25 26
27 28 19 30 31

Manually enter an Effective Date or click on the calendar button to open a calendar widget. If using the widget, navigate
to the desired date and click it to select.

Enter the desired Rate for the selected Effective Date.

My Workspaces = Wivarium Setup Per Diem Rate List

| #dd & new Rate Dataits | | Save Per Diemn Rate |

*Cage Types [Typs & [Smtat) |
*Per Biem Code: [83.975 ]
*Daseription: |Smal oden! ransies cage |

Cage for transfer of mice, rats or guinea pigs. Max occupancy % mice,
Z rats; 1 guinea pig.
Commeenta:

EHfective Date Emding Date

© [ein | =




If the Rate is to be changed on a known, future date, click the Add a new Rate Details button to open a new rate form.

My Workspaces = Wivarium Safup Per Diem Rabe List

I 2a3d g rarws Flate Dty I Bave Per Dhem Rabe

"Cage Typas .'y:u:-'I Ll
*Per Diem Codes | E6TL
"Devoriplions |50 Faedl bifake Lige
Cape Tor tranifer of mlee, rars o guleca plgs. Hax ofcupanty 3 mice,
4 rate, | pelnes plg-
Cmeradain:

ﬂ Lo al] |

=
amvme | [5H] o

Enter an Effective Date and Rate, then click the Save Per Diem Rate button to save the record. The Ending Date for the
prior entry in the list is automatically populated by the system, set to the day before the Effective Date of the new rate.

Selup Per Diem Rale List

My Workspaces = wivanium

I A2 s ol Lo Dobnt I S P Doarms Pl

*Cags Typei | Typs A (Temall)
S iaw iDbees Tl | E3-975
“Desdrigbani | Tral dent banfer cage

Cage for tramsfer of mloe, rets or gelnea glgs. Fax ocsupancy § mice,

2 Fald, 1 guines pig.

Ve i Do

[1e31z0m EH [E ] o
w5 i

o

The add panel remains open for entry of additional per diem rates. Click the Back button at the upper right corner of the
page to close the add panel. The new record is added on the Setup Per Diem Rate List page, where the most recent, or

upcoming, Rate is shown.



My Workspaces B Vivarium Setup Per Diem Rate List

[ Assamate | | Delste Selected Rateis) |

B result{s] found...

Cage Typs Per Dhem Code  |Effective Date
O Y | Bard Cage Medium namew gawge bird cage, mex oooupancy 10 2432 a3'oFrao1e $1.50
O Canine Medium canine cage with rest sheif 54454 o1/01/2018 $3.00
O ] | Canine emall Small canmne holding cage G4TEGI 10 018 $2.00
] Large Goal cage Large cage with cutdoor seces 150 12/24/2018 $3.50
(M| | Large Geat eage Large cape for indsor halding 414354 010472018 $3.00
O | |Large Mouse Cage Max pocuparcy: 35 mice 2730 030772019 41,75
O 1 Small Pig Cage Small pig cage with mtegrated feader SC-Po0a 021572019 £30.00
I E Twpe & (Smal Small rodent tramsfer cage 68-975 QL0 2020 100

Edit Per Diem Rate

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Per Diem Definitions and Rates
link.

My Workspaces B Wivarium Board Administration

| SystemsSctup | | List Maintenance Setup | | Clean-up |
AR el SRS

Setup Cage Types

Setup Cage Records

Setup Coge Reason and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates *

Letup Veterinarian Profile

Setup Transfer Coordinator Profile

 E X X R E R RN}

The Setup Per Diem Rate List page opens. Click the icon in the Edit column for the applicable record.

My Workspaces = Wi Setup Per Diem Rate List

| Assamate | | Doiite Sesected Ratels) |

LA

| et Cage Hapifafy AP Qs bl CapE, P DDWDBNDY G0 Taxy LR §1.50
1 el Hapifesfy ettt (de3E meth degt ghid Siba 5 DLMLHIA B3 G0
1 (=" T T Small canine hadding cage H4raal OL01/3018 200
| et Goan oo Large cape with duddiser Bo0ess 150 124018 B350
|l e Goat ceg Large caepe 1oF i Peihreg apaye DLMLID18 {58
1 Large Mome Cage Max sccupancy: 2% mece 230 Lar/ 019 $1.7%
| et P Cage Smpll pegy Cpde meth averaied Tnbder SC-PR0E PULEINI P
| [ T & (Sl Sonall rosfbst raraler Cager E3-5T5 BLNLIT B0




The record is opened in an edit panel.

My Workspaces B Vivarium Setup Per Diem Rate List [ 4 |

| A & new Rate Details | |mn-nunm|

"Cage Type: :L"lr-u wmall
*Par Biem Coda: [547553

*Daseription: | Small canine hoidng cage

Cage 1s for brief holding purposes only, animal must be returned to
indoar/outdoor ward prosptly

©Q [pmees | =R {200

Make desired changes to the Cage Type, Per Diem Code, Description and Comments fields.

Rate Line Item Changes
If the Effective Date or Rate previously entered for a line item in the rate table is incorrect, enter revisions directly into
those fields.

If the existing Effective Date and Rate are correct, but the Rate is to be changed on some known, future date, click the
Add a new Rate Details button to open a new rate line item.

Hy Workspaces @ Wivarium Setup Per (Hem Rate List [ 4]

I-Mdlﬂlllﬂllbﬂ. I Surve Pt en Fuste

“Cags Typsi  Canins wmal
# il Daen Cadlei 57800
“Desdrgtieni  Smal Canere hokdes] Cage

Lage ds for brilef halding purposes only, animal syt be returaed to
indsar fautdosrs ward prosptly

[ QT [ L EL)

newzwe | EEH| CFF:]
—_—

Enter the desired Rate.

Manually enter an Effective Date or click on the calendar button to open a calendar widget. If using the widget, navigate

to the desired date and click it to select.



Delete Effective m

[ |E=H
0 [oa [0 ~] O
Su Mo Tew We Th Fr Sa
1 2(f 3| 4| 5
& 7 8 9 10 11 12
13 14 15 16 17| 18 19
20/ 21 23 23 24| 25 36
27 28 |19 30 31

Click the Save Per Diem Rate button.

My Workspaoes = Wivarism Seiup Per Diem Rate List

A ia ew Fate Detads | | Save Por Do Rate |

"Cage Type [Camme arman
“Par Dism Coder [E4TH3
" D e :Smﬂ:mhuﬂrq:ﬂr
Cage I3 Tor brlef halding purpoies only, snisal swst be Fetursed to

Irdnor foutdeor werd promptly
Camrmtaning

e' o e | g1
g- AT m 2

The Ending Date for the prior entry in the list is automatically populated by the system, set to the day before the
Effective Date of the new rate.

The edit panel remains open for entry of additional per diem rates. Click the Back button at the upper right corner of the

page to close the edit panel. The record is revised on the Setup Per Diem Rate List page, where the most recent, or
upcoming, Rate is shown.

My Workspaces @ Vivarium Setup Per Diem Rate List

[(Asaaram | | Colete Seiected Rateis) |

B result(s] found...

Per Diem Code |Effective Date

Cl I | Bird Cage Medum narrew gauge bird cage, max sotupansy 10 2433 03/077 2019 $1.50
| |Canine Medium canire cage with rest shelf Sa5a 0L RS 018 3,00
O =l Camng small Srall caning halding Lage E4TEE3 1L/0EF 2019 $21.25
il | |Large Gost cage Large cage with cutdoor scoess 150 12/24 3018 $2.50
O , |Large Goal cagE Large cage for imdoor holding 43434 0L'DEF 2018 $3.00
O %] Large Mouse Cage Max oorupancy: 25 mice 2230 020712019 $1.75
O ] | Small Fig Cage Sl pag cage with inbegrated Feader SC-POO1 021572019 $30.00
n) | Type A [Small) Small rodent transfer cage 48975 0L 020 £1.00

Rate Line Item Deletions



Because line items in the rate table on the Setup Per Diem Rate List edit panel can be revised, it is not usually necessary
to delete any of those line items. It is especially important not to delete line items if the institution wishes to maintain a

historical record of rates. However, rate line items can be deleted.

Click the icon in the Delete column for the line item to be deleted.

Setup Per Diem Rate List

My Workspaces B Vivarium

Audd & new Rase Detads | | Save Per Diem Rate |

*Cage Type: :Em amall -]
*Per Dism Code: [£47553 ]

0 [Smal canne hoiding cage

cCage is for brief holding purposes only, animal must be returned to
indoor/outdoor ward prosptly

Ending Date

Effective Date

O |z | EH 10/31/2019 CEL
x N |EE) = f2zs

A confirmation popup dialog opens.

This site says...

Confirm the Deletion.
Are you sure you want to delete?

QK Cancel

Click Cancel to close the popup without saving changes.

Click OK to save changes and close the popup. The rate line item is deleted.

Scetup Per Diem Rate List

My Workspaces B Vivarium

[ A now riate Dstats | | Save Por pem Rate |

*Cage Typa: | Canine smal
“Per Dism Coder 847565
* Dascrapticn: :$mll caning holdng cige

Coge if for Brief holding purpdded oaly, snishl suit be Féturned to
indoer foutdear ward prosptly

Unding Duts

Thebeta Effective Date

D [ | [EH f2m

Delete Per Diem Rate



Navigate to ARC > Review Board Administration System Setup tab and click the Setup Per Diem Definitions and Rates
link.

My Workspaces = Vivarium Board Administration

Setup Cage Types

Setup Cage Records

Setup Cage Reazon and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates *
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

I EE R ERERE RN N

The Setup Per Diem Rate List page opens. Select the checkbox(es) in the far-left column for the applicable record(s) and
click the Delete Selected Rate(s) button.

My Workspaces = Vivarium Setup Per Diem Rate List

8 result{s) feaind...

Cage Type Per Ddem Code | Effective Duts
| | Eard Cage Medium namsw gasge bird cage, mikx socupansy 10 2433 O3/ 07 3019 $1.50
O ) |Canine Medium caning cage with rest shelf Saa5a B b 3,00
= ] Caning small Zmall caning holding cage B4THED OL'08 K018 $2.00

Large Goat cage Large cape with cutdoor scoess 150 12/24/3018 £1.50
() ] Large Goat cage Large cage for imdosr holding 42434 OL/'0L 3018 $3.00

1 Large Mouse Cage Max pocupancy: 15 mice 2XM 00T 1S 51.75
O ) Small Pig Cage Small g cage wik svegrated feader SC-POO] L EDR LA bR $20.00
Tvpe & (Small) Small rodent transfer cage §4-375 OL'0L H020 §1.00

A confirmation popup window displays.

Confirm the Deletion,

fAre vou sure you want to delete?

COMFIRM CAMNCEL

Click CANCEL to close the popup without deleting the record.



Click CONFIRM to delete the record and close the popup. The record is deleted on the Setup Per Diem Rate List page.

My Workspaces B Vivarium Setup Per Diem Rate List

| Acaarate | | Detete Setected Ratels) |

7 result{s) found...

E Edit  |Cage Typs L uemuplesn Por liem Code | Lfective Date | Babe
0O | [5] |sird cage Medium narmow gauge bird cage, max ccoupancy 10 2432 03/07/2013  $1.50
| |Canine Medium caming cage with rest shell 54454 01013018 $3.00
O %] Large Goat cage Large cage with cotdoor socess 150 12/24f2018  $2.50
l Larje 358 cage Large cage Tor ndasd haldwg A24%4 au0Lraa1a $3.00
O % Large Mouse Cage Max coruparsy: 35 mice 2230 0N0Ff2018  §0.75
5 Small Pig Cage Small pig cage with integrated feadir SC-POGI OIISII0IS  $30.00
O =) Tvee A (Small) Small rodent tramsfer cage 65-575 0L0LI020  $1.00

Setup Charge Master
The ARC Charge Master provides a central listing of subject animal expense accounts. The account lists are maintained in

the iRIS™ system on the Setup Charge Master page. To access the page, navigate to ARC > Review Board Administration
System Setup tab and click the Setup Charge Master link.

My Workspaces = Wivarium Board Administration

System Setup |_| List Maintenance Setup | | Clean-up |
SELUR Loyt Land el

Setup Per Diem Definitions and Rates

Setup Veterinarian Profile

Setup Transfer Coordinator Profile

Setup Treatment Plan Templates by Species

Setup Charge Master <l
Setup Generation

[Fo TSR -

FEE R NN R N

The Setup Charge Master page opens.

My Workspaces & Vivarium Setup Charge Master

Charge Tkt

Arsrral Orders




Two types of accounts are listed. Charge Ticket accounts are for expense items other than subject animal orders. Animal
Orders accounts are for subject animal order expense.

Charge Ticket Configuration

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Charge Master link.

My Workspaces = Vivarium Board Administration

System Setup |_| List Maintenance Setup | Clean-up |
SELU Loyt Land el

Setup Per Diem Definitions and Rates

Setup Veterinarian Profile

Setup Transfer Coordinator Profile

Setup Treatment Plan Templates by Species

Setup Charge Master *

Setup Generation

[T S -

E X R NN N N

The Setup Charge Master page opens. Click the icon in the View column for Charge Ticket.

My Workspaces = Wivarium Setup Charge Master

Wikt Charge MHaster

i Charge Ticket
| { Ammal Orders |

The Setup Charge Ticket page opens.

My Workspaces & Vivarium Setup Charge Ticket

|| Transter Charge tams(s) || Adda New Charge Type |

Obgect Code Hide from Dropdowen List?

1 Subject Animal Food Qrders 23334 He Admunptrabor
i Subpect animal Yeterinary

Wellcare [ FEL Mo Adpnnesbrabor
1 Subyect Aremial Cage Cleaning F4B516 Mo Admenesbrabor
! Subject Anenal Labs 15749 Mo Admstrator
1 Subgect dremal Imaging 45812 Mo Admynestrator




Non-Animal Charge Items

To manage charge item accounts assigned to a Charge Type, click the icon in the View column for the applicable Charge
Type.

My Workspaces = Wivarium Setup Charge Ticket 4]

[ Transtar Crargs memats) || Agd a now charga Tys |

Ohpect Code Hide from Drogpdown List?

Subject Ammal Food Orders 23334 Mo Admungtrator
7 Subject Animad Veterinary
’ A n
L ‘Wellcare &B245 Mo dmenestrator
Subyert Aremial Cage Cleaning 2485186 No Admunistrator

Subgect Anemal Labs 15745 Mo Admenstrator

Subgect sremal Imaging 45812 Mo Admenestrator

The Charge Items page is opened for the selected Charge Type. Charge Items are sorted in descending order of Start
Date.

My Workspaces = Wivarium Setup Charge Thoket - Charge Items

| Aoty Rateis) || Asd u herw Charpa iems |

PR - Porivnt Cilforsnce | il femm Db dified By

Non-animal charge items can be added, edited, or have markup / markdown rates applied from this page. It is also
possible to view charge item change history from this page.

View Non-Animal Charge Item Change History

The Setup Charge Ticket - Charge Items page includes details of cost change history via the Cost, Previous Cost and
Percent Difference columns, and the Show History icon.

Cost is the current cost for the charge item.

Previous Cost is the cost most recently assigned to the charge item prior to the current Cost. If the value shown here is
“0.00”, the cost of the charge item has never changed.

Percent Difference is the difference between the most recently assigned cost and the current Cost, expressed as a
percentage.

To view change history, click the icon in the Show History column for the applicable record. Note that there is no Show
History icon available for records that have no change history.



Wivarium

Setup Charge Ticket - Charge Items

My Workspaces =

| Aoty Raseis) || Asd  berw Chargs item |

Porismt Difference |t fooem Drapdies Halified By
Gt Fieed OIS | SOOI 21,00 .00 .00 % T admnairater ANENI0LE
Gaat Mk QNIUIOIE | SOAIOTL 19,58 10,00 5.00 % Ha Admanairatos QNTTIOE
Lian Foud QNIUIOIE | SOAIOLL 19,58 10,00 5.00 % o [ m——— ANETI0L
Feedersy Service axfon2oLe /o023 1330 13,03 100 % Na Admunalraicr oo 2018
Prtets ONOLIOLE | oEWINIg 19.00 £.00 £.00 % ha Admnatrater 03122018

A change history list opens for the selected record. All prior versions of the record are shown here, In the screenshot
below the selected record has only been changed once since it was created.

Wivaram

Selup Change Tickel

Charge Items

My Workspaoes =

| 4oty Rateiny || A a hoew Crarga em |

= i dale ranpe

P i

Frraymeaes Dol Parceat Diffewance | 192 F':‘E:;‘ﬁ?*- Dl Flodeterd
Geaat Feend QROMIOLE DA AT L TE.D3 e 50D % K Agmanairaios [Tl
Geaak Fod QR TIZ0Le D324 s 2. 00 D00 % Fi Agmanairaios AROAI0Le
maat Mk QRTAZOLE DT TIT | 13, 53 110,03 500 % [ %] Admaragiryios b Tl 15
Lepn Foad [:3 A ep T i) SOLG I | 13, 53 1.0y 0 500 % [ 5] AT OROAI0Le
Feoders Fennce O OM2OLE D& 1] 10, 30 10053 LOD % Fa Admenalraicr ORDPIZ0LR
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Click the icon in the Show History column for the applicable record again to close the history list.

Add Non-Animal Charge [tem

On the Setup Charge Ticket page, click the icon in the View column for the Charge Type to which the new Charge Item is
to be assigned.

Wivarium

My Workspaces &

Setup Charge Ticket

[ Transtar Charge tmsis) || Add a New Charge Type |

Object Code

Hide From Dropdown List?

1 Subject Ammal Food Orders 13334 1 Admunglrabod
i Subpect Animad Veberinary

) Wellcare SEI4E M Adpnenestrator
1 Subgert Aramal Cape Cleaning 248516 Mo Admencbrator
1 Subject Anemnal Labs 15745 Mo Admencsbraton
1 1 Subgect dremal Imaging 45812 Mo Adrminisbrator

The Setup Charge Ticket - Charge Items page is opened for the selected Charge Type. In the screenshot below, the
“Subject Animal Food Orders” Charge Type is selected. Click the Add a New Charge Item button.



My Workspaces = Wivarium Setup Charge Ticket - Charge Dieams

et A ChaADED wl Agwihy B Dhpsiee SREERDE Aanie TS [Tes St alein e oot Ioield [hal [ dple fEAe
f & Newly (Faive JAande, DY uSdaled it will B (RSaiynd! o8 I SVODSwet Mty 0F D ORGS0 D0

N Husder [rere Dvrspedaree=

[T
Gaat Fisd LT LT ST 2000 .00 00 % L admoriratr ALENI0LS
Gaat Mk AN ST 10,53 1003 500 % Ha Admanatrato ARENI0L
Lipn Fosped BRI ST 13, 5 13,03 500 % Ha Addmanagivato AHENIOL
Feoding Servite QDO CLT PR 10,30 1004 00 % L5 Adminatrater anorzoLe
Prilets ANDLIZOLE S T B 14,050 o.00 00 % Ha Admnatrater LET T 00

An Add Charge Item popup dialog box opens for creation of the new record.

Add Charge Item: i]

'ﬂunﬂllnﬂl

S—— =
* End Date | | B

“Costs [0.00
“Mida frem Drapdown List? Vs 8 o

1T

Enter the desired Charge Item name.

Manually enter the desired effective Start Date for the charge item or click the calendar button to the right of the field to
select a date from the calendar widget.

Add Charge Item: i]
*Charge Itemz |Purina Dog Chow, S0
“start Dates 1051207 | (5] <
“End ate: ) m 0
“Cost: 5y Mo Tu We Th Fr Sa |
* Hads framn Dropdaws List? B 2 3 4 s
6 7 B 9 10 11 12
13 14 15 16 17 18 19

X0 E1 22 23 24 25

IF B 39 30 31

Manually enter the desired effective End Date for the charge item or click the calendar button to the right of the field to
select a date from the calendar widget.

Enter the desired Cost of the charge item in dollars and cents.
Select “Yes” or “No” for Hide from Dropdown List? A selection of “No” means this charge item will be visible and

available for selection everywhere in iRIS™ where the charge item list appears. A selection of “Yes” means this charge
item will not be visible or available for selection in the charge item list.



add Charge Item: l]
*Chargs Ttem: [Puring Dag Chow, 50
*start Cates [10012013 | [TB|
*End oates [1om12020 | [
*Costs [35.00

“Hide Fepm Deapdisn List? ves (™ pia

E::IEEI

Click Cancel to close the popup without saving the new record.

Click Save to save the new record. If the Start Date entered is in the past, a confirmation popup dialog box appears.

Confirm the Saving

Are you sure you want to backdate the start date?

CONFIRM CANCEL

Click CANCEL to close the confirmation popup and return to the Add Charge Item popup.

Click CONFIRM to save the record and close both the confirmation and Add Charge Item popups. The record is added on
the Setup Charge Ticket - Charge Items page.

My Workspaces & Wivanum Setup Charge Ticket - Charge Tiems
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Edit Non-Animal Charge Item

On the Setup Charge Ticket page, click the icon in the View column for the Charge Type to which the applicable Charge
Item is assigned.



My Workspaces & Wivarium Setup Charge Ticket

[ Transtar Charge tmsis) || Add a New Charge Type |

Obgect Code Hide From Dropdowen List?
| Subject Ammal Food Ordird 23334 1 Admuhgrabod
i Subject Animad Veterinary
| Vielcare EB24E Mo Adprnesbrator
1 Subject Aremal Cage Cleaning 248515 M Admisnstrator
1 Subject Anemnal Labs 15745 Mo Admencsbraton
1 1 Subgect dremal Imaging 45812 Mo Adrminisbrator

The Setup Charge Ticket - Charge Items page is opened for the selected Charge Type. In the screenshot below, the
“Subject Animal Food Orders” Charge Type is selected. Click the icon in the Edit column for the applicable Charge Item.
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The record is opened for editing in the Add Charge Item popup dialog box.

Add Charge Item:

“Charge Ttems [Pusina Dog Chow, 3500

= Gtart Date: ||-1-|:|:.':;'1:||5- E
“End Date: [1001/2020 |?t|

*Costs 3500

“Hide from Dropdown List? yes  [#p4

Make desired changes in the popup.
Note that a selection of “No” for Hide from Dropdown List? means this charge item will be visible and available for
selection everywhere in iRIS™ where the charge item list appears. A selection of “Yes” means this charge item will not be

visible or available for selection in the charge item list.

Click Cancel to close the popup without saving changes.



Click Save to save changes and close the popup. If the Start Date entered is in the past, a confirmation popup dialog box
appears.

Confirm the Saving

AR YU Sure you want to backdate the start date?

CONFIRM CANCEL

Click CANCEL to close the confirmation popup and return to the Add Charge Item popup.

Click CONFIRM to save changes and close both the confirmation and Add Charge Item popups.

My Workspaces @ Wivarium Setup Charge Ticket - Charge Tlems
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The record is revised on the Setup Charge Ticket - Charge Items page, and now has an icon in the Show History column.
Click the icon to confirm change history for the record.

Hy Workspaces = Wiarium Setup Charge Tidket - Charge Items
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Apply Charge Item Rate(s)

It is possible to apply a markup or discount rate to charge items while still retaining the underlying Cost of a charge item
for audit trail or accounting purposes.



On the Setup Charge Ticket page, click the icon in the View column for the Charge Type to which the applicable Charge
Item(s) are assigned.

My Workspaces = Wivarium Setup Charge Ticket

[ Transtar Charge tmsis) || Add a New Charge Type |

Obgect Code Hide From Dropdowen List?
'_HI Subject Ammal Food Ordird 23334 1 Admuhgrabod
i Subject Animad Veterinary
Vielcare EB24E Mo Adprnesbrator
1 Subject Aremal Cage Cleaning 248515 M Admisnstrator
1 Subject Anmemial Labs 15745 Mo Admencsbraton
1 Subgect dremal Imaging 45812 Mo Adrminisbrator

The Setup Charge Ticket - Charge Items page is opened for the selected Charge Type. In the screenshot below, the
“Subject Animal Food Orders” Charge Type is selected.

Select the checkbox(es) at far left for the records to which a rate is being applied, then click the Apply Rate(s) button.

My Workspaces @ Wivarium Setup Charge Ticket - Charge Items
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An Add Item Rate popup dialog box opens for entry of rate details.

Add Item Rate ﬂ
" Rater | %o
“Start Dater | =] !I

“End Date: =

Enter the desired Rate, expressed as a percentage of the current Cost of the selected Charge Item(s). Enter a positive
number for a markup rate, enter a negative number for a discount rate.

Manually enter the desired effective Start Date for the item rate or click the calendar button to the right of the field to
select a date from the calendar widget.



Add Them Rate ﬂ
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Manually enter the desired effective End Date for the item rate or click the calendar button to the right of the field to
select a date from the calendar widget.

Add Item Rate ﬂ
*Rate: |2.50 | =%
*Start Date: [105312015
“end oute: 02620 ] (5]

Click Cancel to close the popup without applying the rate to records selected on the Charge Items page.

CAUTION: When the popup is closed without saving, records previously selected on the Setup Charge Ticket - Charge
Items page remain selected until the user clears their select checkboxes.

Click Save to apply the rate to records previously selected on the Setup Charge Ticket - Charge Items page and close the
popup. The rate is applied to the selected records on the Setup Charge Ticket - Charge Items page. The new Cost is
automatically calculated by the system.
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Click the icons in the Show History column to verify history for the selected records.
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Add Non-Animal Charge Type

On the Setup Charge Master page, click the icon in the View column for Charge Ticket.

My Workspaces = Yivarium Setup Charge Master

Charge Haster

Charge Ticket

t Animal Orders

The Setup Charge Ticket page opens. Click the Add a New Charge Type button.

My Workspaces Wivarism Satup Charge Ticket

Ohect Code Hodified iy

3 Subject Ammal Food Orders 13334 P Adwunglrator
i Subpect finimal Veberinary

1 Walcane GHI4E Mo Admanestrabor
1 Subgyect Arimsl Cape Cleaning 248516 M Admanistrakor
' Subject Anemal Labs 15745 Mo Admnsnestrakor
1 1 Subgect dremal Imaging #5812 Mo Administrator

The Charge Type popup dialog box opens for creation of the new record.



Charge Type:

*Chargs Type: -S-umll Armnal Urnakin

*Object Coder 62514
* Hida From DiropDowan? Yes WMo

Enter the desired Charge Type name and Object Code.
Note that the Object Code is configured and maintained by the institution, it is not provided in the iRIS™ system.

Select “Yes” or “No” for Hide from DropDown? A selection of “No” means this charge type will be visible and available
for selection everywhere in iRIS™ where the charge type list appears. A selection of “Yes” means this charge type will not
be visible or available for selection in the charge type list.

Click Cancel to close the popup without saving the record.

Click Save Charge Type to save the record and close the popup. The record is added on the Setup Charge Ticket page.
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Edit Non-Animal Charge Type

On the Setup Charge Master page, click the icon in the View column for Charge Ticket.

My Workspaces = Wivarium Setup Charge Master [ 4|

Wideiad Chargs Master

3 Charge Ticket

| i Amimal Orders |

The Setup Charge Ticket page opens. Click the icon in the Edit column for the applicable record.
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The record is opened for editing in a Charge Type popup dialog box.

Charge Type: ﬂ

*Charge Type: |Sub|¢~:|!.!|rnrnal Urine Dipstick = |

*Object Coder 53514 |

“Hide From DropDown? |l yes (8 s

Make desired changes in the popup.

Note that a selection of “No” for Hide from DropDown? means this charge type will be visible and available for selection
everywhere in iRIS™ where the Charge Type list appears. A selection of “Yes” means this charge type will not be visible or
available for selection in the charge type list.

Click Cancel to close the popup without saving changes.

Click Save Charge Type to save the record and close the popup. The record is revised on the Setup Charge Ticket page.

My Workspaces & Vivarium Setup Charge Tioket o
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Delete Non-Animal Charge Type

In order to maintain the integrity of Charge Type and Charge Item audit trails, in cases where a Charge Type is to be
deleted any Charge ltem(s) assigned to it must be re-assigned to a different Charge Type first.

On the Setup Charge Master page, click the icon in the View column for Charge Ticket.



My Workspaces = Vivarium Setup Charge Master

Charge Haster

i Charge Ticket

| i Animal Orders |

The Setup Charge Ticket page opens.

My Waorkspaces Wivarium Setup Charge Tioket
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In this example, the “Subject Animal Imaging” Charge Type is to be deleted.

Click the Transfer Charge Item(s) button. The Transfer Charge Items popup dialog box opens.

T
Transier Charge Items ﬂ

Charge Type From: [—mone— Charge Type l'-u:;'-mm—

Delete This Charge Type: [-rone—

No Charge ltems. Flease sdd some Ttems

The Charge Item list is empty when the popup initially loads.

Click in the Charge Type From field to open a dropdown list of previously created Charge Types. Select the Charge Type
to be deleted, then click the Find button to load the list of Charge Items assigned to the selected Charge Type.



Transfer Charge Items

Charge Type Fram: | Find.. | Charge Type To:[ -sone-.
Anmal Focd Chidery
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[Lcancer || stake vranse |

In this example “Subject Animal Imaging” is selected. When the Find button is clicked the selected Charge Type name
populates in the header of the list of Charge Items to confirm the list contains Charge Items assigned to that Charge

Type.

Transfer Charge Ttems ﬂ
Charge Type From: | Ssbiect dnimal m Charge Type 'lrr.l:'. FapH
elete This Charge Type: [Sobe dns [ |

Mo Charge Tteme, Mease sdd poeme lteme. |

In this example the list is empty, indicating no Charge Items are assigned to this Charge Type and it is safe to delete.

Note: Any Charge Items appearing in this list must be reassigned to a different Charge Type before the selected Charge
Type can be deleted. See the next section of this manual, Transfer Charge Items, for transfer instructions.

Click the Delete button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

COMFIRM CAMNCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The Charge Type is deleted on the Setup Charge Ticket page.
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Transfer Charge Items

In cases where a Charge Item is assigned to the incorrect Charge Type, or where a Charge Type is to be deleted, the
Charge Item can be transferred to a different Charge Type.

In this example the “Subject Animal Urine Dipstick” Charge Type, shown in the screenshot below, was created in error. A
specific lab test like this should have been created as a Charge Item assigned to the “Subject Animal Labs” Charge Type.
This Charge Type must be deleted, but it has Charge Items assigned to it.

Click the Transfer Charge Item(s) button.

My Workspaces & Wivarium Setup Charge Tioket (4]
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The Transfer Charge Items popup dialog box opens.

Transler Charge Ttems ﬂ

Charge Type From:|_none— Charge Type Ic:_'—hum—

Delete This Charge Type: [ -rone—

Mo Charge Items. Please add some Tbems

The Charge Items list is empty when the popup initially loads. Click in the Charge Type From field to open a dropdown list
of previously created Charge Types.



Transfer Charge Items ﬂ

1 F
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Select the Charge Type that is to be deleted from the list. In this example, the “Subject Animal Urine Dipstick” Charge
Type is selected. Notice that when the Charge Type is selected the same Charge Type is automatically populated in the
Delete This Charge Type field.

Click the Find button to load a list of all Charge Items assigned to the selected Charge Type. When the Find button is
clicked the selected Charge Type name populates in the header of the list of Charge Items to confirm the list contains

Charge Items assigned to that Charge Type.

Transfer Charge Itams

Charge Type me::suaed Aninyl - | - Charge Type To:| =none=

Delete This Chargs T‘lpq::s.‘q_,.l;\”q!.lm.;l ]

Trese Ui=205 Unng Depinek:

In this case there is one Charge Item assigned to the selected Charge Type. This Charge Item must be transferred to a
different Charge Type before the selected Charge Type can be deleted.

Select the checkbox(es) at far left for all listed Charge Item(s), then click in the Charge Type To field to open a second
dropdown list of previously created Charge Types.

Transfer Charge Ibems ﬂ

Find_. Charge Type To: 5.0
Subpect Aramal Food Ceders
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Subgscl Aramal imagieg

Charge Type Fmrrr::'smnclnnml

Delete This Charge Types |Sutject frmal

Fubpect Amimal Urine Capalich

Trpe U-205 Unne Dapstsck

Select the Charge Type to which the Charge Item(s) is(are) to be assigned. In this example, the “Subject Animal Labs”
Charge Type is selected.



Transier Charge Ttems

Charge Type From:| Sebjec Animal ~ | Charge Type To: [ mlr ]

Delete This Charge Type:| Subject Animal -

i Swbject Andmal Urine Dipstick

Tiypee U-205 Urine Dipsbick

Click the Cancel button to close the popup without completing the transfer.

Click the Make Transfer button to complete the transfer. The transfer is complete, and the Setup Charge Ticket page
reloads.

My Workspaces B Wivarium Setup Charge Tioket (4]
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Note: The previously selected Charge Type is not automatically deleted from the Setup Charge Ticket page. This is to
allow for conditions where Charge Items must be transferred between Charge Types, but no Charge Types are being
deleted.

To proceed with deletion of the selected Charge Type, click the Transfer Charge Item(s) button. The Transfer Charge
Items popup dialog box opens.

Transler Charge Items ﬂ

Charge Type From: [—maone— Charge Type 'I'c:_'-m—

Delete This Charge Type:|[—rone—

| Mo Charge Items, Flease sdd some Tbems.

Recall that the Charge Items list is empty when the popup initially loads. Click in the Charge Type From field and select
the Charge Type that is to be deleted.



Transfer Charge Items ﬂ

Charge Type Fram; Charge Type To:| —rone-
) [E] =
Dl This Charge Typa: | Subiect Anmal Velsrnary Viplcam Dalala
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Ludpect Snamal Laba
Subject inimal imaging
Subgect Animal Liing Digatck
Mo Charge lteme, Pleate add peme Jtems.,

Click the Find button to load the list of Charge Items assigned to the invalid Charge Type and confirm it is empty. Notice

that the selected Charge Type automatically populates in the Delete This Charge Type field and in the header of the
Charge ltems list.

Transter Charge Items ﬂ
Charge Type From: | Subsect Animal m Charge Type To:| —none—
Delete This Change Type: [Subsect Anmal | EZX

No Charge Items. Please add some [hems.

Click the Delete button. A confirmation popup window displays.

Confirm the Deletion,

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The Charge Type is deleted on the Setup Charge Ticket page.

My Workspaces @ Vivarium Setup Charge Ticket

[ Tenrter Crargs ieeeans | [ Aae @ e Crargs Tres |

Chargs Typs

s from Dropdewn Lnt? Haodilied By
1 Sulbpect Aremad Food Ovdart I ha Admanastrator
s Sulject Arerial Welernady Weldan L2 Lo Adirerudlrales
i Sulbject Arermal Cage Coareng 143518

Fia Admenatrator

I 2 I Saaskeppct Al Lats 157ER

W ATt




If desired, click the View icon for the Charge Type to which the Charge Item(s) was(were) reassigned to verify the
reassignment on the Setup Charge Ticket - Charge Items page.

Hy Workspaces = Wivarnium Sebup Charge Ticket - Charge Items

| gy Ratwiad | | s b Caege e |

Tyee U105 Urine
1k

Dot 1003019 LML 15200 oo 000 % Me BArrarashrabar 1023119

Animal Orders Configuration

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Charge Master link.

My Workspaces = Wivarium Board Administration

| System Setup |_| List Maintenance Setup | | Clean-up |
SCUUp Lage Land DeingeoLs

Setup Per Diem Definitions and Rates

Sebup Veterinarian Profile

Setup Transfer Coordinator Profile

Setup Treatment Plan Templates by Species

Setup Charge Master <l
Setup Generation

[FoTC SR S -

EEERE RN R

The Setup Charge Master page opens. Click the icon in the View column for Animal Orders.

My Workspaces & Wivarium Setup Charge Master

‘ Charge Ticket |
BE| Animal Orders

The Setup Animal Order page opens.



My Workspaces = Wivarium Setup Animal Order [ 4 |

[ 4042 New Charge Type |

Wimw Edit Obgect Code

_L____ | M Rodent Subject Aramals 25784 Adminigtrates
_L__. | Ha Canine Subgect Aremals 22008 Administrator
i ! Ha Irsect Subpeot Arrmals 58425 Adminstrates

Add Animal Order Charge Type

On the Setup Charge Master page, click the icon in the View column for Animal Orders.

My Workspaces = Vivarium Setup Charge Master

I Charge Ticket

i | Animal Orders

The Setup Animal Order page opens. Click the Add a New Charge Type button.

My Workspaces & Vivarivm Setup Animal Order
Add a New Charge Typs
Delfauli? Charge Type Hject Code
'._I =1 Ko Rodent Subpect Animiasls 257584 Administrator
;_l s Ho Canine Subject Animals 22008 Administrator
:_J =1 No Insect Subject Animals BR425 Adeninistrator

The Charge Type popup dialog box opens for creation of the new record.

Charge Type:

*Charge Type: |[Bovine Subiecl Animals
*Dbject Code: |35155

*Default Charge Type?  (Jyer ™ g
*Hide from Dropdown List?  ( Jyes 08 pp

(Mote: Only three charge types can be set as the default)




Enter the desired Charge Type name and Object Code.

Note that the Object Code is configured and maintained by the institution, it is not provided in the iRIS™ system.
Select “Yes” or “No” for Default Charge Type?

A selection of “Yes” means:

— this Charge Type item will be set as the default selection in the Animal Charge Type picklist

—it will be possible to set a Charge Item assigned to this Charge Type as the default selection in the Animal Charge Item
picklist

A selection of “No” means:
— this Charge Type will not be set as the default selection in the Animal Charge Type picklist

— it will not be possible to set a Charge Item assigned to this Charge Type as the default selection in the Animal Charge
Item picklist

Select “Yes” or “No” for Hide from Dropdown List? A selection of “No” means this charge type will be visible and
available for selection everywhere in iRIS™ where the Animal Charge Type dropdown picklist appears. A selection of
“Yes” means this charge type will not be visible or available for selection in the Animal Charge Type dropdown picklist.

Click Cancel to close the popup without saving the record.

Click Save Charge Type to save the record and close the popup. The record is added on the Setup Animal Order page.

My Workspaces = Vivarium Setup Animal Order a0

| Add a Wew Charge Tyee |

View | Gdit | e — | Chargs Typa [ — Madidied By
Mo Rodent Subject &nimals 25784 administrator
Mo Canine Subject drsmals 22008 Administrator
L 18 Mo Irsect Subpect Arsmials 68435 Admingtrater
2 Mo Bovine Subject Animals 15198 administrator

Edit Animal Order Charge Type

On the Setup Charge Master page, click the icon in the View column for Charge Ticket.



My Workspaces = Vivarium Setup Charge Master

W Charge Master

Charge Ticket

‘ | 19 ‘ animal Orders

The Setup Charge Ticket page opens. Click the icon in the Edit column for the applicable record.

My Workspaces E Vivarium Setup Animal Order [ 4]

A & New Charge Type

19| Mo Rodent Sutject Ansmals 25784 Administrator
13| Mo Canine Subject Aremnals 22008 Administrator
_:___. 0] Irgect Subject Arirmals 68425 Adrmunigtrabss
L 18] P Bovine Subject Animals 35158 Administrabor

The record is opened for editing in a Charge Type popup dialog box.

Charge Type: ﬂ

*“Charge Type: |Small Bovine Subject Anmals «|
*Object Code: (35158

*Default Charge Type? [ yes @y,

*Hide from Dropdown List? [ yee 850

{Mote: Only three charge types can be set as the default)

== e

Make desired changes in the popup.
A selection of “Yes” for Default Charge Type? means:
— this Charge Type item will be set as the default selection in the Animal Charge Type picklist

—it will be possible to set a Charge Item assigned to this Charge Type as the default selection in the Animal Charge Item
picklist

A selection of “No” for Default Charge Type? means:

— this Charge Type will not be set as the default selection in the Animal Charge Type picklist



— it will not be possible to set a Charge Item assigned to this Charge Type as the default selection in the Animal Charge
Item picklist

A selection of “No” for Hide from Dropdown List? means this charge type will be visible and available for selection
everywhere in iRIS™ where the Animal Charge Type dropdown picklist appears. A selection of “Yes” for Hide from
Dropdown List? means this charge type will not be visible or available for selection in the Animal Charge Type dropdown
picklist.

Click Cancel to close the popup without saving changes.

Click Save Charge Type to save the record and close the popup. The record is revised on the Setup Animal Order page.

My Workspaces = Wivarium Setup Animal Order [ 4

| #4042 ew Charge Type |
LT Edi Dielfault® Churge Typs Object Code Maddfied My
2L L] Rodent Subject Ansmals 25784 Administrator
BE ] Canine Subject Aremnals 22008 Administrator
L 18 L] Irsect Subject Animals Gaa2% Administrator
18 L] Small Boerse Sulpect dmimals 35158 Administrator

Animal Charge Items

On the Setup Charge Master page, click the icon in the View column for Charge Ticket.

My Workspaces = Vivarium Setup Charge Master

W Charge Master

Charge Ticket

‘ | 19 ‘ animal Orders

The Setup Charge Ticket page opens. Click the icon in the View column for the applicable record.

My Workspaces = Vivarium Setup Animal Order

A4 a New Charge Type |

s Mz Rodent Subject Animals 25784 Aoministrabor
: M Canine Subsect Aremals 22008 Adminigtrator
M Iract Subpect Aramaky AEREA Adrmurigirales

M Small Beweg Sulbgest Ammaly 35198 Adrmeragtrglhos




The Setup Animal Orders - Charge Items page is opened for the selected record. In the example screenshot below, the
Rodent Subject Animals Charge Type record is selected. Records are sorted in ascending order of Start Date.

My Workspaces = Vivvarium Setup Animal Orders - Charge Items [ 4 |

| A a wew Charge em |

SEart Dubs

1 Mo ) Mice (50 OEFIL/ 2009 [erdi Brduria] 65,00 Ho sdministrafor

1 ) | Ratd (50 oENa 2009 0Ea2019 TS50 ha Adaunmkial o
Ha | Gunrigd Paged (25) SRR 2009 B0 G2, 00 Ha Ademrugbrator

Animal order Charge Items can be added or edited from this page. It is also possible to view Charge Item change history
from this page.

View Animal Charge Item Change History

The Setup Animal Orders - Charge Items page includes details of Charge Item change history via the Cost column and a
Show History icon.

To view change history, click the icon in the Show History column for the applicable record. Note that there is no Show
History icon available for records that have no change history.

My Workspaces = Vivarium Setup Animal Orders - Charge Items [ 4 |

| a2 bew Charge tam |

SEsrt Dute

Ha i Mice (50) G261 20019 GEr Al 2030 65,00 No administrator
s | Ela [S00 OE0a/ 2019 OEIA/ 2009 F5.00 Ha Adst i Eral o
LY | Guings Pegi (5] 0RO/ 2009 O AT 2021 £2.00 Ha Ademinmbrator

A change history list opens for the selected record. All prior versions of the record are shown here; in the screenshot
below the selected record has only been changed once since it was created.

My Workspaces & Wivarium Setup Animal Orders - Charge Items
Add a New Charge [tem
Start Date Dﬁ::::_r:‘[" e
e Mezi (58) QIFTGIACLP | 0TIA2020 55.00 Ha Adunslaatar
Mz : Raats (50) 03OB/2005 | 03/28/2005 TE.O0 Ho Administrator
[ Rats 03/oRf2009 | 037282009 20.00 H Administrator

L] | Guinea Pigs (25) 0310/ 2009 0351742020 52.00 R Admrunstrabor




Click the icon in the Show History column for the applicable record again to close the history list.

Add Animal Charge Item

On the Setup Animal Order page, click the icon in the View column for the Charge Type to which the new Charge Item is
to be assigned.

My Workspaces = Wivarium Setup Animal Order (4]

| Aga a new Charge Type |

Object Code
118 | L] Rodent Sulject Ammaly L5784 Adminigtrator
L 18 | Ha Canine Subgect Aremals 2200E Administrater
L 18 5 = Iechet Subpect Amirmals 58425

Adim et

The Setup Animal Orders - Charge Items page is opened for the selected Charge Type. In the screenshot below, the
“Rodent Subject Animals” Charge Type is selected. Click the Add a New Charge Item button.

My Workspaces = Vivarium Setup Amimal Orders - Charge Items
Add & New Charga lem
Deefmult Charge Item Start Date DNHD‘:::T'::H . Hodifeed By
] | Ho | Mice (50) 02/ 26/ 2019 02242020 65.00 Mo Administrator
=1 Na L | Rtz (50) 0308/ 2019 03/28/2019 75.00 Ma Adminidtrator
1 | Mg N Guinea Pigs (25) 0308/ 2019 03nrfa0a1 g2.00 Mo Administrator

An Add Charge Item popup dialog box opens for creation of the new record.

Add Charge Ttem:

“Chargs Itam:

“Start Date: | =t
“End Date: |

*Cast: 0,00

*Hide from Dropdown List?  ( lves 8 g

*Default? lyes g

(Mote: Only one Change Item can be set as default)

Enter the desired Charge Item name.



Manually enter the desired effective Start Date for the Charge Item or click the calendar button to the right of the field
to select a date from the calendar widget.

Add Charge Item:

“Chargs Tbem: |Mae (103

S e =

*End Date: ) [Oct ~|z019 ~| O

"Cosll Sy Me Tu We Th Fr %a
*Hide from Dropdown List? g 4 5
“ Dalault® 11

14 1% L& 1=
21 I X3 24 2%

i i

Manually enter the desired effective End Date for the Charge Item or click the calendar button to the right of the field to
select a date from the calendar widget.

Enter the desired Cost of the Charge Item in dollars and cents.

Select “Yes” or “No” for Hide from Dropdown List? A selection of “No” means this Charge Item will be visible and
available for selection everywhere in iRIS™ where the Charge Item list appears. A selection of “Yes” means this Charge
Item will not be visible or available for selection in the Charge Item list.

Select “Yes” or “No” for Default? A selection of “No” means this Charge Item will not be selected by default in the
Animal Orders Charge Item list. A selection of “Yes” means this Charge Item will be selected by default in the Animal
Orders Charge Item list.

Note that a Charge Item can only be set as the default if its parent Charge Type (as shown on the Setup Animal Order
page) is also set as a default.

Add Charge Item:

“Chargs Mam: Iul\:t 1043}

“Start Dates | 100172008 .?.d
*End Date: [0z | 5|

“Cosh _|‘\:¢ 9
* Hide From Dropdown Lisd?
“Delaul?

Only one Charge Item can be set a3 d

Click Cancel to close the popup without saving the new record.

Click Save to save the record and close the popup. The record is added on the Setup Animal Orders - Charge Items page.



My Workspaces = ivarium Setup Animal Orders - Charge Items

Add & Nesw Chaige Item |
I:tl-::r Charge Ilem el ilmrd By
| Hen | Mz (50) 226/ 2009 03/ 24/3020 EE.00 ha Admufstrabor
1 Heo ) Rts [5) 0308/ 2005 03 2B/ 2009 T5.00 ho Adrministrator
1 Mo I Guinea Paps [ 25) D3S0R/ 2009 0317 2021 S2.00 Ko Adminesbrakor
| s Meci [100) 100013009 10VO1/2030 100,00 ho Admifistratonr

Note: if the error popup shown below displays when the Save button is clicked, see the Animal Charge Item Default
Record Error section of this manual for instructions to resolve the error.

The Charge Type fod this Charge Itém has mnot bedn defaulted.
Flease chamge the Charge Type defsults.

Edit Animal Charge Item

On the Setup Animal Order page, click the icon in the View column for the Charge Type to which the applicable Charge
Item is assigned.

My Workspaces = ivarium Setup Animal Order (4]

[ Agd a tew Charge Type |

Object Code
L 18 | Ha Radent Subject Ansmals 25784 Adminitrater
L 18 | Ha Canine Subject Armmals 22008 Administrater
-] Ireseet Subspeet Sramnls &H43% Adminairates

The Setup Animal Orders - Charge Items page is opened for the selected Charge Type. In the screenshot below, the
“Rodent Subject Animals” Charge Type is selected. Click the icon in the Edit column for the applicable Charge Item.



My Workspaces = Vivarium Setup Animal Orders - Charge Ttems 0

Add @ New ChEge llem
Start Dale End Dale
Hi Mice (500 027 26/201% D27 T47 2020 E5.00 s Admersstrator
Mo | Rats (500 03S0B 2015 03/28 2015 TE.00 o Admersstrator
Mo | Guinea Figs (25] 03f0E/ 201 % 03717 2020 52.00 =) Admirsstrator
M Hice {100} 1040152015 1001 F 2020 100,00 Mo Admersstrator

The record is opened for editing in the Add Charge Item popup dialog box.

Add Charge Item:

“Charge 1term: |I.,I.\:¢ {104}

“Start Dates 10012008 | “T:il‘d
“End Date: 10012020 | 58]

“Costs | 10000

* Hide From Dropdown List? Yes W Mo
“elault? L AR [

& Charge Item can be s&t 55 default)

Make desired changes in the popup.

A selection of “No” for Hide from Dropdown List? means this Charge Item will be visible and available for selection
everywhere in iRIS™ where the Charge Item list appears. A selection of “Yes” for Hide from Dropdown List? means this
Charge Item will not be visible or available for selection in the Charge Item list.

A selection of “No” for Default? means this Charge Item will not be selected by default in the Animal Orders Charge Item
list. A selection of “Yes” for Default? means this Charge Item will be selected by default in the Animal Orders Charge Item
list.

Note that a Charge Item can only be set as the default if its parent Charge Type (as shown on the Setup Animal Order
page) is also set as a default.

In this example, the Default? selection is changed from “No” to “Yes”.
Click Cancel to close the popup without saving changes.

Click Save to save changes and close the popup. If the Start Date entered is in the past, a confirmation popup dialog box
appears.



Confirm the Saving

AR YOU Sure you want to backdate the start date?

CONFIRM CANCEL

Click CANCEL to close the confirmation popup and return to the Add Charge Item popup.

Click CONFIRM to save changes and close both the confirmation and Add Charge Item popups. The record is revised on
the Setup Animal Orders - Charge Items page.

My Warkspaces = Vivarium Setup Animal Orders - Charge Items ﬂ

| Adda New Charge item |
Default H!;:t::v Chargs Item Start Date m;:;,,ﬁ::ﬁ?
\ Ha | Miee (50) 02/26/2019 02/24/2020 65.00 ] Administrater
1 Mo Rats (50) 03/08/201% 03/28/2019% 75.00 Heo Administrater
Ho | Guinea Pigs (25) 03/08/2019 03/17/2021 52.00 Mo Administrator
Yes | Mice (100) 10/01/201% 1V01/2020 100.00 He Administrater

A folder icon now appears in the Show History column for the revised record, indicating that prior versions of the record
exist. See the View Animal Charge Item Change History section of this manual for more information.

Note: if the error popup shown below displays when the Save button is clicked, see the Animal Charge Item Default
Record Error section of this manual for instructions to resolve the error.

The Charge Type fod this Charge ltem has mot been defaulted.

Fleaze change the Charge Type delfsults.

Animal Charge Item Default Record Error

Recall that a Charge Item can only be set as the default if its parent Charge Type (as shown on the Setup Animal Order
page) is also set as a default.



If “Yes” is selected for Default in the Add Charge Item popup when the parent Charge Type (as shown on the Setup
Animal Order page) is not set as a default, the following error displays for three seconds when the Save button is clicked.

The Charge Type for this Charge 1tem has nol been defaulted.
Please change thie Charge Type difaults,

When the error popup closes, either:

1. Change the Default selection in the Add Charge Item popup to “No” and click Save.

Add Charge Item:

“Charge Them: [Mae (103
*Start Data: [005LE010 il

*End Dater 10012020 | [28]

*Conty | 10000

*Hide fram Dropdown List? ves ®no

*Dalault? ves W Ng ._

(Mobte: Ondy one Charge [tem can be set as default

OR

2. Return to the Setup Animal Order Page and change the parent Default Charge Type selection to “Yes” (see the Edit
Animal Order Charge Type section of this manual),

Charge Type: X I
*Chargs Typs: [R.-n-d:r-l Subject Animals
*Object Coder (25754
"Default Charge Type?  ®ves Onio il

“Hide from Dropdown List? [ vec  (®p

(Mote: Only three charge types can be et as the default)

then navigate back to the Add Charge Item popup, recreate the desired record and click Save.



add Charge Item:

*Charge Dans: | Wice (100]

“Start Date: :m.m.'.'-:n'g ?H

*En Dabas | 100012020
“Coshi | 160 80

“Hide from Dropdowen List? Yes g

* el ault? *ien [T

[Mote: Only one Change 1tem can be set a5 delsult)

If the Start Date entered is in the past, a confirmation popup dialog box appears.

Confirm the Saving

AR you Sure you want 1o backdate the start date?

CONFIRM  CANCEL

Click CANCEL to close the confirmation popup and return to the Add Charge Item popup.
Click CONFIRM to save the record and close both the confirmation and Add Charge Item popups.

The record is added/revised on the Setup Animal Orders - Charge Items page.

My Workspaces = Vivarium Setup Animal Orders - Charge Items
Add a New Charge ltem |
H!:-:::.- | Chargs Ttem Start Date m;:'wﬁ::ﬁ? Modified By
1 Mo | Mice (50) 02/26/2019 02/24/2020 65.00 ] Administrator
1 Mo Rats (50) 03/08/2019 03/28/2019 75.00 He Administrater
Ho -y Guinea Pigs (25) 03/08/2019 03/17/2021 52.00 Mo Administrator
Yes | Mice (100) 10/01/201%9 1v01,2020 100.00 [0 Administrator

Setup Vendor Email Template

The iRIS™ system provides tools for configuration of boilerplate vendor email templates that can be customized as
needed when creating an email to be sent to a vendor.

In addition to boilerplate text and formatting, system Merge Codes can be added to vendor email templates to include
identifying subject animal details, order details, and other relevant data pulled from the iRIS™ system.



Add Vendor Email Template

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Vendor Email Template link.

My Workspaces = Wivarium Board Administration

System Setup '_ List Haintenance Setup || Clean-up |

| = setEp Aisie
L Sotup Vendor Email Templats «
" Setup Invoice Type
- Setup Agenda Categories
L] Sctup linolized Agenda Doc Template
- Setup Agendas Rewision Dooument Templste
® Setup Expedite Report Template

[ [ T VTR TR — -

The Vendor Email Template page opens. Click the Add Template button.

My Workspaces = Vivarium Vendor Email Template n

| Ao rempiate | | oelete Tempate |

MEj [edet |Tite

0 Mew Animal Regquest

A text editor panel is opened for creation of the new template.

My Workspaces = Vivarium Vendor Email Template

[insetMerge Cote | | save Tempite |

* Tithe:

*Content:
<« B I U & x x* FoniFamiy - iz - & - T- - |= -

E- 12 B % B O F &

Enter a Title. The title should be descriptive or meaningful enough to convey the purpose of the template.

The Content section contains a text editor with standard text editing and formatting tools. Enter the desired boilerplate
text, leaving spaces open for insertion of Merge Codes where applicable.



In the screenshot below a Vendor Email Template has been created to address the problem of incorrect sex counts in a
livestock order. Empty spaces are left open where Merge Codes are to be inserted.

“Tithe B il e e L Ll

“Cantent]
< B I Uy & = = et lang -1 - & 1- 94- E- H -
I - 3 % = a & =] o

Do ,

Orar bt prder masvilety wikd recerced oo Unfortumanely, the sen ousnis of Thepd Sreragls. 3rg OMTEN, Dur order wid Tod
forraien end mabes, Buf we recoreed femades and  males.

B it faesl the Breruilh baci 80 & new Ofder mis BEN
Fleage et wb bondew of i ] vy Mg elprmatenn regandng thes. prdes,

« ARC Cosrdmabos

Merge Codes are used to pull data from iRIS™ records into documents, templates, forms and system webpages. Merge
Codes are selected from a picklist, there is no need to write or edit any programmatic code to use Merge Codes.

Insert Merge Codes in Vendor Email Template

To insert a Merge Code in a Vendor Email Template, place the cursor in the text editor where you want the
corresponding data value to appear, then click the Insert Merge Code button to open the Merge Codes picklist.

My Workspaces = Vivarium vendor Emall Template [ 4]

[ imwet erge Coce | | Sae Tempiate |

= Tithe: Ararnail Rarr, Incomect Sex Counts

*Content:
< B I U & x = ‘Venna = 1 v & [ g E= = =
= - a2 % = & 8 7

P

Ohor Irvmaock oodir rsmber |mas recewed on - Unforfenately, Bhe tee counts of these snamals sre mcormect. Our order mas Bar
Feviales o0l Mpled, Dl mt Sbitbd lefrdidd el Makts

‘i Barvn vork Bhe aremada Back ard 8 rew order wan send .
Flrane e ua imow if you reed sny mone informatos negarding Hha ordec

- BAC gt er 00

The Insert Data Merge Code popup window displays. Scroll down to the sections of the list labeled for ARC and select
the desired Merge Code. In this example, the Merge Code for “Order Number” is selected.



brcjet Dipns Whinge T - W rorol Edge: = =] =

hintrcy s ) AT L RE_Coimesy

2=

Click the Cancel button to close the popup without inserting the Merge Code.

Click the OK button to insert the Merge Code. The selected Merge Code is inserted in the template at the cursor location.

My Workspaces 8 viarum
o

*Tithe: !-flr-mal Retumn, Inpomect Sex Counts |

*Content:
«w B I U & x x \Verdana = 1N - & - - E- [E -
= - = % o - = D

Diear ’

Our livestock order number ['.i.nrd:r_nurn"ri::lwa: received on . Unfartunately, the sex counts of these armmals are incorrect.
Our order was for females and males, but we received females and males.

We have sent the sramals back and & new order was s&nt .
Flease let us know if you need amy more information regarding this order

= ARC Coordinator

In the screenshot below, Merge Codes for “Vendor Name”, “Order Number”, “Date Received”, “Order - Number of
Females”, “Order - Number of Males”, “Receive — Number of Females”, “Receive — Number of Males”, and “Order — Order
Date” are inserted.



My Workspaces = YWivarigm Vendor Email Template

[ insert Marge Code | | save Tempiate |

“Title: | Arimai Feetum, Incomect Sex Counts

*Contont;
LS B I U & x ¥ vedans - 11 - & (- - B = -
= - = % 0 £ & )

Desr [%vendor_namet |,

Our Ivestock ender rumber [Serder_num%] was recenred on [%reoeved_date’s). Undortunately, the sex courts of these
animals sre noormect. Dur order was for [Yeorder_rum_females®] females and [%eorder_ram_males®h] males, but we recesved
[*ereceive_num_femaleste] females and [Yrecene_num_males%] males.

We have sent the animals back and & rew order was sent [%Sorder_order_dste%].

Figase lot ug khe of you mibbd Bty meag wdonmaten regandehy theg srder

- AREC Coordmplor

Click the Save Template button to save the new record. The text editor closes and the template is added on the Vendor
Email Template page.

My Workspaces = Vivarium Vendor Email Template [ 4]

| rdaTempate | | Detete Tempiate |

L ) New Animal Request
[l Anirnal Return, Incorrect Sex Counts I
Merge Code List

Depending on the user’s data access rights and the institution’s Review Board Administration settings, the Merge Code
list can include system data from the following categories:



Review Board Study Financial Information

Meetings Submission Information

Multi-Site ARC Request Information

Study Personnel ARC Ordering Information

Study Contacts ARC Receiving Information

Form Creator ARC Cage Information

Department Reviewer and Signoff Study/IRB/IACUC Application Information

Most of the Merge Codes in the picklist are grouped under category titles. As shown in the screenshot below, category
titles are offset by dashed lines. Selectable Merge Code items are indicated by blue boxes.

Insert Data Merge Code:

........ AR wert Info -————-- *
i

T

Resguest - Order Date

Preferred Delivery Date

Prefermed Vendor

Regquest - Stock Number fCode

Regusssl - AgefSire

Resyusest - Munsher of Males

Regisest - Numsber of Females

Resguest - Humber of Cages
Regusssi - Approved Location

=T Dirderimg Tndo i
AR e

oK Cancel

Category titles are not Merge Codes and cannot be inserted in the cage card template. If a title item is selected and the
OK button is clicked, an error popup window displays.




A

This is a merge code title. Please select an item under a merge

code title.

Merge Codes Applicable to ARC

Categories and Merge Codes from the list that are most applicable to ARC are summarized in the table below.



---ARC Request Info ---

---ARC Ordering Info ---

---ARC Receiving Info ---

---ARC Cage Info ---

Number of Females Order - Order Date Date Received Cage Type
Number of Males Expected Delivery Date Purchase Cost Bar Code
Age Size Confirmation Number Service Cost Cage - Cage ID

Species Name

Method of Ordering

Container OK

Cage - Species

Strain Name

Vendor Name

General Appearance

Cage - Strain

Order Number

Vendor Contact

Eyes, Ears, Nose, Mouth

Cage - Number of Males

Request - Order Date

Vendor Phone

Urogenital, Anus

Cage - Number of Females

Preferred Delivery Date

Vendor Fax

Respiratory

Cage - Number of Unknown
Sex

Preferred Vendor

Vendor Email

Hydration

Cage - Cage Card Comments

Request - Stock Number/Code

Order - Species

Receive - Number of Males

Cage - List of Animal IDs

Request - Age/Size

Order - Strain

Receive - Number of Females

Request - Number of Males

Order - Stock Number/Code

Must go through Quarantine

Request - Number of Females

Order - Age/Size

Receive - Number of Cages

Request - Number of Cages

Order - Number of Males

Receive - Approved Location

Request - Approved Location

Order - Number of Females




Order - Number of Cages

Order - Approved Location

Edit Vendor Email Template

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Vendor Email Template link.

My Woarkspaces = WivarIm Board Administration

Sysiem Sebup 1 List Maintenance Sefup | | Clean-up |
= hetiap Adiee ’ .
™ Sotup Vendar Email Tomplats *

® Zetup Invoice Type

® Sotup Agenda Categories

L] Setup Finalized Agenda Doc Template

- Sctup Agenda Rewision Dooument Template

® cetup Expedite Report Template

B cobian Mastinn inodas Tameiab

The Vendor Email Template page opens. Click the icon in the Edit column for the applicable record.

My Workspaces = Wivarium Vendor Email Template [ 4]

| AdaTempiate | | Dolete Tempiate |

L Mew Animal Request

F Anumal Return, Incorrect Sex Counts

The template is opened in a text editor for editing.



My Workspaces E Vivarium Vendor Email Template

Crastrsecoe | ‘e e

*Tithe: [ruma Retum_ Incomect Sex Counts

“Contenl:

« B I U & x x* FontFamiy = 12 = & = 4~ K- |E -
=Er E E % @ o0 £ &

Dead [Yvendor_namsets ],

Qur livestock order namber [Yeorder_nam¥%] wes recerved on [Yereceved_daste% ], Unfortunately, the sex cownts of these
prumals are mgorrect, Owr arder was for [Seorder_rum_Females's] females and [Serder_rum_males®s] males, but we recenved
[#sresere_nurn_females®s] feralies and [Yrecence_num_malesty] males.

We have sent the sremals back and 8 rew order was sent [Yorder_oarder_date’s]

Flease let us know if you need any mone informatson reganding this onder

= ARC Coordmalon

Make desired changes to the template and click the Save Template button to save changes and close the text editor.

In the example below, some additional text and the Merge Code for “Receive - Approved Location” is added to the
template.

My Workspaces = Wivarium Vendor Email Template

“Title: | ensman Retum, incosmect Sex Counts

*Contont:
< B I U & x ¥ Vedana =1 = 4 |- 4 k- = -
=i ® % @B o & &8 9

Dear [%Svendor_nametis],

Our Investock coder rumber [Baorder_rum%s)] was recered on [Sreceved_dstets]. Unfortunately, the sex couwnis of these
snimals are incorrect, Our order was for [%eorder_num_females:] females and [%onder_num_males®s] males, but we recened
[ receive_num_females%:) fermales and [fereceive_num_males%:] males.

We have sent the animals back and a new order was sent [“Sorder_order_date%]. Please arange f hvwe the new sh-Erntr'.
delrrered to [%ereceve_app_locabion®s]

Liet i knaw if wou need ary more informistion reganding thes ordern

= ARC Cobfdadbiod

For Merge Code instructions, see the Insert Merge Codes in Vendor Email Template section of this manual.
Delete Vendor Email Template

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Vendor Email Template link.



My Workspaces = Vivarium Board Administration

System Setup '_ List Maintenance Selup || Cean-up |

| neEap e
- Sotup Vendor Email Tomplata *
® Zetup Invoice Type
L Sotup Agenda Categories
L] Setup Finalized Agenda Doc Template
- Sctup Agenda Rewision Dooument Template
® cetup Expedite Report Template

B cobian Mastinn inodas Tameiab

The Vendor Email Template page opens. Select the checkbox(es) in the far-left column for the template(s) to be deleted,
then click the Delete Template button.

My Workspaces & Wivarium Vendor Email Template

O Hew Animal Request

[ Anirnal Return, Incormect Sex Counts

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

COMFIRM

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The template is deleted on the Vendor Email Template page.



My Workspaces = Vivarium Vendor Email Template

Add Template | | Delete Template |

O New Animal Reguest

Setup Invoice Type

ARC Invoice Types are configured on the Setup Invoice Type page. To access the page, navigate to ARC > Review Board
Administration System Setup tab and click the Setup Invoice Type link.

My Workspaces = Wivarium Board Administration

System Setup | | ListMaitenance Setsp | | Clean-up |
= SEiEp AEE

® Sotup Vendor Email Tomplate

® Sotup Inveice Type

® Sobup Agenda Categories

- Setup Fimaslized Agends Doc Template

- sctup Agenda Rewision Dooument Template

™ cetisp Expedite Repart Template

B Cobian Maatine Eimotes Tamedeb

The Setup Invoice Type page opens.

My Workspaces = Vivarium Setup Inveice Type

| Add a Mew Invoice Type || Delete Invoice Typels) |

l_: ._ i1 Protocol Related Items
O | Housng
O ._ | Supplies

Add Invoice Type

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Invoice Type link.



My Workspaces = Vivarium Board Administration

System Sehup || List Maintenance Setup | | Clean-up |

= hEiap R

® Sotup Vendor Email Tomplate

® Zetup Invoice Type

® Sotup Agenda Categories

L] Setup Finalized Agenda Doc Template
- Sctup Agenda Rewision Dooument Template
™ setup Expedite Repart Template

B cobian Mastinn inodas Tameiab

The Setup Invoice Type page opens. Click the Add a New Invoice Type button.

My Workspaces = Wivarium Setup Invaoice Type

O Protocsd Related Ttems
O Housing
O | 5] Supeses

An add panel is opened for creation of the new record.

My Workspaces & Vivarium Setup Invoice Type 4 |

Save Invoice Type

*Invoice Type: |Food

Enter an Invoice Type and click the Save Invoice Type button to save the record. The record is added on the Setup
Invoice Type page.

My Workspaces Wivarium Setup Invoice Type [ 4 |

| And a Mew Invoice Type || Deteta Invoice Type(s) |

E Edit Iavoice Type
O \_ i Protocol Related ftems

O | Housing

O ._ | Supplies

L] | ] Pood

Edit Invoice Type



Navigate to ARC > Review Board Administration System Setup tab and click the Setup Invoice Type link.

My Warkspaces = Vivarium Board Administration

System Setup | | ListMaintenance Setup | | Clean-up |
e

- Sotup Vendor Email Templats

'. Setup Invaice Type

® Sotup Agonda Categories

- Sctup linplized Agendas Document Template

® Setup Agenda Revision Document Template

® Setup Expedite Repart Template

B Cobian Maatine Eimotes Tamedeb

The Setup Invoice Type page opens. Click the icon in the Edit column for the applicable record.

My Workspaces © Vivarium Setup Invoice Type [ 4|

| Act a New invoice Type || Delete invoice Typers) |

frotocol Related [tems

Oog|o

The record is opened in an edit panel.

My Workspaces & Vivarium Setup Invoice Type [ 4 |

Save Involce Type

*Invaice Type: |Dr'.r{-iauu= Food

Make desired changes to the Invoice Type and click the Save Invoice Type button to save the record. The record is
revised on the Setup Invoice Type page.



My Workspaces = Vivarium Setup Invoice Type [ 4 |

Add a New Invoice Type || Delete Invoice Typets) |

E] | Edit | Invoice Type

Protocel Related Items

i

Housing

L]
O
O | Supplies
O

Dry Goods Food

Delete Invoice Type

Navigate to ARC > Review Board Administration System Setup tab and click the Setup Invoice Type link.

My Woarkspaces = Wivarium Board Administration

System Setsp | | List Maintenance Setup | | Cleam-up |
- Setlap Alisie ’

® Sotup Vendor Email Templata
& Zotup Invoice Type

™ Sotup Agonda Categories

® sotup Pinabized Agenda Doc

- sctup Agenda Rewision Dooument Template
® Setup Expedite Report Template

[ [ T VTR TR — -

The Setup Invoice Type page opens. Select the checkbox(es) in the far-left column for the record(s) to be deleted, then
click the Delete Invoice Type(s) button.

My Workspaces & Vivarium Setup Invoice Type [ 4|

| Acd a New invoice Type | [ Detete invoice Typets) |

O ._ i Protocol Related Items
O | Hessing

O Lo | Supplies

B | ") Bry Goods Food

A confirmation popup window displays.



Confirm the Deletion,

fAre vou sure you want to delete?

COMFIRM CAMNCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The Invoice Type is deleted on the Setup Invoice Type page.

My Workspaces & Vivarium Setup Invoice Type

Add a New Invoice Type | [ Delete Invoice Typers) |

R

Protocal Related [tems

[ Housing

O Supplies
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