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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,
materials ordering and billing, and study documentation and processing.

This manual is focused on ARC Review Board Administration.

Institutions utilizing both the IACUC Assistant and ARC modules: refer to the IACUC Assistant — Animal Resource
Center Integration Guide for information about proper RBA setup and configuration requirements.

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.

EﬁRfs b r Account: Administrator
! Mv edRIS Department: GH - 7543 - General Hospital @Help L vy Profile ~ G Log out
e forsstion Systam Path: Home  board admin > broadeast notice
My Workspaces & Vivarium Broadcast Notice
[ Return To List ] [ Temp Save Notice } [ Send ]
Add a new notice.
“Subject: |
Content:
« B I u 5 Xz x2 Font Family - 12 ~ 4 I~ >~ =2~ =2~ =2~ = =

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.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 1
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Er' Account: Administrator
by .
::S:fuy edRIS Department: GH - 7543 - General Hospital @Dhew & myerofile ~  [ELlogout

-
Research Information System Path: Home > board admin
My Workspaces & Vivarium

Broadcast Notice

Add a New Notice

Edit/View|Subject Date Sent Last Modified By

No records have been added.

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.

oiRIS o' @ Account:_Administrat [Cioson |
edRIS ccount: Administrator ® My Profile ~ -
Integrated IPath: Home: I C?)Help - [y Profile Elerer
Research

My Workspaces & Vivarium Board Administration | <]

| System Setup ‘ ‘ List Maintenance Setup ‘ | Clean-up ‘
P ——
® Board Definition ® Animal Health Record Setup
® Board Configuration Options ® Internal Transfer Originating PT Signoff Notification Setup
[ J S R, [ QR U P — —— = Lr—— = E -

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.

] Hello Administrator
by 5
iRIS » ” \_h.hadms e e s <m NO PATH @ne & wowiie - [SUIR
Ressarch Inforsstion Systam 09/16/2019 02:33 PM PDT
My Workspaces [ Vivarium

Vivarium H

e ® X @ € B8 @a 4

Add a new Protocol Find a Protocal Submissions Orders Find an Order Cage Cards Material Order Charge Ticket
e
[N 192 (| B 44 3 =8 [ |

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.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 2
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EIIRIS byfé‘ibleﬂﬂls Account: Administrator

Department: GH - 7543 - General Hospital
Integrated

Research Information System Path: Home > board admin > broadcast notice
My Workspaces & Vivarium

@Help 2 myProfile v G Log out

Broadcast Notice

[ Return To List ] I Temp Save Notice } [ Send ]

Add a new notice.

“Subject: |

Content:

o B I U & x x* Font Family ~ 12 ~ & [~ v =~ i=

|

4
i
4
lil
il

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:

EﬁRlS hyr@'ihedﬂls Account: Administrator

ated Department: GH - 7543 - General Hospital @ Help 2 MyProfile ~ ©+Log out
Raarch Inforsation Systam Path: Home = board admin
My Workspaces & Vivarium Broadcast Notice

Add a New Notice

Edit/View |Subject

Last Modified By

Mo records have been added.

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.

System Setup Tab

System Setup is the first tab on the Board Administration page. This section allows review board administrators
to manage general ARC module setup, define review board details, set up review board roles and access, create

document templates, change labels for data fields within the ARC module, and perform similar module
configuration tasks.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01
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My Workspaces

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

ARC Review Board Administration

= Vivarium Board Administration | 4|

® Board Definition

® Board Configuration Options
® Broadcast Notice

® Business Associate List
® Setup Committee List

[ ] Setup Review Board Roles
[ ] Setup Role Access

® Ssetup Pricing Level

[ ] Setup Order Status

[ ] Setup Order Numbering
® Setup Ticket Numbering
® Ssectup Material Order List

Review Board System Setup Review Board Notification Setup

® Animal Health Record Setup
® 1Internal Transfer Originating PI Signoff Notification Setup

" Internal & External Transfer Coordinator Signoff Notification
Setup

. Internal & External Transfer Veterinarian Signoff Notification
Setup

® overdue Tasks Notification

® Task Assignment Notification

® Task Complete Notification

® 1nvoice Setup and Notification

® Review Response Notification Setup
® Reviewers Notification Setup

® 1nternal Documents Notification

® Setup Material Order Item List ® mternal Routing Notification

® Sectup Transfer Numbering ® pre Review Assignment Notification

Y Setup Wean Numbering L] Meeting Agenda And Minute Notification

® Setup Facilities/Buildings/Floors/Room e Meeting Attendance Notification Setup

® Ssetup Cage Status ® outcome Letter Notification

® Ssetup Cage Types ® outstanding Stipulations Notification

s . n a

] Special Purpose Forms Response Notification Setup i

Copy Configurations

Copy Configurations is a tool that can be made available to full System Administrators (as opposed to those
assigned to an Administrator role within a specific iRIS™ module) to help with initial setup of iRIS™ when two or
more similar review boards are needed. The copy tool allows an iRIS™ system administrator to copy pre-existing,
fully configured review board elements into a different, newly created review board.

Copy Configurations should not be used after setup of review boards is complete, nor in a live iRIS™ system.
iMedRIS recommends performing a board configuration copy to a destination review board only once.

Note that configurations cannot be copied across review boards of different types (IRB to IBC, IRB to ARC, etc.).
Within ARC it is only possible to copy configurations across ARC review boards.

Click the Copy Configurations button to copy a pre-existing ARC review board configuration to another ARC
review board.

My Workspaces & Vivarium Board Administration

Copy Configurations

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

Review Board System Setup Review Board Notification Setup

® Board Definitien ® Animal Health Record Setup

® Board Configuration Options ® 1nternal Transfer Originating PI Signoff Notification Setup

=  Tmtaenal 0. Cutnenal Teancfae Crnedinatae Clanaff Matifieatinn

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 4
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The Copy Review Board Configuration page displays. The page contains links to configurations that can be
copied to another review board.

Note the Destination dropdown list at the top center of the page, and the Helpful Information button at right.

The Copy Configurations button is non-functional until the Destination and at least one configuration item are

selected (details follow below).

My Workspaces Vivarium Copy Review Board Configuration
Source : ination : |—| ﬁ
Copy Configurations Helpful Information
Vivarium
Board Definition Help B submission Notification Setup
Board Configuration Options Reviewer Assignment Notification
Setup Committee List Reviewers Complete Notification
Setup Review Board Roles Internal Routing Complete Notification
B Setup Role Access B Pre Review Assignment Notification
B setup Electronic Document Stamp Meeting Attendance Notification
Setup Agenda Categories Member Attendance Change Notification
Setup Finalized Agenda Document Template Outcome Signoff Letter Notification
ier.copyResult({ "Setup Finalized Agenda Document B outcome Signoff Complete Notification
Template","RB_SETUP_AGENDA_TEMP")%> B Outcome Letter Notification
Setup Agenda Revision Document Template Outstanding Stipulations Notification
Setup Expedite Report Template Internal Documents Notification
Setup Meeting Minutes Template Meeting Agenda And Minute Notification
B setup Outcome Letter Groups
Setup Outcome Letter Templates
Setup Canned Motion
B Setup Template Language
B setup Correspondence Template
Setup Review Cycle
Review Qutcome/Outcome Configuration List
Internal Document Category
Predefined Stipulations

Click the Helpful Information button to view a popup containing important information and warnings about
copying review board configurations.

Review Board Copy Properties Help n

Please Read the below warnings:
Review Board Copy Properties and Settings.

This is one direction operation, you cannot rollback or delete the new values from this utility
The wrong usage of this operation may cause redundancy problem in the database.

The copy operation does not overwrite exisitng data . It will add the missing properties.

Do not click multiple times on the copy button.

Do not modify the data or the settings during the copy cperation.

Take notes of the selected properties and the resulted copy output.

Please verify the coppied data and make sure it is coppied correctly.

The colors refer to the resulted status of the copy operation on the selected properties:

Not Included
Successfully Coppied
Operation Failed
Invalid Option

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 5
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Click the close window button in the upper right corner (marked with a red asterisk) to close the popup.

Back on the Copy Review Board Configuration page, select the target review board from the Destination
dropdown list at the top of the page. The configuration Source is shown at the upper left, indicating the review
board that is currently active. Only review boards of the same type will populate in the Destination dropdown
list.

My Workspaces [ Vivarium Copy Review Board Configuration | 4|

Source : Destination : - -

i . | Copy Configurations | | Helpful Information |
Vivarium None ‘

ARC 2 -

Roview Board Systom Sctup - Ganera
B Board Definition Help Submission Notification Setup

B Board Configuration Options B Rreviewer Assignment Notification

(=% =Y P S SR SRS R - S

Select boxes for applicable configuration items in the setup lists are now available.

My Workspaces = Vivarium | Back
. e ED e
B E Board Definition He p B Submission Motification Setup
B [ Board Configuration Options B [ Reviewer Assignment Notification
B Setup Committee List B [1] Reviewers Complete Notification
B Setup Review Board Roles B [1] internal Routing Complete Notification
B 1] setup Role Access B [1] Pre Review Assignment Notification
B Setup Electronic Document Stamp B 1] Meeting Attendance Notification
B Setup Agenda Categories B 1| Member Attendance Change Motification
1] setup Finalized Agenda Document This option will copy the master template B [1] outcome Signoff Letter Notification
.TEmDIElE . -~ only. [ outcome Signoff Complete Notification
ier.copyResult{ "Setup Finalized Agenda Document
Template”,"RE_SETUP_AGENDA_TEMP")%> [ outcome Letter Notification
O Setup Agenda Revision Document Template This option will copy the master template only. 1| outstanding Stipulations Notification
L] setup Expedite Report Template [1] internal Documents Notification
1] setup Meeting Minutes Template This option will copy the master template only. 1] Meeting Agenda And Minute Notification
[1] setup Outcome Letter Groups =
[1] setup Outcome Letter Templates
[ setup canned Motion
[1] setup Template Language
[1] setup correspondence Template
[1] setup review Cycle

Review Board System Setup - List Maintenance Setup

O Review Qutcome/Outcome Configuration List
O Internal Document Category

O Predefined Stipulations

O Review Board Stipulation Actions

O Reviewer Rank Configuration List

] Internal Routing User Roles

Select the configuration item(s) to be copied to the selected destination by clicking the respective checkbox(es).
Click the Copy Configurations button to complete the copy process. Click the Cancel Copy button to cancel the
process without saving changes.

When the Copy Configurations button is clicked the copy process completes, and the Copy Review Board
Configuration page refreshes.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 6
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Items where there is no data to copy, or where the corresponding field is not turned on in the destination review

ARC Review Board Administration

board, are not copied to the destination review board.

My Workspaces &

Source :
Vivarium

Board Definition Help

Board Configuration Options

Setup Committee List -«

Setup Review Board Roles -«

Setup Role Access

Setup Electronic Document Stamp -
Setup Agenda Categories -

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template

ier.copyResult{ "Setup Finalized Agenda Document Template”,"RE_SETUP_AGENDA_TEMP")% >

Vivarium Copy Review Board Configuration [ 4|

Destination :

Mone

Review Board System Setup - General Review Board Notification Setup

Submission Notification Setup «
Reviewer Assignment Notification
Reviewers Complete Notification
Internal Routing Complete Notification
Pre Review Assignment Motification
Meeting Attendance Notification
Member Attendance Change Notification
Qutcome Signoff Letter Notification
Qutcome Signoff Complete Notification

Outcome Letter Notification

Setup Expedite Report Template Qutstanding Stipulations Motification

Setup Meeting Minutes Template Internal Documents Notification

e A e e A v e e I

Setup Qutcome Letter Groups Meeting Agenda And Minute Notification

Setup Outcome Letter Templates
Setup Canned Motion
Setup Template Language

Setup Correspondence Template

e B A P 2 2 12 12 12 12 T T

Setup Review Cycle

Review Board System Setup - List Maintenance Setup

Review Outcome/Qutcome Configuration List
Internal Document Category

Predefined Stipulations

Review Board Stipulation Actions

Reviewer Rank Configuration List

e T TR P

Internal Routing User Roles

Any items successfully copied are color coded with green text. Iltems that did not copy successfully are color
coded with red text.

Note: When performing a review board configuration copy from one board to another, fields that were originally
pre-populated in the destination board will be overwritten with data copied from the source board.

Board Definition

Review boards are defined, edited and deleted in the Board Administration area of ARC. To define a board,
navigate to Animal Resource Center > Review Board Administration and click the Board Definition link on the
System Setup tab.

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

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Pricing Level

Setup Order Status

Catun Nedar Mumbarin

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 7
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The Setup Board page is opened.

My Workspaces & Vivarium Setup Board |4 |

*Review Board Name: [Vlvanum

*Review Board Type: Animal Resource Center Assistant v

Assurance Number: [:]
Assurance Expiration: :] E=

Comments:

Primary Address:

Street: |
Y —
State:
Zip/Postal Code:| |

Country: ‘ —none-- v ‘

Primary Phone:

Phone Numher:[ ]

Primary E-mail:

E-mail: [ ]

There are two required fields: Review Board Name and Review Board Type. The Review Board Type dropdown
list contains predefined board types as specified in the institution’s contract with iMedRIS Data Corporation. The
dropdown is disabled on this page, as the review board type has already been pre-defined in System
Administration.

An Institutional Review Board (IRB) must have any required Assurance registered in order to receive research
support from various funding and resource institutions. For example, an institution must have a Federalwide
Assurance (FWA) registered in order to receive Health and Human Services (HHS) support for research involving
human subjects.

Where applicable, enter the registered Assurance Number and Assurance Expiration date. If no Assurance is
applicable to the board, skip these fields.

Use the Comments field to enter additional notes or comments about the board.

In the Primary Address section, enter Street, City, State, Zip/Postal Code and Country. This is the address that
will appear on board documents and correspondences that include a board address.

In the Primary Phone section, enter the Phone Number designated for contacting the board.
In the Primary E-Mail section, enter the E-mail address designated for contacting the board.

Click the Save Definition button at the upper right to save the record.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 8
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Board Configuration Options
To set or revise board configuration options, navigate to Animal Resource Center > Review Board Administration
and click the Board Configuration Options link on the System Setup tab.

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

Board Definition

Board Configuration Options «
Broadcast Notice

Business Associate List

Setup Committee List

Setup Review Board Roles

Setup Role Access

Setup Pricing Level

Setup Order Status

Satun Ardar Mumbarina

IEEERERRE NN N

The Setup Board Properties page is opened. This page lists properties the administrator can set within the
review board module.

My Workspaces = Vivarium Setup Board Properties | < |

RB Properties List I Download Properties Script I

s Board Setup

« Study Summary Info s Please click a property name on the left-hand side to read its content.
« Submission Review * When it is not read-only, you could edit the value of a property.
Properties * Please save your change.

Reviewers

Meeting Settings

Security

Multi-site Setup

Recommendations and

Stipulations

Study Board Properties

Submission Prereview

Letter

Submissions

Notification

Fee tracking

Internal Routing

It is the System Administrator’s responsibility to determine the property settings that will best align with the
organization’s preferences before making changes.

If assistance is needed to ensure optimal settings, discuss intended changes with iMedRIS personnel before
making the changes.

Click the Download Properties Script button to download a SQL script containing configurations for the review
board properties, which can be used to import the configurations into another iRIS™ system.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 9
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My Workspaces ©

RB Properties List

Board Setup

Study Summary Info
Submission Review Properties
Reviewers

. + Please click a property name on the left-hand side to read its content.
. + When it is not read-only, you could edit the value of a property.

. + Please save your change.

s Meeting Settings

« Security

+ Multi-site Setup

= Recommendations and Stipulations
« Study Board Properties

« Submission Prereview

* Letter

¢ Submissions

= Notification

+ Fee tracking

« Internal Routing

What do you want to do with RB12_properties.sql?

Vivarium Setup Board Properties | 4

From: sb1.imedris.net

Open Save o Cancel X

Click an item in the RB Properties List to load an editable panel containing all properties related to that category.

Where available, Yes/No radio buttons turn the property “on” or “off”. A property with any Property Value other

than Yes/No radio buttons is a variable.

Vivarium Setup Board Properties 4]

= = Download Properties Scril } Save After Edit

RB Properties List [ o ot I_ ]
B

—

Study Summary Info rb.allovi_adult_benefit_assigned_list
Submission Review Properties
Reviewers

Meeting Settings

Security

Multi-site Setup
Recommendations and Stipulations | allow_change_of_device_list
Study Board Properties
Submission Prereview

My Workspaces ©

rb.allow_adult_risk_assigned_list
rb.allow_change_of_business_associate_list

rb.allow_change_of_business_associate_type

rb.allow_change_of_drug_list

Letter rb.allow_change_of_study_status
Submissions
Notification rb.allow_change_of_study_status_list

S48 s s s s 8 s s e s

Fee tracking

3 rb.allow_child_risk_assigned_list
Internal Routing

rb.allow_document_cutcome_list
rb.allow_issue_reporting_list
rb.allow_regulatory_determination1_list
rb.allow_regulatory_determination2_list
rb.allow_review_outcome_list
rb.allow_reviewer_rank_list
rb.allow_risk_assigned_list
rb.allow_termination_reason_list
rb.Auto_expire_exempt_protocols

rb.display_date_board_rec_column

rb.Edit_Master_Lay_Summary ®ves Ono

rb.Master_Lay_Summary_Label [Master Lay Summary |

rb.nofity_use_continuing_review_due Oves ®no

rb.number_of_days_display_Last_Scanned_alert [z |
rb.number_of_days_to_lock_submission |? |
rb.number_of_unscanned_days_before_auto_deactivation |2 |

rh ractrict rhanns of rh numher Mvmn (@ wan

See the Animal Resource Center — Properties manual for more information on each individual property.

Broadcast Notice
Broadcast Notice allows the system administrator to send an email to review board members and to users on
studies associated with the review board. This is a useful tool for sending group alerts and messages.
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Note that the Broadcast Notice tool under iRIS™ System Administration—as opposed to System Administration
within a module like ARC—can send a message to all users in the iRIS™ system. The System Administrator must
be cautious to use the correct Broadcast Notice tool for their purposes.

To access Broadcast Notice options, navigate to Animal Resource Center > Review Board Administration and click
the Broadcast Notice link on the System Setup tab.

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

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Pricing Level

Setup Order Status

PODROIOIOIOIODD

Catun Nedos Mumbaine

The Broadcast Notice page displays any broadcasts previously set up/sent out. The list is empty the first time the
page is opened.

My Workspaces = Vivarium Broadcast Notice

Edit/View|Subject Last Modified By

No records have been added.

Add a New Notice
Navigate to Animal Resource Center > Review Board Administration and click the Broadcast Notice link on the
System Setup tab.

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

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Pricing Level

Setup Order Status

Catun Nedar Mumbarin

The Broadcast Notice page displays any broadcasts previously set up/sent out. The list is empty the first time the
page is opened.
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My Workspaces = Vivarium Broadcast Notice

Add a New Notice

‘Editl\riew Subject Last Modified By

No records have been added.

Click the Add a New Notice button to create and send a message. The Add a new notice panel opens.

My Workspaces & Vivarium Broadcast Notice

[RewmToust | [ Temp Saveotice | [ sena |

~
Add a new notice.

#Subjact: |

Content:

M B I U & x x Font Family - 12 -~ & I~ v =~ =~ = v

Attac
I Add a new Attachment I

No Attachments have been added to this broadcast.

Click the Return to List button to cancel and return to the list of broadcast notices.

The Temp Save Notice button is used to save a notice draft, explained in greater detail in the Draft Notice
subsection of this manual, immediately following the current subsection.

Enter a Subject and type, or copy and paste, desired text in the Content area. Use the toolbar to format text as
desired. Notice that tools for insertion of hyperlinks and images are included.

Click the Add a new Attachment button to attach a document file to the notice.
An upload panel opens. Enter the Title of the document and click the Upload button.

My Workspaces & Vivarium Add Attachment [ 4 |

Save And Return

*Title: | |

Load the document into iR_IS:I| Upload ... |I

An upload dialog popup window displays.
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Upload Document - Microsoft Edge = O >

&) | httpsy//sbl.imedris.net/UploadDocument.jsp?USER_ID=18ID=0&TYPE=MessageAttach

Document Location:

Instruction: Uploading a document into iIRIS™ requires locating the document on the computer.
Once you have located the document click on the 'Save selected file' button. The buttons will

become disabled. If the document is a large document the window will stay in place until the
upload operation has completed.

Save selected file |I g Cancel |

Click the Cancel button to close the popup without uploading a document.

Click the Browse button to navigate to the document to be uploaded. When the file path is displayed in the
Document Location field, click the Save selected file button to attach it to the notice record.

The Add Attachment panel refreshes, displaying an icon for the attachment to the left of the Title. Click the Save
and Return button save the notice and attachment.

My Workspaces & Vivarium Add Attachment

ar *Title: |iRIS Profile Details

RTF Load the document into iRIS: | Upload ...

The attached document icon displays in a table in the Attachments area of the Edit/View a notice panel.

My Workspaces = Vivarium Broadcast Notice (4]

[Reummoust | [ Tempsave Notice | [ sena |

Edit/View a notice.

*Subject: |Please Verify Contact Information

Content:
Font Famil 12 _ _

" B I u =F Xa = d - - & I~ I~ E~ =~ =2~ =
— Q
E % x B
Contact information has been entered by administrative staff. Please verify that the contact information provided in your iRIS profile is complete and
correct.

Attachments:

{ Add a new Aftachment ] { Delete Selected Attachments(s)

Attachment Name

» O iRIS Profile Details

To view an attachment, click its icon.
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To remove an attachment, click the select checkbox to the left of the document icon and click the Delete
Selected Attachment(s) button.

Note that multiple attachments can be added, but users are still subject to institution or email server restrictions
on file size for email attachments.

Click the Send button at the upper right corner of the Edit/View a notice panel to send the notice. A popup
email distribution window opens for selection of notice recipients.

Click the Cancel button to exit without sending.

Please choose where email destination:
[] |send to KSPs and review board members

| send | [ cancel |

Note that Send to KSPs and review board members is selected by default when the popup opens. Click the
checkbox to deselect that option and unlock the other two options: Send to all KSPs and Send to review board
members.

Please choose where email destination:

Send to KSPs and review board members
Send to all KSPs

Send to review board members

[ Send H Cancel ]
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Select the applicable checkbox, then click the popup window Send button.

After the notice is sent the Broadcast Notice page displays, with the sent broadcast notice added to the list and
its Date Sent field populated.

My Workspaces & Vivarium Broadcast Notice o

[ Add a New Notice ] [ Delete Selected Notice ]

‘Edit[\riew Subject Last Modified By

D Please Verify Contact Information August 20, 2019 Administrator
=3

Note that the Edit/View icon is still present but the select box at the far left, for notice deletion, is gone. Sent
notices can be viewed but cannot be edited or deleted.

Draft Notice

When creating a new notice in the Add a new notice panel, it is possible to save the notice as a draft.

My Workspaces & Vivarium Broadcast Notice

Retumn To List ] [ Temp Save Notice } [ Send }

Add a new notice.

*Subject: |

Content:

< B I U 5 x x Font Family > 12 -~ & I~ 9~ =~ E~ =~ E =

Enter a Subject line and desired content, then click the Temp Save Notice button to save a draft of the notice
and return to the Broadcast Notice page. Note that draft notices do not have a Date Sent value in the list on the
Broadcast Notice page.

My Workspaces & Vivarium Broadcast Notice [ 4 |

[ Add a New Notice ] [ Delete Selected Notice ]

‘Editf\!’iew Subject Last Modified By

Please Verify Contact Information September 17, 2019 Administrator

=3
O I 1 I Please Confirm Office Mail Drop Code I IAdministralor

Edit a Broadcast Notice

Draft broadcast notices can be edited (and sent) or deleted. Notices that have been sent cannot be deleted or
edited, but they can be viewed.

Navigate to Animal Resource Center > Review Board Administration and click the Broadcast Notice link on the
System Setup tab.
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| System Setup H List Maintenance Setup H Clean-up |

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Pricing Level

Setup Order Status

POBROIOIOIOIOD

Catun Nedos Mumbaine

The Broadcast Notice page displays any broadcasts previously set up/sent out.

My Workspaces & Vivarium Broadcast Notice < |

[ Add a New Notice ] [ Delete Selected Notice ]

‘Editf\!’iew Subject Last Modified By

Please Verify Contact Information September 17, 2019 Administrator

=3
O I 1 I Please Confirm Office Mail Drop Code I IAdministralor

Draft notices do not have a value in the Date Sent column, which is how they can be easily identified in the
Broadcast Notice list.

Click the icon in Edit/View column to the left of a draft title to open the draft and resume work on it.

The title of the Add a new notice panel changes to Edit/View a notice when a draft is opened.

My Workspaces [ Vivarium Broadcast Notice [ 4]

[ Return To List ] [ Temp Save Notice ] [ Send ]
Edit/View a notice.
*Subject: |Please Confirm Office Mail Drop Code |
Content:
Font Fami 12 — n P
S B I u & x x Y - - 4 I~ 9~ E~ E~ =~ E =

Q
% [ - =

Administrative staff has entered mail drop codes for all study staff. Please confirm the mail drop code for your team.

Attachments:
Add a new Attachment

Mo Attachments have been added to this broadcast.

Click the Return to List button to return to the Broadcast Notice list page without saving changes.
Click the Temp Save Notice button to save changes and keep the notice as a draft.

Click the Send button to save changes and send the notice.
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A popup email distribution window opens for selection of notice recipients. Click Cancel to exit without sending.

Please choose where email destination:
Send to KSPs and review board members

| send | [ cancel |

Note that Send to KSPs and review board members is selected by default when the popup opens. Click the

checkbox to deselect that option and unlock the other two options: Send to all KSPs and Send to review board
members.

Please choose where email destination:
Send to KSPs and review board members

Send to all KSPs

Send to review board members

[ Send H Cancel ]

Select the applicable checkbox, then click the popup window Send button.

After the notice is sent the Broadcast Notice page displays, with the Date Sent field populated for the sent
notice. Recall that sent notices cannot be edited or deleted.

Delete a Broadcast Notice

Draft broadcast notices can be edited (and sent) or deleted. Notices that have been sent cannot be deleted.
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Navigate to Animal Resource Center > Review Board Administration and click the Broadcast Notice link on the
System Setup tab.

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

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles
Setup Role Access

Setup Pricing Level

Setup Order Status

Satun Ardar Mumbarina

IEEERERRE NN N

The Broadcast Notice page displays any broadcasts previously set up/sent out. Note that the Date Sent column is
blank for draft notices listed here.

My Workspaces Vivarium Broadcast Notice 4|
Add a New Notice Delete Selected Notice
‘Editf\!’iew Subject Last Modified By
Please Verify Contact Information September 17, 2015 Administrator
EI 1 Please Confirm Office Mail Drop Code Administrator

To delete a notice, select the checkbox at far left for the applicable notice and click the Delete Selected Notice
button.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CONFIRM to delete the notice and return to the Broadcast Notice page.

Click CANCEL to return to the Broadcast Notice page without deleting the notice.
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Business Associate List
The Business Associate List link is used to access system functions related to business associates. In this context,
a business associate is an institution or business which interacts with the institution where iRIS™ is in use.

Within the iRIS™ system, business associate entities can be added as a study sponsor, vendor or subrecipient, or
as a third party in a conflict of interest.

For more information about business associate list management activities, see the Animal Resource Center —
Business Associate List manual.

Setup Committee List
The Setup Committee List page is where current review board committees can be viewed, edited or deleted, and
new committees added.

Edit Committee
Navigate to Animal Resource Center > Review Board Administration > System Setup tab and click the Setup
Committee List link.

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

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles

Setup Role Access

Setup Pricing Level

The Setup Committee List page is opened. Committees currently assigned to the ARC review board are listed
here. Click the icon in the Edit column for the applicable committee.

My Workspaces & Vivarium Setup Committee List < |

[ Add a Committee ] [ Delete Selected Committee(s) ]

1 result(s) found...

Edit |Order |Committee Name

O o BRCA Working Group

An edit panel opens.
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My Workspaces [ Vivarium Setup Committee List [ 4]

*Order Number: D

Description: |BRCA Warking Group |

The Order Number defines routing priority order for the committee. Routing priority goes in ascending order,
beginning with zero. If there is only one committee defined its Order Number will always be zero.

The Description is the committee name.
When changes are complete click the Save Committee button to save changes and close the edit panel.
Add Committee

Navigate to Animal Resource Center > Review Board Administration > System Setup tab and click the Setup
Committee List link.

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

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles

Setup Role Access

Setup Pricing Level

The Setup Committee List page is opened. Click the Add a Committee button.

My Workspaces = Vivarium Setup Committee List

Add a Committee [ Delete Selected Committee(s) ]

1 result(s) found...

Edit |Order |Committee Name

| o BRCA Working Group

A System Authentication popup displays, warning that only iMedRIS Project Managers and Customer Support
personnel have the necessary rights to add new review board committees.
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System Authentication: ﬂ

You are accessing a protected area of the system.
This operation can only be unlocked by your Project Manager or Customer Support.

Please contact your Project Manager or Customer Support for assistance.

Please input the password to unlock the operation.

[ ]

[ Cancel ] [ Verify Password and Unlock ]

This area is locked because there are costs to the institution for each review board and committee defined in

their iRIS™ system.

When an iMedRIS Project Manager or Customer Support representative adds a new committee, it is added to

the Setup Committee List page.

My Workspaces [ Vivarium Setup Committee List {4}

[ Add a Commities ] [ Delete Selected Committea(s) ]

2 result(s) found...

Edit Order | Committee Name

O o BRCA Working Group

O 1 ARC Oversight Committee

User accounts assigned to more than one review board committee will have a slightly modified main menu,

enabling them to select the applicable committee for various tasks.

Animal Resource Center > Animal Resource Center Workspace

IACUC Assistant >
IRB Assistant » Add a new Protocol ARC Oversight Committee

Select the Committee 4 BRCA Working Group

Delete Committee
Navigate to Animal Resource Center > Review Board Administration > System Setup tab and click the Setup

Committee List link.
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| System Setup ‘ | List Maintenance Setup | | Clean-up |

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles

Setup Role Access

Setup Pricing Level

The Setup Committee List page is opened. Select the checkbox for the applicable committee(s) and click the
Delete Selected Committee(s) button.

My Workspaces & Vivarium Setup Committee List [ <}

2 result(s) found...

Edit Order |Committee Name

I 0 BRCA Working Group

) 1 ARC Owversight Committee

A confirmation popup displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click the CANCEL button to return to the Setup Committee List page without deleting the selected committee(s).
Click the CONFIRM button to confirm the deletion and return to the Setup Committee List page.

Note: caution must be exercised when deleting committees, as deleting a committee with review tasks assigned
to it will disrupt and potentially orphan those tasks.

Also recall that review board committees can only be added by designated iMedRIS personnel, so if a needed
committee is deleted in error there may be some delay in recreating it.

Setup Review Board Roles
The Setup Roles List page is where review board member roles can be viewed, edited or deleted, and new roles
added. Each member role can be customized to allow for inclusion or exclusion on agenda and correspondence
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routing, as well as to allow for or prohibit designation of an alternate iRIS™ user to fulfill the duties of the role
when the assigned user is unavailable.

My Workspaces & Vivarium Setup Roles List [ <}

Add a New Board Role
IFiII:er By In Use: ®ves U No I
11 result(s) found... 1-10 p

Board Member

Include on Include in
Agenda Correspondence
i 1 Yes Yes Yes Yes Yes

2 Coordinator Yes Yes Mo Yes Yes

3 Chairperson Yes Yes Yes Yes Yes

i 4 Data Entry Member Yes Yes No Yes Yes
1| 5 Non-Voting Member Yes Yes No Yes Yes
i 5 Alternate Member Yes Yes No Yes Yes
i\ 7 Vice-Chairperson Yes Yes Yes Yes Yes
il 8 Expediting Board Member Yes Yes Yes Yes Yes
i L] Administrative Assistant Yes Yes No Yes Yes

10 Ex-Officio Member Yes Yes No Yes Yes

Filter By In Use is set to “Yes” by default. Select “No” here to display roles that are not currently in use. Note that
this is a toggled setting, it is not possible to view both in use and not in use roles in a single list.

Columns in the Setup Roles List table are:

— Delete: where it is possible to delete a role, click the icon in this column to delete a role
record; note that the icon does not appear for roles that cannot be deleted

— Edit: click the icon in this column to open a role record for editing

— Order: priority number of the role for review, signoff and correspondence routing; note that
priority numbers are ranked in ascending order from highest to lowest, beginning with one
(1) as the highest priority number

— Role Name: name assigned to the role; note that role names can be modified by the
institution

— Reserved: a “Yes” in this column indicates the role is Reserved and cannot be deleted; a “No”
here indicates the role is not Reserved and can be deleted, provided it is not currently in use
(see next item, below)

— In-Use: a “Yes” in this column indicates the role is currently in use on one or more studies /
protocols and cannot be deleted; a “No” here indicates the role is not currently in use and
can be deleted

— Allow Alternate: a “Yes” in this column indicates an alternate person who is included in the
Alternate For list under Animal Resource Center > User Management > Grant User Access &
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Define Roles can be selected to fulfill the meeting duties of this role when the primary
assignee is unavailable; a “No” here indicates no alternate can be specified for the role

— Include on Agenda: a “Yes” in this column indicates users assigned to the role are selectable
in the list of Attendees for a meeting date; where the flag is set to “No” users assigned to the
role do not display in the meeting Attendees list for a meeting date and are not included in
notifications related to the meeting

— Include in Correspondence: a “Yes” in this column indicates persons assigned to this role
is/are to be included on the correspondence routing list; a “No” here indicates persons
assigned to this role is/are not included on the correspondence routing list

As shown below, ten Reserved review board roles are predefined by default.

My Workspaces & Vivarium Setup Roles List 4]

Filter By In Use: ®ves U o
11 result(s) found... 1-10 p
Ky 1 Board Member Yes Yes Yes Yes Yes
S| 2 Coordinator Yes Yes No Yes Yes
i) 3 Chairperson Yes Yes Yes Yes Yes
i) 4 Alternate Member Yes Yes No Yes Yes
3f 5 Non-Vioting Member Yes Yes No Yes Yes
i) 6 Data Entry Member Yes Yes No Yes Yes
i) 7 Vice-Chairperson Yes Yes Yes Yes Yes
i) 8 Expediting Board Member Yes Yes Yes Yes Yes
i) 9 Administrative Assistant Yes Yes No Yes Yes
i) 10 Ex-Officio Member Yes Yes No Yes Yes

Reserved roles are always designated as In-Use regardless of whether the applicable role is currently assigned to
any studies/protocols.

In the example below, Filter By In Use is toggled to “No” to limit the list to Roles not currently in use. Notice that
the role is not Reserved, as indicated by a “No” in that column, and a Delete icon is provided for the role.

My Workspaces & Vivarium Setup Roles List 0
»

Filter By In Use: Oves ® o

1 result(s) found...

Delete

Include on Include in
da

No Yes Yes Yes

NIH Auditor

Edit Board Role
Navigate to Animal Resource Center > Review Board Administration > System Setup tab and click the Setup
Review Board Roles link.
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| System Setup || List Maintenance Setup || Clean-up |

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List

Setup Committee List

Setup Review Board Roles «
Setup Role Access

Setup Pricing Level

Setup Order Status

The Setup Roles List page is opened.

My Workspaces = Vivarium Setup Roles List 0
Add a New Board Role
IFilher By In Use: ®ves Oo I

11 result(s) found... 1-10 p
A Ty e

1 3, 1 Board Member Yes Yes Yes Yes Yes

S 2 Coordinator Yes Yes No Yes Yes

3| 3 Chairperson Yes Yes Yes Yes Yes

| 4 Data Entry Member Yes Yes No Yes Yes

3| 5 Non-Voting Member Yes Yes No Yes Yes

4 13 Alternate Member Yes Yes No Yes Yes

3| 7 Vice-Chairperson Yes Yes Yes Yes Yes

i 8 Expediting Board Member Yes Yes Yes Yes Yes

3| L] Administrative Assistant Yes Yes No Yes Yes

10 Ex-Officio Member Yes Yes No Yes Yes

Filter By In Use is set to “Yes” by default. Select “No” here to display roles that are designated as not in use. Note
that this is a toggled setting, it is not possible to view both in use and not in use roles in a single list.

Click the icon in the Edit column for the role.

My Workspaces & Vivarium Setup Roles List [«
Add a New Board Role
Filter By Tn Use: ®ves Onio

11 result(s) found... 1-10 >

Include on Include in
1 Yes Yes Yes Yes Yes

st Board Member

=1 2 Coordinator Yes Yes Mo Yes Yes

=3 3 Chairperson Yes Yes Yes Yes Yes
1 4 Data Entry Member Yes Yes No Yes Yes
i 5 Non-Veting Member Yes Yes Mo Yes Yes
4 5 Alternate Member Yes Yes No Yes Yes
1 7 Vice-Chairperson Yes Yes Yes Yes Yes
i 8 Expediting Board Member Yes Yes Yes Yes Yes
i L] Administrative Assistant Yes Yes Mo Yes Yes
1] 10 Ex-Officio Member Yes Yes No Yes Yes
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The role is opened for editing in the Edit a Board Role panel. Edit each item in the panel as desired.

My Workspaces & Vivarium Setup Roles List 4 |

Back To List Save

Edit a Board Role.

#*0Order Numbear: l:l

*InUse: ®ves () No

“Role Name: |Board Member

*Allow Alternate for Meetings: ® ves () No
*Include in Minutes and Agenda? ® vz () No
*Include in Correspondence? '3§3' Yes '::::' MNo

— Order Number: priority number of the role for review, signoff and correspondence routing;
note that priority numbers are ranked in ascending order from highest to lowest, beginning
with one (1) as the highest priority number

— In-Use: a selection of “Yes” indicates the role is currently in use on one or more studies /

protocols and cannot be deleted; a selection of “No” here indicates the role is not currently
in use and can be deleted

— Role Name: name assigned to the role; note that role names can be modified by the
institution

— Allow Alternate for Meetings: a selection of “Yes” indicates an alternate person who is
included in the Alternate For list under Animal Resource Center > User Management > Grant
User Access & Define Roles can be selected to fulfill the meeting duties of this role when the

primary assignee is unavailable; a “No” here indicates no alternate can be specified for the
role

— Include in Minutes and Agenda?: a selection of “Yes” indicates users assigned to the role are
selectable in the list of Attendees for a meeting date; where the flag is set to “No” users

assigned to the role do not display in the meeting Attendees list for a meeting date and are
not included in notifications related to the meeting

— Include in Correspondence: a selection of “Yes” indicates persons assigned to this role is/are
to be included on the correspondence routing list; a “No” here indicates persons assigned to
this role is/are not included on the correspondence routing list

Make desired edits and click the Save button to save changes, close the edit panel and return to the Setup Roles
List page. Click the Back To List button to return to the Setup Roles List page without saving changes.
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Add Board Role

Navigate to Animal Resource Center > Review Board Administration > System Setup tab and click the Setup

Review Board Roles link.

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

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List

Setup Committee List

Setup Review Board Roles «
Setup Role Access

Setup Pricing Level

Setup Order Status

Catun Nedas Momhasine

The Setup Roles List page is opened. Click the Add a New Board Role button.

My Workspaces & Vivarium Setup Roles List (4]

Add a New Board Role
Filter By In Use: ®ves o

11 result(s) found... 1-10 ’

Include on Include in
mmﬂmm-‘ “—'E'-G“' *
3| 1 Yes Yes Yes Yes Yes

Board Member

JiaS) 2 Coordinator Yes Yes No Yes Yes
at 3 Chairperson Yes Yes Yes Yes Yes

3] 4 Data Entry Member Yes Yes No Yes Yes

1 5 Non-Voting Member Yes Yes No Yes Yes

i 6 Alternate Member Yes Yes No Yes Yes

3| 7 Vice-Chairperson Yes Yes Yes Yes Yes

) 8 Expediting Board Member Yes Yes Yes Yes Yes

3 9 Administrative Assistant Yes Yes No Yes Yes

10 Ex-Officio Member Yes Yes No Yes Yes

The Add a Board Role panel opens for the role, with the same fields and buttons as the edit panel.

My Workspaces & Vivarium Setup Roles List

Back To List Save

Add a Board Role.

*0Order Number:

*In Use: ®vyes () No

*Role Name: |

“Allow Alternate for Meetings: () yes ® no
#*Include in Minutes and Agenda? '@' Yes ':::' No

#*Include in Correspondence? '@:‘ Yes ':::' No
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Default selections for the Add a Board Role panel are shown above. Note that the Order Number field defaults
to the next available Order Number, based on the existing list of roles.

Enter the desired Role Name and edit other items as desired.

— Order Number: priority number of the role for review, signoff and correspondence routing;
note that priority numbers are ranked in ascending order from highest to lowest, beginning
with one (1) as the highest priority number

— In-Use: a selection of “Yes” indicates the role is currently in use on one or more studies /
protocols and cannot be deleted; a selection of “No” here indicates the role is not currently
in use and can be deleted

— Allow Alternate for Meetings: a selection of “Yes” indicates an alternate person who is
included in the Alternate For list under Animal Resource Center > User Management > Grant
User Access & Define Roles can be selected to fulfill the meeting duties of this role when the

primary assignee is unavailable; a “No” here indicates no alternate can be specified for the
role

— Include in Minutes and Agenda?: a selection of “Yes” indicates users assigned to the role are
selectable in the list of Attendees for a meeting date; where the flag is set to “No” users
assigned to the role do not display in the meeting Attendees list for a meeting date and are
not included in notifications related to the meeting

— Include in Correspondence: a selection of “Yes” indicates persons assigned to this role is/are
to be included on the correspondence routing list; a “No” here indicates persons assigned to
this role is/are not included on the correspondence routing list

Click the Save button to save changes and return to the Setup Roles List page. Click the Back To List button to
return to the Setup Roles List page without saving changes.

Delete Board Role

Navigate to Animal Resource Center > Review Board Administration > System Setup tab and click the Setup
Review Board Roles link.
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| System Setup || List Maintenance Setup || Clean-up |

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List

Setup Committee List

Setup Review Board Roles «
Setup Role Access

Setup Pricing Level

Setup Order Status

Catun Nedar Momharine

The Setup Roles List page is opened.

My Workspaces & Vivarium Setup Roles List [}
IFinver By In Use: ®ves Ono I

11 result(s) found... 1-10 ’
N S Ty

\_ 3| 1 Board Member Yes Yes Yes Yes Yes

=1 2 Coordinator Yes Yes Mo Yes Yes

3 3 Chairperson Yes Yes Yes Yes Yes

3l 4 Data Entry Member Yes Yes No Yes Yes

A 5 Mon-Voting Member Yes Yes No Yes Yes

i 6 Alternate Member Yes Yes No Yes Yes

3| 7 Vice-Chairperson Yes Yes Yes Yes Yes

i 8 Expediting Board Member Yes Yes Yes Yes Yes

4 k] Administrative Assistant Yes Yes Mo Yes Yes

4 10 Ex-Officio Member Yes Yes No Yes Yes

Because Reserved roles and in-use roles cannot be deleted, there are no icons in the Delete column for those
roles on the Setup Roles List page.

Change the Filter By In Use option to “No” and click the Find button to view a list of roles that can be deleted.
Click the icon in the Delete column to delete a role.

My Workspaces & Vivarium Setup Roles List {4}
Add a New Board Role
I Filter By In Use: Cies ®no I

1 result(s) found...
Include on Include in

T e
E 3| No Mo Yes Yes Yes

12 NIH Auditor

A confirmation popup window appears. Click CANCEL to return to the Setup Roles List page without saving
changes. Click CONFIRM to delete the role and return to the Setup Roles List page.
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Are you sure you want to delete selected item?

CONFIRM CANCEL

Setup Role Access
The Setup Role Access page is where the System Administrator assigns read and write access privileges to review
board roles for applicable iRIS™ pages.

My Workspaces & Vivarium Setup Role Access <]

_ Www [ Officio Member Remrewer /1

T —— = i = i i = i = = i = i 5 = i = i 5 = i = = = =
Submissions Not Assigned =] =] [m] [m] m] o a o o m] [m] a m] o m] [m] a m]
Submissions Assigned =) =] ] “ %] “ =] %] a ) m} ) o a o m} o a [m] a [m] [m}] a [m]
Submissions Completed =] =] ] [m] [m] [m] o a [m] [m] [m] [m] a [m] [m] [m] o o m]
=] ] [m] [m] m] o a o o m] [m] a m] o o [m] a m]

=) =] ] 4 %] “ =] %] ) ] “ %] =] “ “ %} ) o m} ) m} [m}] a [m]

=] =] ] %] ] o a [m] o [m] [m] [m] m]

“ ] %] %] o a m] o o [m] a m]

=2} =] “ %] & ] %3] “ =] =] %] %] =2} %] %] =] [m}] o m} o a a o m}

=] ] %] =] [m] a [m] [m] [m] [m] [m] m]

Submission Outcome Tab. =] ] %] %] [m] a m] o o [m] a m]
Meeting Agenda =2 ] [m] o m] [m] o [m] o m] [m] o m] [m] m] [m] o m]
Find Study =] =] =] %] =] [m] a [m] [m] [m] [m] [m] [m]
Mesting Manager =] ] [m] [m] m] o a [m] o [m] [m] a m] o m] [m] a (m]
Meeting Manager Set-up Availability =} ] [m] o m] [m] [m] [m] o m] [m] [m] m] [m] m] [m] o m]
Meeting Manager Set-up Schedule %2} =] ] %) %] =} %] %] =) ) m} ) o a ) m} [m}] a [m] [m] [m] [m}] a m]
Reviewer Assignments. “ ] [m] [m] m] [m] a o o m] [m] a m] o m] [m] a [m]
Outcome Letter Sign-off =] ] [m] o m] [m] [m] [m] o m] [m] [m] m] o m] [m] [m] m]
Outstanding Response Due =] =] ] %) %] =} %] %] ) ) m} ) o ) ) m} [m}] a [m] a [m] [m}] a m]
“ ] [m] o m] [m] a o o [m] [m] a m] o [m] [m] a m]

] [m] o m] [m] [m] [m] o m] [m] [m] m] o m] [m] [m] m]

a
]
18
]
]
1@
]

All applicable iRIS™ pages for the ARC module are listed in a column at the left side of the matrix. Column
headers display all applicable review board roles.

The System Administrator assigns Read and Write privileges for each page by role. The applicable system page is
shown in the column at left, and the System Administrator clicks the Read and/or Write select checkboxes in the
role columns at right to assign the applicable rights.

If both are selected, users assigned to the role can view and update records on the applicable page. If the page
allows for record deletion, users assigned to a role with both Read and Write access for the page can delete
records on the page as well.

If Read is selected but Write is not, users assigned to the role can view the applicable page but cannot modify or
delete records on the page.

Note that any role with Write access must also have Read access assigned.
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The first two Read and Write columns do not have an associated role. These columns are used to turn access on
or off for the applicable page, regardless of user role. Settings in these columns override settings in the
role-specific columns to the right.

My Workspaces Vivarium Setup Role Access

Board Member |Coordinator

Review Board Assistant iy i & & ey i
Submissions Not Assigned =
Submissions Assigned =
Submissions Completed [=
Submissions Agenda [x
Submission General Tab [
Submission Preview Screening Tab =
submission Correspondence Tab =
Submission Review Summary Tab =

To make a given page read-only for all iRIS™ users, the system administrator selects the Read checkbox and
de-selects the Write checkbox for the page.

To hide a page entirely the System Administrator de-selects both checkboxes for the page.

Where both checkboxes are selected for a given page, the system administrator can assign Read and Write
access per role using the checkboxes in the columns at the right.

Click the Save Changes button to save changes.

Order and Billing Items

Several links under Animal Resource Center > Review Board Administration > System Setup tab are involved in
order and billing functionality within the iRIS™ system. For further information about setup of any of the
following items please see the Animal Resource Center — Orders and Billing manual.

— Setup Pricing Level

— Setup Order Status

— Setup Order Numbering

— Setup Ticket Numbering

— Setup Material Order List

— Setup Material Order Item List
— Setup Transfer Order Numbering

— Setup Per Diem Definitions and Rates

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 31



Animal Resource Center ARC Review Board Administration

— Setup Charge Master
— Setup Vendor Email Template

— Setup Invoice Type

Setup Wean Numbering

Juvenile study subject animals are classified as “wean” subjects, not yet ready to join the main population of
adult study animals. Wean subjects can be tracked in iRIS™ using a separate numbering scheme from that
employed for adult animals.

To configure wean numbering, click the Setup Wean Numbering link under Animal Resource Center > Review
Board Administration > System Setup tab.

My Workspaces [ Vivarium Board Administration

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

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles
Setup Role Access

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

Setup Facilities/Buildings/Floors/Room

Catim Fama Cabac

The Setup Wean Numbering page opens.

My Workspaces [ Vivarium Setup Wean Numbering (4]

Use in Number Description of Number Part Number Part Information Separator
Constant refix ]
All 4 digits
Calendar Year _
(O] Last 2 digits |:|
System Generated Number Zero Pad the Sequence Number

Number of Digits

As shown in the Description of Number Part column in the screenshot above, the wean 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.
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Options to pad the System Generated Number with leading zeroes, set a fixed digit count for numbers to be
generated, and insert an optional Separator character are also available.

In the screenshot shown below, a wean numbering scheme that employs all available options is configured.

My Workspaces & Vivarium Setup Wean Numbering (4]}

Use in Number Description of Number Part Number Part Information Separator
Constant Prefix WEAN l:l
All 4 digits
Calendar Year
. Last 2 digits |:|
System Generated Number Zero Pad the Sequence Number
]

Number of Digits

The Constant Prefix is “WEAN”.

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 “3”.

The first wean number generated by this scheme would be:
WEAN-19-001

Click the Save Numbering button to save the numbering scheme.

Setup Facilities/Buildings/Floors/Rooms
iRIS™ includes numerous tools to assist with facilities management related to subject animal husbandry and
study activity.

For full details of facilities tracking and management in iRIS™, see the Animal Resource Center — Facilities
manual.

Cages
The iRIS™ system provides numerous tools for animal subject cage tracking and management, including fields
for entry of cage type, status, count and location, and the ability to print bar coded cage cards.

For more information about any of the items below, see the Animal Resource Center — Cages manual.

— Setup Cage Status
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— Setup Cage Types

— Setup Cage Records

— Setup Cage Reason and Description
— Setup Separation Numbering

— Setup Cage Card Template

Setup Separation Numbering
Animal subjects separated from their original population or cage can be tracked in iRIS™ using a separate
numbering scheme from that employed on their original population or cage.

To configure separation numbering, click the Setup Separation Numbering link under Animal Resource Center >
Review Board Administration > System Setup tab.

My Workspaces @ Vivarium Board Administratio

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

sciup Lays nowuius
Setup Cage Reason and Description

Setup Separation Numbering

Setup Census Pattern
Setup Per Diem Definitions and Rates

-
L]
L]
® Setup Cage Card Template
L]
L]
L]

Catun Vetarinarian Drafila

The Setup Separation Numbering page opens.

My Workspaces & Vivarium Setup Separation Numbering [}

Description of Number Part Number Part Information Separator
Constant Prefix SEP I:l
All 4 digits
Calendar Year
= 0 Last 2 digits |:|
System Generated Number Zero Pad the Sequence Number
~

Number of Digits

In the screenshot shown above, a separation numbering scheme that employs all available options is configured.

As demonstrated in the Description of Number Part column, the separation 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.

Options to pad the System Generated Number with leading zeroes, set a fixed digit count for numbers to be
generated, and insert an optional Separator character are also available.
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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 wean number generated by this scheme would be:
SEP-19-0001

Click the Save Numbering button to save the numbering scheme.

Livestock Management
The iRIS™ system provides numerous tools for animal subject tracking and management, including fields for
entry of veterinarian and transfer coordinator details.

For more information about any of the functions below, see the Animal Resource Center — Livestock Setup
manual.

Setup Veterinarian Profile

Setup Transfer Coordinator Profile
Setup Treatment Plan Templates by Species
Setup Generation

Setup Life Status

Setup Coat Color

Setup Diet

Setup Origin Type

Setup Health Status

Setup Breeding Status

Setup Breeding Type

Setup Gene
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Setup Allele

Observation Management
Setup Observation Diagnosis
Setup Observation Outcome

Setup Observation Treatment

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.

For full details of configuration items related to orders and billing in iRIS™, see the Animal Resource Center —
Orders & Billing manual.

Setup Invoice Type
The iRIS™ system provides tools for configuration of invoice types specific to each institution’s needs.

For full details of configuration items related to orders and billing in iRIS™, see the Animal Resource Center —
Orders & Billing manual.

For full details of processing items related to orders and billing in iRIS™, see the Animal Resource Center —
Orders & Billing Processing manual.

Document Templates
The iRIS™ system provides tools for creation of pre-formatted document templates that include commonly used
boilerplate text and can pull a variety of system data into a document on the fly, when a document is generated.

The general process for template setup and use is the same, regardless of the document or correspondence
type.

— Template Definition: a template containing standardized boilerplate text for the desired
document or correspondence type (e.g., meeting agenda, meeting minutes, vendor email,
outcome letter, etc.) is created and formatted in a rich text editor

— Merge Code Addition: where the document or correspondence type needs to include specific
data pulled from the iRIS™ system (e.g., order number, review board name, vendor email
address, quantity of animals ordered, etc.), the applicable Merge Code for each needed data
item is added to the template
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— Document / Correspondence Generation: when a template-based document /
correspondence is generated by an iRIS™ user, the pre-formatted template serves as the
default starting point for the document / correspondence; the user edits the document /
correspondence as desired before printing or sending it

The use of templates reduces time and effort demands on the user, reduces user error, and streamlines

enforcement of institutional communication standards and policies.

Using Merge Codes in Document Templates
To insert a Merge Code in a document 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 Email Template 4|

I Insert Merge Code I [ Save Template ]

*Title: Animal Return, Incorrect Sex Counts |

*Content:
s B I U 5 x x2 Verdana A I Y I~ 9~ =~ = ~

= -

-

Ea)
Dear , /

Our livestock order number | was received on . Unfortunately, the sex counts of these animals are incorrect. Our order was for
fernales and males, but we received females and males.

Q -4 = o

We have sent the animals back and a new order was sent .
Please let us know if you need any more infermation regarding this order.

- ARC Coordinator

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.

2 nsert Dats Merge Code - Microsoft Edge = m] X

AR Info
Ely Request - Order Date
= Preferred Delivery Date
Preferred Vendor
a Reguest - Stock Number/Code
Request - Age/Size
- Request - Number of Males
Reguest - Number of Females
Request - Number of Cages
Request - Approved Location

------- ARC Ordering Info -——--—-———--
Order - Order Date ~

0K Cancel
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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 & Vivarium Vendor Email Template [ 4 |
Inzert Merge Code

*Title: Animal Refurn. Incorrect Sex Counts |

*Content:
" B I u < 2 S Verdana - 1 - & I~ -~ =~ = -
= - E % o # & 2]

Dear , ’

Our livestock order number [Fhorder_num:] was received on . Unfortunately, the sex counts of these animals are incorrect.
Our order was for females and males, but we received females and males.

We have sent the animals back and a new order was sent .
Flease let us know if you need any 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

7’

“Order — Order Date” are inserted.

My Workspaces Vivarium Vendor Email Template < |

[ Insert Merge Code ] I Save Template I

*Title: Animal Return, Incorrect Sex Counts |

*Content:
" B I U < Xz x? Verdana - 11 - & I~ 9~ =~ = -
= v = % [al [o] v 4 = =

Dear [Yovendor_name3:],

Our livestock order number [order_num?3t] was received on [%erecieved_dated:]. Unfortunately, the sex counts of these
animals are incorrect. Qur order was for [Yeorder_num_females®c] females and [%corder_num_males%] males, but we received
[#ereceive_num_females3:] females and [Yreceive_num_males%] males.

‘We have sent the animals back and a new order was sent [Ysorder_order_date%:].

Flease let us know if you need any more information regarding this order.

- ARC Coordinator

Click the Save Template button to save changes.
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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: ﬂ

er Number

Request - Order Date
Preferred Delivery Date
Preferred Vendor

Request - Stock Number/Code
Reguest - Age/Size

Request - Number of Males
Reguest - Number of Females
Request - Number of Cages
Request - Approved Location

(o] 4 Cancel

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

A

This is 2 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.
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---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

Merge Codes Applicable to Meetings
Categories and Merge Codes from the list that are most applicable to meetings are summarized in the table

below.

---Review Board Info ---

---Meeting Attendance Codes ---

---Submission Info ---

Review Board Name

Meeting Call to Order

Submission Approval Date

Review Board Committee Name

Meeting New Business

Submission Type

Chairperson Name (Last Name, First
Name)

Meeting Old Business

Submission List of all reviewers

Chairperson Name (First Name, Last
Name)

Meeting Miscellaneous

Submission Primary Reviewer

Chairperson First Name

Meeting Closing Comments

Submission Secondary Reviewer

Chairperson Middle Name

Meeting Actual Start Time

Submission all additional
reviewers over secondary

Chairperson Last Name

Meeting Actual End Time

Submission AD Hoc Reviewers

Chairperson Degree

Meeting Planned Start Time

Item Number on Agenda

Chairperson Address

Meeting Planned End Time

All Project Departments

Chairperson Phone

Meeting Chair (Last, First)

All Project Institutions

Chairperson EMAIL

Meeting Chair (First, Last)

Project Title

Electronic Signature

Total Voting Members

Project Short Title

Meeting Date

Quorum

Project Status

Meeting Location Voting Members Present Study Title
Non-Voting Members Present Study Alias
Alternate Members Present Study Status

© 2020 iMedRIS Data Corporation

iRIS™ 11.02.01

40



Animal Resource Center

ARC Review Board Administration

---Review Board Info ---

---Meeting Attendance Codes ---

---Submission Info ---

Members Absent

Sponsor/Funding Source

Member Ex-officio Present

Proposal Number

Administrative Staff Present

Proposal Title

Guests Present

Proposal Short Title

Meeting Motions

Project Award Number

Project Previous Award Number
Project Open Ended

Is Archived

Archived Location

Setup Agenda Categories
The iRIS™ system provides the ability to configure a list of agenda topic categories that are frequently addressed
in review meetings, including the ability to attach relevant forms or documents where applicable.

Once configured, these categories can be added to a finalized agenda template with just a few clicks rather than
repetitive keystrokes (see the Setup Finalized Agenda Document Template section of this manual for more
information).

This functionality is provided on the Set-up Agenda Categories page. To access the page, click the Setup Agenda
Categories link under Animal Resource Center > Review Board Administration > System Setup tab.

Vivarium Board Administration

My Workspaces &

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

setp wene
Setup Allele

Setup Vendor Email Template

Setup Invoice Type

Setup Agenda Categories

Setup Finalized Agenda Document Template

Setup Agenda Revision Document Template

I EEERE RN N

Setup Expedite Report Template

The Set-up Agenda Categories page opens, as shown below.

Vivarium Set-up Agenda Categories |

[ Add Agenda Fiter | [ Add Group | [ Detete Groun(s) |

My Workspaces &

Group Display Order

O ) Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1

Columns and controls on this page are:

— select: far-left column, no header label; select the desired checkbox(es) here to select the
corresponding record(s)

— Edit: click the icon in this column to open the corresponding category for editing
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— Group Name: designated category name

— Merge Code: designated short text to be used in document templates, such as the Finalized
Agenda Document Template, to pull the corresponding category name and any associated
form or document requirements into the template

— Group Display Order: the order in which the applicable category is to be shown on the
meeting agenda

— Add Agenda Filter button: click this button to open the Set-up Agenda Filter page, where
rules can be configured to exclude study or review item documents from the meeting
agenda that would otherwise be captured by an agenda category (see next subsection of this
manual, Agenda Filter)

— Add Group button: click this button to open an add panel for creation of a new agenda
category

— Delete Group(s) button: click this button to delete any agenda category selected in the far-left
column

Agenda Filter

On the Set-up Agenda Filter page (shown below), agenda filters are configured to group review document items.
Once configured, agenda filters can be applied to include or exclude certain document types when assigning
documents to agenda categories.

My Workspaces & Vivarium Set-up Agenda Filter [ 4|

[ Add Filter ] [ Delete Filter(s) ]

Filter Type

J Previously Reviewed Filter Previously Reviewed Filter
L=

Columns and controls on this page are:

— select: far-left column, no header label; select the desired checkbox(es) here to select the
corresponding record(s)

— Edit: click the icon in this column to open the corresponding filter for editing

— Filter Type: name of category / type of exclusion

— Filter Name: defaults to same value as Filter Type

— Add Filter button: click this button to open an add panel for creation of a new filter

— Delete Filter(s) button: click this button to delete any filter selected in the far-left column
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Add Agenda Filter
Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces = Vivarium Set-up Agenda Categories 4|

Add Agenda Filter [ Add Group ] [ Delete Group(s) ]

Edit |Group Name Merge Code Group Display Order

N
O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
i3]

As shown below, the Set-up Agenda Filter page opens.

My Workspaces & Vivarium Set-up Agenda Filter | 4|

[AgdFiter ] [ pelete Fiterts) |

Filter Type Filter Name

=
O Previously Reviewed Filter Previously Reviewed Filter
=2

Click the Add Filter button. As shown below, an add panel is opened for creation of the new filter.

My Workspaces & Vivarium Set-up Agenda Filter | 4 |

Save All Changes

Validator Details

*Filter Type: |--none-- e

*Filter Name:

Click in the Filter Type field to open a dropdown picklist. Click the desired list item to select it.

My Workspaces [ Vivarium Set-up Agenda Filter [ ¢ |

Save All Changes

Validator Details

*Filter Type:

Filter Expedited

*Filter Name: JJFilter Exempt
Filter Processed Administrative
Filter Previously Reviewed
Filter Conflict of Interest
Board Chair COI Filter
Filter User Defined

As shown below, in the case of any Filter Type selection other than “Filter User Defined” the Filter Name field
automatically populates with text corresponding to the selected Filter Type and is set to read only.

See the Filter User Defined subsection of this manual for more information about configuring user defined filters.
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My Workspaces = Vivarium Set-up Agenda Filter | < |

Validator Details

*Filter Type: [Filter Exempt ~| "—
*Filter Name: Exempt Filter *

Click the Save All Changes button to save the filter and close the add panel. As shown below, the filter is added
to the list on the Set-up Agenda Filter page.

My Workspaces & Vivarium Set-up Agenda Filter < |

[ Add Filter ] [ Delete Filter(s) ]

i
O 3 Exempt Filter Exempt Filter
==
N
O al Previously Reviewed Filter Previously Reviewed Filter
Edit Agenda Filter

Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces = Vivarium Set-up Agenda Categories (4}

Add Agenda Filter [ Add Group ] [ Delete Group(s) }

Edit |Group Name Merge Code Group Display Order

=
O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
=)

As shown below, the Set-up Agenda Filter page opens. Click the icon in the Edit column for the applicable filter.

My Workspaces & Vivarium Set-up Agenda Filter | < |

[ Add Filter ] [ Delete Filter(s) ]

Filter Type Filter Name
O Exempt Filter Exempt Filter
%
[l Previously Reviewed Filter Previously Reviewed Filter

As shown below, the record is opened in an edit panel. Click in the Filter Type field to expand the dropdown
picklist and select the desired item.
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My Workspaces = Vivarium Set-up Agenda Filter o
Save All Changes

N i --none--
Validator Details Filter Expedited .
*Filter Type: [flli=g=1=111
Filter Processed Administrative
*Filter Name: |Filter Previously Reviewed
Filter Conflict of Interest
Board Chair COI Filter
Filter User Defined

As shown below, in the case of any Filter Type selection other than “Filter User Defined” the Filter Name field
automatically populates with text corresponding to the selected Filter Type and is set to read only.

My Workspaces [ Vivarium Set-up Agenda Filter 4|

Save All Changes

Validator Details

*Filter Type: | Filter Expedited d |

*Filter Name: | Expedited Filter ‘

See the Filter User Defined subsection of this manual for more information about configuring user defined filters.

Click the Save All Changes button to save changes and close the edit panel. As shown below, the filter is revised
in the list on the Set-up Agenda Filter page.

My Workspaces [ Vivarium Set-up Agenda Filter 4|

[ Add Fiter ] [ Delete Filter(s) ]

i

O ) i Expedited Filter Expedited Filter

O \ 1 Previously Reviewed Filter Previously Reviewed Filter
Delete Agenda Filter

Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces = Vivarium Set-up Agenda Categories [ <]

Add Agenda Filter [ Add Group ] [ Delete Group(s) ]

Merge Code Group Display Order

O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1

As shown below, the Set-up Agenda Filter page opens. Select the checkbox(es) in the far-left column for the
filter(s) to be deleted, then click the Delete Filter(s) button.
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My Workspaces & Vivarium Set-up Agenda Filter 0
Add Filter I Delete Filter(s) I

Filter Type

Filter Name

% . ) . .
Expedited Filter Expedited Filter
=3

O il Previously Reviewed Filter Previously Reviewed Filter

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Set-up Agenda Filter page without deleting the filter(s).

Click CONFIRM to delete the filter(s) and return to the Set-up Agenda Filter page. As shown below, the selected
filter is removed.

My Workspaces Vivarium Set-up Agenda Filter [ 4 |

[ Add Filter ] [ Delete Filter(s) ]

Filter Type

Filter Name

5
O Previously Reviewed Filter Previously Reviewed Filter
=4

Filter User Defined

Note that familiarity with Structured Query Language (SQL), as well as a thorough knowledge of iRIS™
application modules, associated tables, custom forms and fields are required to create user defined filters using
this feature.

Click the Add Agenda Filter button on the Set-up Agenda Categories page.

My Workspaces & Vivarium Set-up Agenda Categories | <]

[rsoams] [ oonmemmts |

Edit |Group Name Merge Code Group Display Order
O \_ i Subject Animal Issue Reporting ARC_AMIMAL_ISSUES 1
As shown below, the Set-up Agenda Filter page opens.
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My Workspaces [ Vivarium Set-up Agenda Filter o

| Add Fitter | [ Delete Filter(s) ]

Filter Type Filter Name

=
O Previously Reviewed Filter Previously Reviewed Filter
=4

Click the Add Filter button. As shown below, an add panel is opened for creation of the new filter.

My Workspaces & Vivarium Set-up Agenda Filter o

Validator Details

*Filter Type: | --none-- d

*Filter Name:

Click in the Filter Type field to open a dropdown picklist. Click “Filter User Defined” to select it.

My Workspaces = Vivarium Set-up Agenda Filter o

Vvalidator Details

*Filter Type:

Filter Expedited

*Filter Name: |Filter Exempt

Filter Processed Administrative
Filter Previously Reviewed
Filter Conflict of Interest

Filter User Defined

An add panel is opened for configuration of a custom filter query.

My Workspaces = Vivarium Set-up Agenda Filter n

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: [Filter User Defined ]

*Filter Name:| |

Order What to Filter Data Value Join by, if any
O |1 | Iapplic. Form all columns ~ [What Application? —none—
--none-- |
What Application Column ?
--none-- |
[--none-- hd
E—

As shown in the screenshot above, the What to Filter field in the query builder form defaults to “Applic. Form all
columns”, and the corresponding Data Value fields default to What Application? and What Application Column?
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In the screenshot below the What to Filter dropdown is expanded, showing that a second selection of
“Submission Form all columns” is available.

My Workspaces & Vivarium Set-up Agenda Filter 0

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]
Validator Details
*Filter Type: [Filter User Defined ]
*Filter Name: | |
Order What to Filter Data Value Join by, if any
O Applic. Form all columns What Application?
Submission Form all columns [--none-- ]
’ What Application Column ?
--none-- A
[--none-- hd
—

When “Submission Form all columns” is selected the Data Value fields update to reflect options applicable to the
Submission Form.

My Workspaces & Vivarium Set-up Agenda Filter | 4 |

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: |Filter User Defined ' |

*Filter Name: | |

Order What to Filter Data Value Join by, if any
O |1 |ISubmissi0n Form all columns VI hat Form?
--none-- v
What Form Column ?
--none-- v
|--none-- d
|

The What Form? dropdown list is populated with the names of forms configured for the specific institution, and
the What Form Column? dropdown list is populated with items specific to the selected form.

Note that the overall process of creating a user defined filter is the same regardless of whether “Submission Form
all columns” or “Applic. Form all columns” is selected under What to Filter. The user selects the desired
submission / application form, then selects a specific field from that form to compare against in the query.

With the default selection of “Applic. Form all columns” in place, the What Application? dropdown list populates
with application types. Click an application type in the list to select it.
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My Workspaces & Vivarium Set-up Agenda Filter | 4 |

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: |Fi|ter User Defined g |

*Filter Name: | |

Order What to Filter Data Value Join by, if any

K [4pplic. Form all columns || What Application? —none—
IACUC APPLICATION (ANIMALS)

IACUC Data Values
IBC APPLICATION (BIO-SAFETY)

IRE Application
|——nc\ne-- e PCH Research Reguest

Proposal Form
Proposal Form - Main Application

As shown below, the What Application Column? dropdown list automatically populates with sections and
guestions applicable to the selected application.

My Workspaces & Vivarium Set-up Agenda Filter o

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details
*Filter Type: |Filter User Defined

Order What to Filter Data Value Join by, if any
O [Applic. Form all columns ~| What Application? —none—
[TACUC APPLICATION (ANIMALS) ~|

What Application Column ?

100_10_ADD_SPECIES

100_30_GRANT_PROPOSAL_YN
1000_10_GLOVES_SPECIFY_SL

1000_10_HAZARD_PROTECTION_OTHER_MS
1000_10_HAZARDOUS_PROTECTIVE_MATERIAL
1000_10_OTHER_SPECIFY_SL
1000_20_ANIMAL_CARETAKERS_MS
1000_20_GLOVES_SPECIFY_SL
1000_20_OTHER_SPECIFY_MS
1000_20_OTHER_SPECIFY_SL
1200_20_ANIMAL_HOUSING_MS
1200_20_EXTERNAL_HOUSING_SL
1200_30_ANIMAL_TREATMENT_MS
1200_30_OTHER_TREATMENT_SL
1200_50_OWNER_REQUEST_EUTHANASIA_MS
200_30_ANIMAL_CARE_EMAIL_SL
200_30_ANIMAL_CARE_EMERGENCY_PHONE_SL
200_30_ANIMAL_CARE_WORK_PHONE_SL
300_10_MASTER_LAY_SUMMARY
300_30_EXPERIMENTAL_DESIGN_RTE
400_20_GENETIC_MODIFIED_YN
400_20_NON_RODENT_TRANSGENIC_YN

'

400_20_TRANSGENIC_ANIMAL_MS

400_30_ANIMAL_SOURCE_MS
400_30_OTHER_ANIMAL_SOURCE_SPECIFY_SL
400_40_ANIMAL_HOUSING_YN
400_S50_VETERINARY_CARE_MS
400_60_ADOFTION_GUIDELINES_ML

400_60_ADOPTION_MS v

Click the desired item in the What Application Column? dropdown list to select it. As shown below, the area
beneath the What Application Column? field populates with options applicable to the selected column item.
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My Workspaces [ Vivarium Set-up Agenda Filter o

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]
Validator Details
*Filter Type: [Filter User Defined z
Order What to Filtar Data Value Join by, if any
O [Applic. Form all columns ~| what Application? —none—
[1ACUC APPLICATION (ANIMALS) ~

What Application Column ?
» _400_20_TRANSGENIC_ANIMAL_MS

A thorough knowledge of iRIS™ data tables is required to understand the auto-populated options provided.

Make desired selections in the area beneath the What Application Column? field, then select the desired
comparator and data type from the dropdown lists at the lower left of the panel.

My Workspaces Vivarium Set-up Agenda Filter 4}

[ Add a new Clause ] { Delete Clause } [ Save All Changes ]

Validator Details

“Filter Type: [Filter User Defined

Order What te Filter Data Value Join by, if any
[ [+ ] [asplic. Form all columns | what Application? —none—
IACUC APPLICATION (ANIMALS) v|
What Application Column ?
|_#00_20_TRANSGENIC_ANIMAL_MS ~|
Which Option?
Oves ®no

As shown below, the comparator dropdown contains all standard SQL query comparators. It is up to the user
constructing the query to select a comparator type that is applicable to the selected Application Column value to
the right of the comparator field.

My Workspaces & Vivarium Set-up Agenda Filter a

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: | Filter User Defined ]

*Filter Name:| |

Order What to Filter Data Value Join by, if any
O [Applic. Form all columns ~| What Application?
[IACUC APPLICATION (ANIMALS) ~]

What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS ~|
Which Option?

> |=ouir
MNOT EQUAL (Jves ® No
LESS THAN

LESS THAN EQUAL
GREATER THAN
GREATER THAN EQUAL
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Comparators of “NOT EQUAL” or “EQUAL” can be used for comparisons against Yes/No and text fields. The
remaining comparators are used for comparisons against numeric values.

In this example a comparator of “EQUAL” is selected because the Application Column value can only be “Yes” or
llNo”.

Note that the second comparator field defaults to “Value” but will dynamically update with other options where
such options are applicable to Application Column and comparator selections.

My Workspaces [ Vivarium Set-up Agenda Filter 0

[ Add a new Clause ] [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: |Fi|ter User Defined |

*Filter Name:| |

Order What to Filter Data Value Join by, if any
O [Applic. Form all columns ~| What Application?
[TACUC APPLICATION (ANIMALS) ~]

What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS ~]

Which Option?

. Oves @ o

In the screenshot above the first clause of the user defined filter query is complete. This query returns IACUC
applications where “No” is selected for option 1 of the question about whether transgenic animals are to be
used in the study.

Note that when a configured filter is applied during creation of an Agenda Category, the user is prompted to
choose whether to include or exclude records matching the filter’s criteria.

Click the Add a new Clause button to add another filter configuration panel to the page, adding another clause
to the filter query.

My Workspaces & Vivarium Set-up Agenda Filter | < |

I Add a new Clause I [ Delete Clause ] [ Save All Changes ]

Validator Details

*Filter Type: [Filter User Defined |

*Filter Name: | |

Order What to Filter Data Value Join by, if any

(| |1 ‘ [4pplic. Form all columns ~~| What Application? —none—

[IACUC APPLICATION (ANIMALS) ~] AND
What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS v

Which Option?

Oves ®no
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When the query includes two or more clauses the Join by, if any field is used to specify the join type and the

Order field is used to specify the order in which each clause is to be evaluated when the query runs.

SQL familiarity is required to correctly configure the Order and Join by, if any fields.

After all desired clauses have been configured for the query, enter a Filter Name and click the Save All Changes
button to save the filter.

My Workspaces & ARC Set-up Agenda Filter 0

Validator Details

[ Add a new Clause ] [ Delete Clause ] I Save All Changes I

*Filter Type: | Filter User Defined d |

*Filter Name: |Include Transgenic Animals | «

Order What to Filter Data Value Join by, if any
[l |1 | [Applic. Form all columns | what Application?
[1ACUC APPLICATION [ANIMALS) ~]

What Application Column ?
_400_20_TRANSGENIC_ANIMAL_MS v
Which Option?

OYes ®no

The filter is added on the Set-up Agenda Filter page.

My Workspaces = ARC Set-up Agenda Filter [ 4}

[ Add Filter ] [ Delete Filter(s) ]

Filter Type Filter Name

Previously Reviewed Filter

Previously Reviewed Filter

|

User Defined Filter

Include Transgenic Animals

Add Agenda Category

Click the Setup Agenda Categories link under Animal Resource Center > Review Board Administration > System

Setup tab.

My Workspaces & Vivarium Board Administration

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

setup wene
Setup Allele

Setup Vendor Email Template
Setup Invoice Type

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template

Setup Expedite Report Template

-
o
L]
®
® Sctup Agenda Categories
L]
L]
®
-

The Set-up Agenda Categories page opens, as shown below.
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My Workspaces = Vivarium Set-up Agenda Cateqgories

o
‘Add Agenda Filter I ‘Add Group I Delete Group(s)

Edit |Group Name Group Display Order

O Subject Animal Issue Reporting ARC_AMIMAL_TISSUES 1
L

Click the Add Group button. An add panel is opened for creation of the new category.

My Workspaces @ ARC Set-up Agenda Categories n

Group Name*: ‘ ‘

Group Order®: l:l

Group Merge Code®: ‘ ‘

Form Name

No record found

Complete the top of the add panel as follows:

— Group Name: enter a descriptive name for the category; recall that categories are used when
creating a finalized agenda document template, so the name entered here should indicate
the contents of the category

— Group Order: the entry in this field is shown in the Group Display Order column of the Set-up
Agenda Categories page, and dictates the order in which this category appears in the
finalized agenda document template

— Group Merge Code: enter the desired merge code to be used for inclusion of this category on
forms and in document templates; note that the code must include underscores where
spaces occur between words, and cannot include any special characters (e.g., &, #, etc.)

See the Using Merge Codes in Document Templates section of this manual for more information about working
with merge codes.

An example of the filled fields is shown below. Click the Add button to attach forms to this category, if applicable.

My Workspaces Vivarium Set-up Agenda Categories < |

Group Name*: |Suhiect Animal Census Status

Group Order*:

Group Merge Code*: [ARC_CENSUS STATUS|

]
Form Name
Mo record found
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The Select Review Board Forms popup appears, populated with all available forms for selection. Note that
because forms are custom configured for each institution, the list of forms shown here will vary.

Select Review Board Forms - Microsoft Edge = O X

d( O e i e S G

[ seiect ] [ cancel |

Arc Order Form l

External Transfer
Internal Transfer Form

Wean Request Form

Click the Cancel button to close the popup without adding any forms to the category.

Select the checkbox(es) in the far-left column for forms to be attached to the category, then click the Select
button.

The selected form(s) is(are) added to the category add panel, with options to apply previously configured filters
for each form if desired. All previously configured filters are shown here.

See the Agenda Filter section of this manual for more information about filter configuration.

My Workspaces & Vivarium Set-up Agenda Categories 4]

Save All Changes
Group Name*: [Subject Animal Census Status |
Group Order®:
Group Merge Code*: [ARC_CENSUS_STATUS |
I
Form Name
[]  Qarc order Form
Expedited Filter [--none— ~]
Previously Reviewed Filter |--r|une— vl

Include Transgenic Animals [—none—- ~]

O External Transfer

Expedited Filter [-none— ~|

Previously Reviewed Filter |--nnne— v|

Include Transgenic Animals [~none—- ~]
O Internal Transfer Form

Expedited Filter [-none— |

Previously Reviewed Filter [-none— |

Include Transgenic Animals [~none— |

As shown in the screenshot above, select the checkbox(es) in the far-left column for any forms added to the
category in error, then click the Remove button to remove the selected form(s).
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In the screenshot below, the dropdown list containing options for application of the “Expedited Filter” on the
“Arc Order Form” item is expanded. This dropdown list is the same for all filters.

Vivarium Set-up Agenda Categories | 4]

My Workspaces &

Group Name™®: |Subiect Animal Census Status |

Group Order®:

Group Merge Code*: |ARC_CENSUS_STATU‘3

O Arc Order Form
Expedited Filter
Previously Reviewed Filter
Include Transgenic Animals
[  External Transfer

Form Name

Mo Match Reguired
Include if this Type is found
Mot Included if this Type is found

Expedited Filter [-none— ]

Previously Reviewed Filter |——nane— v|

Include Transgenic Animals [—none— ~]
O Internal Transfer Form

Expedited Filter [-none— ~]

Previously Reviewed Filter [--none— ~]

Include Transgenic Animals [~none— ~]

Make all desired selections in the filter option dropdown lists, then click the Save All Changes button. Note that

a selection is required in every dropdown list in order to save the category.

My Workspaces =

Group Name*: |[Subject Animal Census Stalus |

Group Order*:

Group Merge Code*: ‘ARC,CENSUS,STATUS

[]  Arc Order Form

Expedited Filter

Previously Reviewed Filter

Include Transgenic Animals
[0  Extemal Transfer

Expedited Filter

Previously Reviewed Filter

Include Transgenic Animals
[0 1internal Transfer Form

Expedited Filter

Freviously Reviewed Filter

Include Transgenic Animals

Not Included if this Type is found
Not Included if this Type is found ~
Not Included if this Type is found

Not Included if this Type is found

Not Included if this Type is found
Not Included if this Type is found

Mot Included if this Type is found
Not Included if this Type is found
Not Included if this Type is found

The category is added on the Set-up Agenda Categories page.

My Workspaces =

Group Name

Vivarium Set-up Agenda Categories 0
Save All Changes

Vivarium Set-up Agenda Categories 4

[ Add Agenda Filter } [ Add Group } [ Delete Group(s) ]

‘Group Display Order

ARC_ANIMAL_ISSUES

O Subject Animal Issue Reporting
=
|

| Subject Animal Census Status

ARC_CENSUS_STATUS
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Edit Agenda Category
Click the Setup Agenda Categories link under Animal Resource Center > Review Board Administration > System
Setup tab.

My Workspaces & Vivarium Board Administration

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

setp wene
Setup Allele

Setup Vendor Email Template

Setup Invoice Type

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template

Setup Expedite Report Template

PODBDIOIOIDDNI

The Set-up Agenda Categories page opens, as shown below.

My Workspaces = Vivarium Set-up Agenda Categories [ 4|

[ Add agendaFilter | [ AddGroup | [ Delete Groupes) |

Group Display Order

O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1

O Subject Animal Census Status ARC_CENSUS_STATUS 2z

Click the icon in the Edit column for the applicable category. The category is opened for editing.

My Workspaces & Vivarium Set-up Agenda Categories <]

Group Name*: ‘Sub]e:t Animal Census Status |

Group Order®:

Group Merge Code*: [ARC_CENSUS_STATUS |

B/ omNme

[1  Arc order Form

Expedited Filter |Not Included if this Type is found V|
Previously Reviewed Filter [Not Included i this Type is found |
Include Transgenic Animals |Nut Included if this Type is found V|

[0  External Transfer

Expedited Filter Mot Included if this Typs is found |
Previously Reviewed Filter [Not Included i this Type is found |
Include Transgenic Animals |Not Included if this Type is found V|

O Internal Transfer Form

Expedited Filter [Not Included i this Type is found |
Previously Reviewed Filter [Not Included i this Type is found |
Include Transgenic Animals [Nt Included if this Type is found |

Make any desired changes to fields at the top of the edit panel as follows:

— Group Name: descriptive name for the category; recall that categories are used when creating
a finalized agenda document template, so the name entered here should indicate the
contents of the category
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— Group Order: the entry in this field is shown in the Group Display Order column of the Set-up
Agenda Categories page, and dictates the order in which this category appears in the
finalized agenda document template

— Group Merge Code: enter the desired merge code to be used for inclusion of this category on
forms and in document templates; note that the code must include underscores where
spaces occur between words, and special characters (e.g., &, #, etc.) are not allowed

See the Using Merge Codes in Document Templates section of this manual for more information about working
with merge codes.

As shown in the screenshot below, select the checkbox(es) in the far-left column for any forms to be removed
from the category, then click the Remove button to remove the selected form(s).

My Workspaces & Vivarium Set-up Agenda Categories {4}

Save All Changes
Group Name™: |[Subject Animal Census Slalus |
Group Order™: 2|
Group Merge Code*: [ARC_CENSUS_STATUS |
________________________________oemtee_________________________|
[ Jarc Order Form
Expedited Filter Mot Included if this Type is found
Previously Reviewed Filter Mot Included if this Type is found
Include Transgenic Animals Mot Included if this Type is found
[0 | External Transfer
Expedited Filter Mot Included if this Type is found ~~
Previously Reviewed Filter Mot Included if this Type is found ~~
Include Transgenic Animals Mot Included if this Type is found
[] [ internal Transfer Form
Expedited Filter Mot Included if this Type is found -~
Previously Reviewed Filter Mot Included if this Type is found ~~
Include Transgenic Animals Mot Included if this Type is found

Click the Add button to attach forms to this category, if applicable. The Select Review Board Forms popup
appears, populated with all available forms for selection. Note that because forms are custom configured for
each institution, the list of forms shown here will vary.

Select Review Board Forms - Microsoft Edge = O X

| sslect | l Cancel ]

Arc Order Form

External Transfer

Internal Transfer Form

‘Wean Reguest Form

Click the Cancel button to close the popup without adding any forms to the category.
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Select the checkbox(es) in the far-left column for forms to be attached to the category, then click the Select
button.

Any selected form(s) is(are) added to the category add panel, with options to apply previously configured filters
for each form if desired. All previously configured filters are shown here.

See the Agenda Filter section of this manual for more information about filter configuration.

My Workspaces & Vivarium Set-up Agenda Categories

Save

Group Name™: |SuDJec1 Animal Census Status |

Group Order*:

Group Merge Code*: |ARC_CENSUS_STATUS |

=20 oeeteee

O Arc Order Form

Expedited Filter

Previously Reviewed Filter

Include Transgenic Animals
O External Transfer

Expedited Filter

Previously Reviewed Filter

Include Transgenic Animals
O Internal Transfer Form

Expedited Filter

Previously Reviewed Filter

Include Transgenic Animals

[ Mot Inciuded if this Type is found |
| Mot Included if this Type is found v|
[ Mot Included if this Type is found |

| Mot Included if this Type is found V|
| Mot Included if this Type is found v|
[ Not Included if this Type is found |

| Mot Included if this Type is found v|
| Mot Included if this Type is found v|
[Not Included if this Type is found |

When all desired changes to the category are complete, click the Save All Changes button to save changes and
close the edit panel.

Delete Agenda Category
Click the Setup Agenda Categories link under Animal Resource Center > Review Board Administration > System
Setup tab.

My Workspaces [ Vivarium Board Administration

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

Setup Lene

Setup Allele

Setup Vendor Email Template

Setup Inveoice Type

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template

Setup Expedite Report Template

I EEERE NN R

The Set-up Agenda Categories page opens, as shown below.
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My Workspaces [ Vivarium Set-up Agenda Categories

[ Add Agenda Filter ] [ Add Group ] Im

Group Display Order

Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
3]

4 Subject Animal Census Status ARC_CENSUS_STATUS 2

Select the checkbox in the far-left column for the applicable category(ies), then click the Delete Group(s) button.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Set-up Agenda Categories page without deleting the category(ies).

Click CONFIRM to delete the category(ies) and return to the Set-up Agenda Categories page. The category is
deleted.

My Workspaces Vivarium Set-up Agenda Categories 0

[ Add Agenda Filter ] [ Add Group ] [ Delete Group(s) ]

‘Group Display Order

Edit |Group Name

O Subject Animal Issue Reporting ARC_ANIMAL_ISSUES 1
[==3]

Setup Finalized Agenda Document Template
The iRIS™ system provides the ability to configure finalized meeting agenda templates that include commonly
used boilerplate text and can automatically pull a variety of system data into the agenda when it is generated.

This functionality is provided on the Finalized Agenda Templates page. To access the page, click the Setup
Finalized Agenda Document Template link under Animal Resource Center > Review Board Administration >

System Setup tab.
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My Workspaces = Vivarium Board Administration

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

2ETUpP VEnaor Eman |empiate

Setup Invoice Type

Setup Agenda Categories

Setup Finalized Agenda Document Template «
Setup Agenda Revision Document Template

Setup Expedite Report Template

Setup Meeting Minutes Template

The Finalized Agenda Templates page opens, as shown below. Notice the two instruction items and the
corresponding buttons for each.

My Workspaces & Vivarium Finalized Agenda Templates [ <]
1. Setup the Agenda Template Master which describes the layout of the mi d 1t
Agenda Template Master WM | setup Agenda Templa

2. Setup the Agenda Template Section which will merge the data from each Agenda submission

Submission Type Edit Template

Subject Animal Issue Reporting Setup Section Information

As indicated in the instructions, the first step is setting up the Agenda Template Master. Click the Setup Agenda
Template button to begin.

My Workspaces = Vivarium Finalized Agenda Templates <]

1. Setup the Agenda Template Master which describes the layout of the minutes document

Agenda Template Master Setup Agenda Template

2. Setup the Agenda Template Section which will merge the data from each Agenda submission
Submission Type ‘ Edit Template

Subject Animal Issue Reporting Setup Section Information

The Agenda Template Definition text editor page opens, as shown below.

My Workspaces = Vivarium Agenda Template Definition 0

[ Validate Merge Code Formatting ][ Insert Merge Code ][ Save Change ]

HTML Content

/s B I U S x ¥ FontFamiy v 12 v & [~ - =- = = - 1

S @ o £ = &8

Enter desired boilerplate text and Merge Codes and apply formatting as desired using the provided rich text
editor toolbar. See the Using Merge Codes in Document Templates section of this manual for more information
about working with Merge Codes.

Recall that this template will serve as the basis for all finalized agenda documents, and therefore it should
include all items considered standard and necessary to any finalized agenda. An example of a completed finalized
agenda template is shown below.
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My Workspaces & Vivarium Agenda Template Definition [ 4]

{ Validate Merge Code Formatting ” Insert Merge Code ]I Save Change I

HTML Content ‘

7 B I u § x x* Verdana M - 8 I - E- =~ = - E % Q = = 8 2
Finalized Meeting Agenda for ARC
[%rb_committee_name%)
Today's Date: [%:today%]
Meeting Date: [%rb_meeting_date%]
Meeting Location: [%rb_mesting_location¥s]
Chairperson: [%rb_chair_nama%]
Voting Members Present: [%:vote_members_present%]
Members Ex-Officio Present: [Samembers_exofficio_present®]
Administrative Staff Present: [%omembers_staff_present%]

Guests Present: [%omeeting_guests%]

Meeting Call to Order: [%:call_to_order%]

Meeting Old Business: [%:old_business:]

ing New Busi [%new_business%]

Meeting Motions: [%ameeting_motion%]

FULL BOARD MATCHES: [%:FULL_BOARD_MATCHES%:]
EXPEDITED MATCHES: [%EXPEDITED_MATCHES%]

Meeting Adjourned: [%meeting_end%]

When template content is complete, click the Save Change button to close the page and save the template.

Back on the Finalized Agenda Templates page, any previously configured, custom agenda category sections are
listed in the lower section of the screen. Each section can be configured to specify what information is to be
displayed for each submission in the agenda template master.

Note that custom agenda category configuration includes a study/protocol/project selection component that
automatically limits review items pulled into the meeting to those matching specific criteria. Adding a custom
category to the agenda does not pull all animal study/protocol/project items into the meeting.

See the Setup Agenda Categories section of this manual for more information about configuration of custom
agenda categories.

My Workspaces = Vivarium Finalized Agenda Templates |4 |

1. Setup the Agenda Template Master which describes the layout of the minutes document

Agenda Template Master Sctup Agenda Template

2. Setup the Agenda Template Section which will merge the data from each Agenda submission

Submission Type ‘ Edit Template
Subject Animal Issue Reporting Setup Section Information _

Again, recall that the template will serve as the basis for all finalized agenda documents; custom agenda
categories should only be added to the template if those categories are applicable to most meeting agendas.

Click the Setup Section Information button for any agenda category to be added to the finalized agenda
template. The Agenda Section Definition page opens, as shown below.
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My Workspaces = Vivarium Agenda Section Definition n

[ velidate Merge Cods Formatting || insert merge Code || save Change |

HTML Content ‘

« B I Uu § x = Font Family ~ 12 ~ 4 [+ frEr =EF = =E =E % = Q

The boilerplate text and Merge Codes entered here depend on the purpose of the agenda category. In this
example the category is intended to add animal issue reporting to the meeting, so its content is focused on

changes in animal life status and population counts. An example of a completed section definition is shown
below.

My Workspaces = Vivarium Agenda Section Definition [ <]

[ Validate Merge Code Formatting ][ Insert Merge Code }I Save Change I

HTML Content \

s B I U § x x* Verdana - 11 - & I~ 9~ =E~ =~ = ~

% M Q = =} 2

ARC Subject Animal Issue Reporting

Animals Subject to Quarantine: [%go_through_guarantine®]

Animal Inspection General Findings on Receipt: [%gen_apearence]

Animal Inspection Eyes, Ears, Nose, Mouth on Receipt: [%:eyes_ears_nose_mouth%]
Animal Inspection Urogenital on Receipt: [3turogenital_anus%]

Animal Inspection Respiratory on Receipt: [Yorespiratory%s]

Animal Inspection Hydration on Receipt: [%hydration¥:]

When section definition content is complete, click the Save Change button to close the page and save the
section definition.

Going forward, each ARC Meeting Agenda generated for a specific meeting date will consist of one document
that includes both the Agenda Template Master and any custom sections configured as above.

See the IACUC — Meeting Agenda, Minutes, and Meeting Manager manual for more information about meeting
functionality in iRIS™,

Setup Agenda Revision Document Template

The Revision Agenda Template is used to generate an addendum when a new submission is placed on the
agenda after the initial Agenda is published for a given meeting date.

This functionality is provided on the Finalized Agenda Templates page. To access the page, click the Setup

Agenda Revision Document Template link under Animal Resource Center > Review Board Administration >
System Setup tab.
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My Workspaces = Vivarium Board Administration

System Setup ‘ | List Maintenance Setup | | Clean-up ‘
¥  sewp venaor Eman |empiate

®  Setup Invoice Type

(] Setup Agenda Categories

®  Ssectup Finalized Agenda Document Template «

(] Setup Agenda Revision Document Template

[ ] Setup Expedite Report Template

®  Setup Meeting Minutes Template

- [ O .

The Setup Board Agenda Revision Templates page opens, as shown below.

My Workspaces & Vivarium Setup Board Agenda Revision Templates | <]

1. Setup the Revision Template Master which describes the layout of the minutes document

Revision Template Master Setup Revision Template

2. Setup the Revision Template Section which will merge the data from each Revision submission

Edit Template

Subject Animal Issue Reporting Setup Section Information

Notice that this page is nearly identical to the Finalized Agenda Templates page, with the exception that where
the Finalized Agenda Templates page is used to configure the Agenda Template Master, this page is used to
configure the Revision Template Master.

Where this feature is in use it is often necessary for the institution to configure applicable agenda categories to
capture the most common agenda revision scenarios and related, pertinent data. See the Setup Agenda
Categories section of this manual for more information about configuration of custom agenda categories.

The process of configuring the Revision Template Master is the same as that for configuration of the Agenda
Template Master. See the Setup Finalized Agenda Document Template section of this manual for details of
template configuration.

Setup Expedite Report Template
At institutions where the review board property rb.use_expedited_report is set to “Yes” within the Meeting
Settings group, it is possible to generate a summary of expedited reports for attachment to a meeting date.

This functionality is provided on the Setup Expedite Report Templates page. To access the page, click the Setup
Expedite Report Template link under Animal Resource Center > Review Board Administration > System Setup
tab.
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My Workspaces & Vivarium Board Administration

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

SETup Venaor eman |empiate

Setup Invoice Type

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template

Setup Expedite Report Template «

Setup Meeting Minutes Template

PODIDIOIOIDA

Crbiem Mesdrrmnn §nddne Cansone

The Setup Expedite Report Templates page opens, as shown below.

My Workspaces [ Vivarium Setup Expedite Report Templates 4|

1. Setup the Expedite Report Template Section which will merge the data from each Expedite submission

Expedite Report Template Setup Template

Click the Setup Template button. The Expedite Report Template Definition text editor page opens, as shown
below.

My Workspaces & Vivarium Expedite Report Template Definition [ 4]

[ Validate Merge Code Formatting H Insert Merge Code H Save Change ]

HTML Content

< B IT U § x x Font Family > 12 - 4 I~ I~ &~ E~ = ~

Enter desired boilerplate text and Merge Codes and apply formatting as desired using the provided rich text

editor toolbar. See the Using Merge Codes in Document Templates section of this manual for more information
about working with Merge Codes.

An example of a completed expedite report template is shown below.
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My Workspaces @ Vivarium Expedite Report Template Definition

Validate Merge Code Formatting ][ Insert Merge Code ]I Save Change I

HTML Content

Kl
==}
~
=
¢
»®
®
=
g
4
=
4
>
-
4
-
4
Iin
4
ii
4
fii
4
il

ARC Expedited ltems
[%rb_meeting_date%]

When template content is complete, click the Save Change button to close the page and save the template.

See the IACUC — Meeting Agenda, Minutes, and Meeting Manager manual for more information about
generation of the expedited report as it relates to meeting functionality in iRIS™.

Setup Meeting Minutes Template
The Meeting Minutes Template is used to generate a standardized minutes document for a given meeting date.

This functionality is provided on the Setup Board Minute Templates page. To access the page, click the Setup
Meeting Minutes Template link under Animal Resource Center > Review Board Administration > System Setup
tab.

My Workspaces & Vivarium Board Administration

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

2ETUpP VEnaor Eman |empiate
Setup Invoice Type

Setup Agenda Categories

Setup Finalized Agenda Document Template
Setup Agenda Revision Document Template

Setup Expedite Report Template

Setup Meeting Minutes Template «

The Setup Board Minute Templates page opens, as shown below.

My Workspaces Vivarium Setup Board Minute Templates 4]

1. Setup the Minutes Template Master which describes the layout of the minutes document

Minutes Template Master
2. Setup the Minutes Template Section which will merge the data from each Agenda submission
Submission Type ‘ Edit Template
Subject Animal Issus Reporting Setup Section Information

Notice that this page is nearly identical to the Finalized Agenda Templates page, with the exception that where
the Finalized Agenda Templates page is used to configure the Agenda Template Master, this page is used to
configure the Minutes Template Master.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 65



Animal Resource Center ARC Review Board Administration

The process of configuring the Minutes Template Master is the same as that for configuration of the Agenda
Template Master. See the Setup Finalized Agenda Document Template section of this manual for details of
template configuration.

Setup Outcome Letter Groups

The iRIS™ system allows for collecting sets of review board forms into custom configured Letter Type groups for
assignment to different board review types.

As shown below, the Letter Types list on the add/edit panel of the Setup Board Letter Templates page (see the
Setup Outcome Letter Templates section of this manual) includes two default entries:

My Workspaces Vivarium Setup Board Letter Templates | <]
[ Validate Merge Code Formatting ] [ Insert Merge Codes ] [ Save the Letier Template ]

Add a letter template.

—n
Sul
*Title: ‘Appluved With No Conditions Letter Type: o[l L8 (‘ﬂlleml

Outcome letter template for use on as-is approvals ‘

Comments:

HTML Content I Check In/Out

" B I u 5 Xz x* Font Family > 12 - & 1~ 9~ =- =~ =~ = = % E Q -4 =E &

— Outcome - General: letter templates of this type appear as options available for selection on
the Outcome Letter tab of submission processing screens

Note: filters assigned to custom outcome letter groups determine those groups’ availability in the dropdown list
on the Outcome Letter tab, but the Outcome — General Group is always be available. For example, a letter
associated to a group called “Outcome — Full Renewal Approval” that has a filter assigning that group to the Full
Renewal Submission type would only be available for a Full Renewal Submission type, this letter would not be
available for any other submission type.

— Submission: letter templates of this type appear as options available for selection on the
Submission Received Notification Letter tab of submission processing screens (shown below)

My Workspaces =

1ACUC Number:  TACUC-2018-3991| [acUC
PI: Administrator

Initial Review Submission Packet

Protocol Items ~ Miscellaneous  IACUC Items  Submission Forms

Management, Handling, Husbsndr/ MEdI(s| and Surgical Techniques of Small Laboratory Animals utilizing the Mouse
IACUC-2018-3991-272-1.0 mu\cuc 2018-3991 (M;m seulls), the Rat (Rattus norvegicus), the Hamster (Mesocricelus auratus), the Guinea Pig (Cavia porcellus) and
e Ral

it (Oryctolagus curiculus).

Print Friendly Create Letter

General Information
Outcome Letter O

Submission Components

Correspondence Notification Letter:

Submission History —rrra—

Approval Letter =
Changes Requested

No Letters have been created for this submission.

Pre-review Screening

Submission Received
Notification Letter

Review Checldist
and Comments

Review Summan

Custom configured Letter Type groups are added to the Letter Type dropdown list on the Setup Board Letter
Templates page (shown in the first screenshot above), and are optionally made available on the Outcome Letter
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tab of submission processing screens according to rules established at the time a Letter Type group is created or
revised (see Add Outcome Letter Group and Edit Outcome Letter Group subsections of this manual, below).

Letter Type groups are configured on the Setup Board Letter Group List page, shown below.

My Workspaces @ Vivarium Setup Board Letter Group List

Mo records found

Edit |Group Name

Add Outcome Letter Group
Navigate to Animal Resource Center > Review Board Administration > System Setup Tab > Setup Outcome Letter

My Workspaces & Vivarium Board Administration

| List Maintenance Setup || Clean-up |

Groups link.

System Setup

DELUP CRpEUinLe REpOre 1ermpidue
Setup Meeting Minutes Template
Setup Outcome Letter Groups *
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

D2OOPP2901

Setup Review Cycle

The Setup Board Letter Group List page opens. Click the Add Group button.

My Workspaces [ Vivarium Setup Board Letter Group List

No records found

Edit |Group Name

An add panel is opened for creation of the group. Enter the desired Group Name, as shown below, then click the
Add button at right.

My Workspaces = Vivarium Setup Board Letter Group List n

I Group Name*®: |A&nimal Order Forms | I

Form Name Exempt Processed Administrative

No records found
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A popup opens for selection of review board forms to be included in the group. Note that because forms are
custom configured for each institution, the list of forms shown here will vary.

Select Review Board Forms - Microsoft Edge = O *

Arc Order Form
External Transfer
Internal Transfer Form

‘Wean Reguest Form

Click the Cancel button to close the popup without adding any forms to the group.

Select the checkbox(es) in the far-left column for all forms to be included in the group, then click the Select
button to add them to the group and close the popup. As shown below, the selected forms are added to the list
of forms on the add panel.

My Workspaces & Vivarium Setup Board Letter Group List [ 4 |

Group Name*®: |Animal Order Forms

Form Name

O Arc Order Form O O O O
O External Transfer O O O O
O Internal Transfer Form O O O O

If any forms were selected from the popup list in error, select the checkbox(es) for any forms to be removed from
the group and click the Remove button.

My Workspaces & Vivarium Setup Board Letter Group List 0

Group Name®: |Animal Order Forms

Form Name

Arc Order Form O O O |
External Transfer O O O O
Internal Transfer Form O O O O
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Select or de-select the applicable checkboxes to make each form listed available/unavailable as part of the group
according to board review type when the group is selected in the Notification Letter dropdown list in the
Outcome Letter section of submission processing screens (shown below).

[~ Outcome Letter &

MNotification Letter: | __ none-- =

Mo Letters have been created for this submissien.

Note that all forms in the group are made available to the Full Board Review type by default.

An example of the fully configured group is shown in the screenshot below.

My Workspaces [ Vivarium Setup Board Letter Group List 0

Group Name®: |Animal Order Forms

E ==

Processed Administrative

O Arc Order Form O
O External Transfer O
O Internal Transfer Form O

Click the Save All Changes button to save the new group. As shown below, the group is added on the Setup
Board Letter Group List page.

My Workspaces & Vivarium Setup Board Letter Group List [ 4 |

[ Add Group ] [ Delete Group(s) ]

O Animal Order Forms
=]

The new Letter Type group is also added to the Letter Type dropdown list on the Setup Board Letter Templates
page and is made available on the Outcome Letter tab of submission processing screens for Expedite, Exempt
and Process Administratively board review types.

Edit Outcome Letter Group
Navigate to Animal Resource Center > Review Board Administration > System Setup Tab > Setup Outcome Letter
Groups link.
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My Workspaces = Vivarium Board Administration

| List Maintenance Setup || Clean-up |

System Setup

ELUY CAPEUILE REPUrL 1 Srmpidue
Setup Meeting Minutes Template
Setup Outcome Letter Groups *
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

2225229201

Setup Review Cycle

The Setup Board Letter Group List page opens. Click icon in the Edit column for the applicable group.

My Workspaces @ Vivarium Setup Board Letter Group List [ 4]

[ Add Group ] [ Delete Group(s) ]
Edit Group Name
O \h i [Animal Order Forms
The group is opened for editing. Make any desired changes to the Group Name.
My Workspaces & Vivarium Setup Board Letter Group List 0

Save All Changes

Group Name*: |Animal Order Forms

[sa0] [ amowe ]

Form Name Processed Administrative
N Arc Order Form 1
(| External Transfer [
O Internal Transfer Form O

To remove forms from the group, select the applicable checkbox(es) in the far-left column and click the Remove
button.

My Workspaces & Vivarium Setup Board Letter Group List 0

Save All Changes

Group Name*: |Animal Order Forms

Form Name Processed Administrative
O Arc Order Form O
[l External Transfer ]
O Internal Transfer Form O
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Select or de-select the applicable checkboxes to make each form listed available/unavailable as part of the group
according to board review type when the group is selected in the Notification Letter dropdown list in the
Outcome Letter section of submission processing screens (shown below).

[~ Outcome Letter &

Notification Letter: —none-- =

Mo Letters have been created for this submissien.

Note that all forms in the group are made available to the Full Board Review type by default.

In the example screenshot below, checkboxes for the Exempt board review type are de-selected. Applying this
change means that the forms shown will not be included in the Animal Order Forms group when it is selected
from the Notification Letter dropdown list (see screenshot above) for submissions assigned to the Exempt board
review type.

Click the Save All Changes button to save changes and close the edit panel.

My Workspaces @ Vivarium Setup Board Letter Group List 0

Group Name®: |Animal Order Forms '
[~ ]

Processed Administrative

O Arc Order Form O O
(| External Transfer O O
[} Internal Transfer Form O O

Delete Outcome Letter Group
Navigate to Animal Resource Center > Review Board Administration > System Setup Tab > Setup Outcome Letter

My Workspaces & Vivarium Board Administration

| List Maintenance Setup || Clean-up |

Groups link.

System Setup

SELUpP CRPpEUILE KEPUTL 1Ermpidue
Setup Meeting Minutes Template
Setup Outcome Letter Groups *
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

DDP2223201

Setup Review Cycle
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The Setup Board Letter Group List page opens. Select the checkbox(es) for the group(s) to be deleted and click
the Delete Group(s) button.

My Workspaces @ Vivarium Setup Board Letter Group List [ 4]
((asGrow | [[Dekee Growes |

Edit |Group Name
O Animal Order Forms
=

A confirmation popup displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click the CANCEL button to return to the Setup Board Letter Group List page without deleting the selected
template(s).

Click the CONFIRM button to confirm the deletion and return to the Setup Board Letter Group List page.

Setup Outcome Letter Templates

The iRIS™ system provides the ability to configure standardized outcome letter templates that include
commonly used boilerplate text and can automatically pull a variety of system data into the letters when they are
generated.

This functionality is provided on the Setup Board Letter Templates page. To access the page, click the Setup
Outcome Letter Templates link under Animal Resource Center > Review Board Administration > System Setup

tab.
My Workspaces & Vivarium Board Administration

| List Maintenance Setup || Clean-up |

System Setup

DELUpP CRpEUiLe REpUre rempiaue

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates ‘«
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

202022001

Setup Review Cycle
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The Setup Board Letter Templates page opens, as shown below.

My Workspaces Vivarium Setup Board Letter Templates 4]

[ ‘Add a New Template ] { Delete Selected Template(s) }

List of letter templates

2 result(s) found...

Date Modified

5 .
| Submission Corrections Required Submission Administrator 12/04/2019
1]

O il Transfer Coordinator Signoff Required Qutcome - General Administrator 12/04/2019

Add Outcome Letter Template
Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Outcome Letter

My Workspaces Vivarium Board Administration

| List Maintenance Setup | | Clean-up |

Templates link.

System Setup

IELUP CAXpPEUILE REPpUrL icmpidawe

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates «
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

20222321

Setup Review Cycle

The Setup Board Letter Templates page opens, as shown below.

My Workspaces & Vivarium Setup Board Letter Templates 0

|Lzcd 2 New Tempiate | [ Detete selected Tempiatats) |

List of letter templates

2 result{s) found...

Date Modified

5 -
O | |Submission Corrections Required Submission Administrator 12/04/2019

O il Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/2019

Click the Add a New Template button. As shown below, the Add a letter template panel opens for creation of the
new letter.
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My Workspaces & Vivarium Setup Board Letter Templates 0
Validate Merge Code Formatting Insert Merge Codes Save the Letter Template
Add a letter template.

*Title: |

Letter Type: [Oufcome - General

Comments: ‘ ‘

HTML Content | Check In/Out

B I u & x x? Font Family * 12 ~ &

I~ - =~ -~ =~

Enter the desired Title and Comments, then click in the Letter Type field and click to select an item in the
dropdown list. As shown below, the list includes two default entries:

— Outcome - General: letter templates of this type appear as options available for selection on
the Outcome Letter tab of submission processing screens

— Submission: letter templates of this type appear as options available for selection on the
Submission Received Notification Letter tab of submission processing screens

My Workspaces [ Vivarium Setup Board Letter Templates | <]
Validate Merge Code Formatting Insert Merge Codes Save the Letier Template
Add a letter template.

*Title: |Approved With No Conditions

Comments: |0UTCOMe letter template for use on as-is approvals ‘

HTML Content I

< B I U & x x Font Family > 12 -~ & 1~ - =~

i
q
y
lil
lil
'
3
0
y
]
[ 7

Note that any letter types configured via the Setup Outcome Letter Groups function are added to the Letter Type
dropdown list. When a custom configured letter type is selected, the associated letter template’s inclusion as an
option available for selection on the Outcome Letter tab of submission processing screens is dictated by rules

established when the Letter Group is created. See the Setup Outcome Letter Groups section of this manual for
more information about configuring Letter Groups.

Enter desired text and Merge Codes in the main text editor window. See the Using Merge Codes in Document
Templates section of this manual for more information about working with Merge Codes.

Apply any desired formatting, then click the Save the Letter Template button.
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My Workspaces = Vivarium Setup Board Letter Templates | 4]

Validate Merge Code Formatting Insert Merge Codes I Save the Letter Template I

Edit 3 letter template.

*Title: [Approved With No Conditions. Letter Type: [Oulcome - General -
Commants: |OUTCOTE Letter template for use on as-is approvals ‘
HTML Content I Check In/Out
<« B I u 5 Xz x? Arial v 12 - & I~ 9- = E~ =~ = % [a) Q -4 = =)

Approved with no conditions.

[%rb_committee_name%]

The template is added on the Setup Board Letter Templates page.

My Workspaces ® Vivarium Setup Board Letter Templates 4]

[Add 2 NewTempiate | [ Delete Selected Templates) |

List of letter templates

3 result(s) found...

| d ’ ST a adified b Date Mod

(] Approved with No Conditions Outcome - General Administrator 12/04/201%
O \_ | |Submission Corrections Required Submission Administrator 12/04/2019
O Transfer Coordinator Signaff Required Outcome - General Administrator 12/04/2018

Edit Outcome Letter Template

Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Outcome Letter
Templates link.

My Workspaces = Vivarium Board Administration

| List Maintenance Setup H Clean-up |

System Setup

DELUP CXPEUILE: KEPUTL Template

Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates ﬁ
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle

The Setup Board Letter Templates page opens, as shown below. Click the icon in the Edit column for the
applicable template.

My Workspaces © Vivarium Setup Board Letter Templates |«

[ Add a New Template ] [ Delete Selected Tempiate(s) ]

List of letter templates

3 result(s) found...

O | JAeeroved With No Conditions Outcome - General Administrator 12/04/2013
[m] Submission Corrections Required Submission Administrator 12/04/201%
(] Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/2019

As shown below, the template is opened for editing in an Edit a letter template panel.
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My Workspaces = Vivarium Setup Board Letter Templates | 4]
Validate Merge Code Formatting Insert Merge Codes Save the Letter Template

Edit a letter template.

*Title: |Approved With No Conditions Letter Type: [Oulcome - General

Comment to. [Outcome letter template for use on as-is approvals ‘

HTML Content | Check In/out

B I u s X2 b Font Family > 12 - & I~ 9~ =~ =~ =~

% W 0 £ = 8

Approved with no conditions.
[%rb_committee_name%]

Make desired changes to the Title, Comments and Letter Type fields. The Letter Type list includes two default
entries:

— Outcome - General: letter templates of this type appear as options available for selection on
the Outcome Letter tab of submission processing screens

— Submission: letter templates of this type appear as options available for selection on the
Submission Received Notification Letter tab of submission processing screens

|lle Merge Code Formatting ] [ Insert Merge Codes ] [ Save the Letter Template ]

--nong--
Submission

Letter Type: el e ]

Note that any letter types configured via the Setup Outcome Letter Groups function are added to the Letter Type
dropdown list. When a custom configured letter type is selected, the associated letter template’s inclusion as an
option available for selection on the Outcome Letter tab of submission processing screens is dictated by rules
established when the Letter Group is created. See the Setup Outcome Letter Groups section of this manual for
more information about configuring Letter Groups.

The two tabs in the lower part of the edit panel offer two different methods for revising the template’s content.
As shown below, the HTML Content tab (red arrow and box) allows for direct editing in the text editor window.

When all desired revisions are complete using the HTML Content tab, click the Save the Letter Template button
to save changes and close the edit panel.
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My Workspaces

=

Edit a letter template.

ARC Review Board Administration
Vivarium Setup Board Letter Templates 0
*Title: |Applwed VWith No Conditions |
I Outcome letter template for use on as-is approvals
HTML Content *
< B I u & x x Font Family
Approved with no conditions.
[%rb_committee_name%]

[ Validate Merge Code Formatting } { Insert Merge Codes ] I Save the Lettel I
> 12

r Template
- & I~

Letter Type: | Quicome - General

Check In/Out ﬁ
% =

0
below, the Check In/Out tab is opened.

-4

Edit a letter template.

Click the Check In/Out tab (blue arrow in screenshot above) to access the second editing method. As shown
My Workspaces =

Vivarium Setup Board Letter Templates |4}
Validate Merge Code Formatting Insert Merge Codes Save the Letter Template
“+Title: [Approved With No Conditions ]
Comments: |[0Utcome letter template for use on as-is approvals
HTML Content é

Letter Type: [Oulcome - General

Check In/Out *

Use "Download Document” to download the file to your workstation to edit the contents.

Use "Upload Document...” to find the edited file on your workstation and replace the previous version.

Download Document

Upload Document.

As per the instructions provided on this tab, click the Download Document button to download a copy of the

letter template in RTF format. The Download the RB Template Letter Content page opens, as shown below.
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My Workspaces = Vivarium Download the RB Template Letter Content 0

INSTRUCTIONS
Step 1:
If your browser blocks pop - ups, then after a few moments a bar similar to the one shown below may appear in your
browser.

&% To help protect your security, Internet Explorer blocked this site From downloading Files to your computer, Click here for options...

Simply click on the bar and a small drop down list will appear. Click Download File from the list of options.

Hoes information
Step 2:

In 3 few moments, your browser will prompt you to either Open or Save the file (see example below).
Note: this is not the actual File Download box, it is only a picture. In order to Check - out the document and edit it, you will

need to Save it to your workstation
L Download Complete ]
B G e s o e

S s e ‘ Cancel ‘

Pt 6 2042.106

e ) e ) (e ]

B e
B o o | s R P T 5 i Span e
o i e

To do so, click Save. This will open up a window similar to the one shown below that allows you to choose where in your
workstation you would like to save the document.

Once you've selected where you will save the document, click Save. After this, the Download Complete box will appear as
shown below. From here you can choose to open the document to edit it, open the folder that contains the document, or
Close the Download Complete box to edit the document later.

IT IS VERY IMPORTANT that after you've saved the file to your workstation and closed the Download Complete box that you
click the Download Complete button in iRIS. This allows you to check the document (or upload the document) back inta
iRIS once you've finished editing it.

To cancel the Document Check - Out, click Cancel. Note: If you've already saved the file to your computer, the file will
remain in your computer, however you will simply lose the option of checking the document back in.

What do you want to do with RBTempLetter.rtf (3.3 KB)?

~
From: iris-ba Open Save Cancel %

IMPORTANT: READ AND FOLLOW THE DIRECTIONS PROVIDED ON THE PAGE TO ENSURE UPLOAD OF THE REVISED
DOCUMENT WILL BE ENABLED. See items boxed in red in the screenshot above.

Make desired changes to the downloaded copy of the letter template in any rich text editor and save the file
under the same name as the original download.

Return to the Setup Board Letter Templates page and click the icon in the Edit column for the applicable
template. Click the Check In/Out tab (shown below) and click the Upload Document button.

My Workspaces & Vivarium Setup Board Letter Templates | < |
Validate Merge Code Formatiing Insert Merge Codes Save the Letter Template

Edit a letter template.

*Title: [Approved With No Canditions ] Letter Type: [Oulcome - General

Outcome letter template for use on as-is approvals |

Comments:

HTML Content Check In/Out

Use "Download Decument” to the file to your ion to edit the contents.

Use "Upload Document..." to find the edited file on your workstation and replace the previous version.

[ Download Document |

| Upload Dagument. |

An Add User Document popup opens, as shown below.
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Add User Document:

ARC Review Board Administration

Document Location:

Browse...

x|
Instruction: Uploading a document into iRIS™ requires locating the document on the computer. Once you have

located the document click on the *Save selected file' button. The buttons will become disabled. If the document
is a large document the window will stay in place until the upload operation has completed.

Save selected file “ Cancel

Follow the directions in the popup to navigate to the revised file on the local computer and upload it to the
Please Wait ...

iRIS™ system. As shown below, a countdown popup briefly appears as the upload is processed.

iRIS is uploading the file to the server.
save changes and close the edit panel.

This operation may take a moment.

My Workspaces =

When the popup closes, back in the Edit a letter template panel, click the Save the Letter Template button to
Vivarium

Edit a letter template.

Setup Board Letter Templates

*Title: [Approved With Ne Conditions
Comments:
~

B I

5

HTML Content
X
Approved with no conditions.

Outcome letter template for use on ss-is approvals
u x

Arial

[36rb_committee_names]

o
[
-2 - 8

Validate Merge Code Formatting Insert Merge Codes I Save the Letter Template I

Letter Type: | OQuicome - General
Check In/Out
I~ 9~ =~ =~ =~

%

Delete Outcome Letter Template
Templates link.

Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Outcome Letter
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My Workspaces = Vivarium Board Administration

| List Maintenance Setup H Clean-up |

System Setup

T OULUp CAPCUIG KCPUTL 1CIplas
Setup Meeting Minutes Template

Setup Outcome Letter Groups

Setup Outcome Letter Templates ﬁ
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle

The Setup Board Letter Templates page opens, as shown below. Select the checkbox(es) in the far-left column
for the template(s) to be deleted, then click the Delete Selected Template(s) button.

My Workspaces ® Vivarium Setup Board Letter Templates 0

[ Add a New Template ] | Delete Selected Template(s) |

List of letter templates

3 result(s) found...

O Approved With No Conditions Outcome - General Administrator 12/04/2019
O Submission Corrections Required Submission Administrator 12/04/2019
O Transfer Coordinator Signoff Required Outcome - General Administrator 12/04/2019

A confirmation popup displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click the CANCEL button to return to the Setup Board Letter Templates page without deleting the selected
template(s).

Click the CONFIRM button to confirm the deletion and return to the Setup Board Letter Templates page.

Setup Canned Motion
The iRIS™ system provides the ability for institutions to configure a list of predefined (“canned”) motions for use
in review board meetings. There is no limit to the number of canned motions that can be configured in this list.

Any configured canned motion is added to the Precanned Motion text dropdown list on the Submission Motion
page of the Vote tab in Submission processing screens.
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My Workspaces =

ARC Review Board Administration

IACUC

Submission Motion

"Precanned Motion text” allows you to import text from a pre-
defined template.

Precanned Motion text:

Save Changes
--nong-- v Add Canned Language
—none-
increase number of requested
Full IACUC Board Approval _
< B I U § xymymoaaaaaass - 2 - 4 - 9- =-
Ery Ey E E % @ a & &

To access the configuration list, click the Setup Canned Motion link under Animal Resource Center > Review
Board Administration > System Setup tab.

My Workspaces = Vivarium Board Administration
System Setup

| | List Maintenance Setup ‘ ‘

e L s s

Clean-up |
Setup Outcome Letter Templates

Setup Canned Motion «

Setup Template Language

Setup Correspondence Template

Setup Review Cycle

The Setup Canned Motion List page opens.

My Workspaces &

Vivarium Setup Canned Motion List | <}
List of approved canned motion
2 result(s) found...

[ Add a New Motion ] [ Delete Selected Motion(s) ]

Edit  (Motion Name

| |approved

Minutes Approved

Any canned motion configured here is added to the Precanned Motion text dropdown list on the Vote tab of
Submission processing screens.

My Workspaces &

Vivarium Submission Motion 0
"Precanned Motion text” allows you to import text

from a pre-defined template.

Font Famil 12 —
s/ B I U § x % v = - 8 1v q- =-
i —_ — o]
Er Ex E = % [ -4 =2 8

Add Canned Motion

Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Canned Motion
link.
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My Workspaces & Vivarium Board Administration

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

[
Setup Outcome Letter Templates
Setup Canned Motion *
Setup Template Language

Setup Correspondence Template

Setup Review Cycle

The Setup Canned Motion List page opens.

My Workspaces Vivarium Setup Canned Motion List | <}

[[2eaaNewiotion | [ pelete Selected Motione) |

List of approved canned motion

2 result(s) found...

| [ ——
S

| | Approved

| Minutes Approved

As shown below, an Add Canned Motion of submission item panel opens for configuration of the motion.

My Workspaces = Vivarium Setup Canned Motion List [ 4]

Add Canned Motion of submission item.

*Name: |

*Item Number:

Biclick here to edit/view the motion text

Enter the desired Name and Item Number. Item Number dictates the order in which canned motions appear on
the Setup Canned Motion List page and in the Precanned Motion text dropdown list on the Vote tab of
Submission processing screens.

Click the Click here to edit/view the motion text link to enter desired motion text.

My Workspaces [ Vivarium Setup Canned Motion List 0

Add Canned Motion of submission item.

*Name: |FuII Board Renewal Approved 1 YT

*Item Number:

I Blclick here to edit/view the motion text I
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As shown below, a Canned Motion text page with a text editor for creation and formatting of the motion text
opens.

My Workspaces [ Vivarium

Vivarium - Canned Motion text

Canned Motion text

Verdana 11
¢ B I U &

X3 B

= =
= - = -

Q
% [@ -4 = D
Main Full Board Vote:

A motion was made and seconded to renew approval of this study for one year with the current stamp/approved consent form
and HIPAA authorization addendum on file. A vote was taken and the motion was approved.|

Enter desired motion text and apply any desired formatting, as shown above, then click the Save button.

As shown below, the text is added to the Add Canned Motion of submission item panel. Click the Save Motion
button.

My Workspaces [ Vivarium Setup Canned Motion List (4]

Add Canned Motion of submission item.

*Name: |Full Board Renewal Approved 1 Y1

*Item Number:

X Main Full Board Vote:
Biclick here to edit/view the motion text

motion was made and seconded to renew approval of this study for one year with the current stamp/approved
consent form and HIPAA authorization addendum on file. & vote was taken and the motion was approved.

As shown below, the motion is added on the Setup Canned Motion List page.

My Workspaces & Vivarium Setup Canned Motion List [ 4]

[ Add a New Motion ] [ Delete Selected Motion(s) ]

List of approved canned motion

3 result(s) found...

(| | Approved

Edit |Motion Name

O ) Minutes Approved
=3

O]

3| Full Board Renewal Approved 1 Yr

Edit Canned Motion

Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Canned Motion
link.
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My Workspaces & Vivarium Board Administration

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

[
Setup Outcome Letter Templates
Setup Canned Motion *
Setup Template Language

Setup Correspondence Template

Setup Review Cycle

The Setup Canned Motion List page opens. Click the icon in the Edit column for the applicable motion.

My Workspaces [ Vivarium Setup Canned Motion List {4}

[ Add a New Motion ] [ Delete Selected Mation(s) ]

List of approved canned motion

3 result(s) found...

Motion Name

O 1| Approved
O Minutes Approved
=
O Full Board Renewal Approved 1 ¥r

As shown below, an Edit Canned Motion of submission item panel opens for configuration of the motion.

My Workspaces [ Vivarium Setup Canned Motion List {4}

Edit Canned Motion of submission item.

*Name: |Fu|| Board 1 Yr Renewal Approved

*Item Number:

Main Full Board Vote:

A motion was made and seconded to renew approval of this study for one year with the current
stamp/approved consent form and HIPAA authorization addendum on file. A vote was taken and the motion
was approved.

I@click here to edit/view the motion text|

Revise the Name and Item Number fields as desired. tem Number dictates the order in which canned motions
appear on the Setup Canned Motion List page and in the Precanned Motion text dropdown list on the Vote tab
of Submission processing screens.

Click the Click here to edit/view the motion text link to revise the motion text. As shown below, the motion is
opened in a Canned Motion text page with a text editor for revision and formatting of the motion text.
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My Workspaces & Vivarium Vivarium - Canned Motion text

Canned Motion text

= = - E % [@ & = 8 9D

Main Full Board Vote:
A motion was made and seconded to renew approval of this study for one year with the current stamp/approved consent form
and HIPAA authorization addendum on file. A vote was taken and the motion was approved.|

When changes are complete click the Save button. As shown below, the text is added to the Edit Canned Motion
of submission item panel. Click the Save Motion button.

My Workspaces Vivarium Setup Canned Motion List < |

Edit Canned Motion of submission item.

*Name: |FuII Board 1Yt Renewal Approved

*Item Number:

. Main Full Board Vote:
Biclick here to edit/view the motion text |A motion was made and seconded to renew approval of this study for one year with the current stamp/approved
consent form and HIPAA authorization addendum on file. A vote was taken and the motion was approved.

As shown below, the motion is revised on the Setup Canned Motion List page.

My Workspaces [ Vivarium Setup Canned Motion List 0

[ Add a New Motion ] [ Delete Selected Motion(s) ]

List of approved canned motion

3 result(s) found...

O ! | Approved

Edit |Motion Name

O Minutes Approved
2

O I 3| Full Board Renewal Approved 1 Yr

Delete Canned Motion
Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Canned Motion
link.

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 85



Animal Resource Center ARC Review Board Administration

My Workspaces & Vivarium Board Administration

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

[
Setup Outcome Letter Templates
Setup Canned Motion *
Setup Template Language

Setup Correspondence Template

Setup Review Cycle

The Setup Canned Motion List page opens. Select the checkbox(es) in the far-left column for the motion(s) to be
deleted, then click the Delete Selected Motion(s) button.

My Workspaces & Vivarium Setup Canned Motion List 4]

[ Add a New Motion } | pesste selected motionts) |

List of approved canned motion

3 result(s) found...

5
[l 3| Approved

Edit

Motion Name

O

Minutes Approved
2]

S

=
3| Full Board 1 Yr Renewal Approved

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Setup Canned Motion List page without deleting the motion(s).

Click CONFIRM to delete the motion(s) and return to the Setup Canned Motion List page. The motion(s) is(are)
deleted.

My Workspaces & Vivarium Setup Canned Motion List [ <]
[ Addanewmotion | [ Delete selected Motionts) |

List of approved canned motion

2 result(s) found...

‘ Edit | Motion Hame
N

O | Approved

O Minutes Approved
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Setup Template Language

The iRIS™ system provides the ability for institutions to configure a list of predefined (“canned”) text blocks for
insertion in Minutes, Agendas, and Outcome Letter documents via an Insert Template Language button, as

shown below.

My Workspaces =

Reference Number:
1ACUC-2015-3551-722-1.0
Submission Type:
Initial Review Submission Packet
IACUC Number:
1ACUC-2018-3551
Study Number:
147834837483
Does this letter require signature
signoffs?

Yes ® No
Share this letter with other Boards?

Yes ® No

IACUC Letter Kl Back

% 2! Expand Word Window -} Insert Template Language E Save Letter Changes

[ HTML Content Check In/Out

” B I U § x x* FontFamiy c iR e 0 us| e BEe =

- = -

%

Approval Letter
Animal Research Committee

Today's Date: August 20, 2019

To access the configuration list, click the Setup Template Language link under Animal Resource Center > Review
Board Administration > System Setup tab.

My Workspaces &

Vivarium Board Administration

|| List Maintenance Setup || Clean-up |

System Setup

Lt UL Lo s

Setup Outcome Letter Templates

Setup Canned Motion

Setup Template Language «

Setup Correspondence Template

Setup Review Cycle

The Setup Template Language List page opens.

My Workspaces [

List of template language

1 result(s) found...

Edit

Name

Vivarium Setup Template Language List | 4]

[ AddaNewapproved Text | | Delete Approved Text |

O | ARC Signature

[Sesignature_arc%:]

Any block of template language configured here is saved as a Merge Code and made available for insertion in
Minutes, Agendas, and Outcome Letters via an Add Canned Language button on the applicable processing

pages.
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My Workspaces Vivarium Submission Motion

"Precanned Motion text” allows you to import text
from a pre-defined template.

Precanned Motion text: Add Canned Language

o B I U § x B Font Family ~ 12 - & 1~ 9~

=9 =v = = % @ Q -4 BE =

See the Using Merge Codes in Document Templates section of this manual for more information about working
with Merge Codes.

Add Template Language

Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Template
Language link.

My Workspaces [ Vivarium Board Administration

System Setup H List Maintenance Setup H Clean-up |

it UL Ll s g
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language «

Setup Correspondence Template

Setup Review Cycle

The Setup Template Language List page opens. Click the Add a New Approved Text button.

My Workspaces = Vivarium Setup Template Language List 0

| Add aNew Approved Text | [ Delete Approved Text |

List of template language

1 result(s) found...

Edit |Name

O 1 ARC Signature [%4signature_arc3c]

As shown below, an Add a language item panel opens for configuration of the text block.

My Workspaces & Vivarium Setup Template Language List 0

Add a language item.

“Name: |

*Code: [%| 21

click here to add the language text
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Enter a descriptive Name and the desired Merge Code to be assigned to the block of text. Note that the code
must include underscores where spaces occur between words, and cannot include any special characters (e.g., &,

# etc.).

In the example below, a Name and Code are entered. Click the click here to add the language text link.

My Workspaces & Vivarium Setup Template Language List [ 4]

Save Approved Text

Add a language item.

“Name: |CDI Questions

*Code: [%‘coijuestiuns |%]

I click here to add the language textl

The Approved Template text page opens with a text editor for entry and formatting of the text block. Notice that
no Insert Merge Code button is available on this page. This is because the text block entered here will itself be
saved as a Merge Code, and Merge Codes cannot be nested within text blocks.

My Workspaces & Vivarium Vivarium - Approved Template text a

Save Change

HTML Content |

lil
&

Fa B I U & x o= Verdana > 11 - & I~ I~ =~ =~ = ~

A potential conflict of interest (COI) has been identified for one or more study personnel. Please contact the designated Coordinator for more information and
required next steps.

In the example shown above the desired text is entered. Click the Save Change button. The text block is added to

the Add a language item panel.

My Workspaces [= Vivarium Setup Template Language List 4 |

Add a language item.

“Name: |COI Questions ‘

*Code: [%:|coi_guestions %]

A potential conflict of interest (COI) has been identified for one or more study personnel. Please

click here to add the lan
iguage text . . . . .
contact the designated Coordinator for more information and required next steps.

Click the Save Approved Text button. As shown below, the item is added on the Setup Template Language List
page.
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My Workspaces [ Vivarium Setup Template Language List < |

[ MuaNewApprwedTem} [ Delete Approved Text ]

List of template language

2 result(s) found...

Edit |Name Merge Code

5
O | |ARC Signature [%&signature_arc:]
O 1 COI Questions [%acoi_questionsa]

Edit Template Language
Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Template

Language link.

My Workspaces & Vivarium Board Administration

System Setup H List Maintenance Setup H Clean-up |

P
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language «

Setup Correspondence Template

DO

Setup Review Cycle

The Setup Template Language List page opens. Click the icon in the Edit column for the applicable item.

My Workspaces & Vivarium Setup Template Language List < |

[ MdaNewAppruvedTeaﬂ] [ Delete Approved Text ]

List of template language

2 result{s) found...

Edit MName

O [ARC Signature [%&signature_arc¥c]

O COI Questions [%&coi_guestions%a]

As shown below, an Edit a language item panel opens for revision of the text block.

My Workspaces & Vivarium Setup Template Language List 0

Save Approved Text

Edit a language item.

*Name: [ARC Signature

*Code: ["z’ulsignatureiarc |%]

Thank you for your time,
I click here to add the language lexlIPleaSE contact [add contact], phone number [add phone number] with any specific questions, or
email ARC@davis.edu for general inquiries.
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Make desired changes to the Name and Merge Code fields. Note that the code must include underscores where
spaces occur between words, and cannot include any special characters (e.g., &, #, etc.).

Click the click here to add the language text link to edit the text block. As shown below, the text block is opened
for editing in the Approved Template text page.

My Workspaces & Vivarium Vivarium - Approved Template text |}

HTML Content ‘

s B I Uu § x; x Times New Roman ~ 16 ~ & I I>-=- =~ = - %

Thank you for your time.
Please contact [add contact], phone number [add phone number] with any specific questions, or email [add email address] for general
ingquiries.

Notice that no Insert Merge Code button is available on this page. This is because the text block entered here will
itself be saved as a Merge Code, and Merge Codes cannot be nested within text blocks.

Make desired changes to the text block, then click the Save Change button. As shown below, the text is added to
the Edit a language item panel. Click the Save Approved Text button.

My Workspaces & Vivarium Setup Template Language List 4 |

Edit a language item.

*Mame: [ARC Signature

*Code: [°.-’u|signature_arc |°.-"o]

Thank you for your time,
click here to add the language text |Please contact [add contact], phone number [add phone number] with any specific questions, or

email [add email address] for general inquiries.

The edit panel closes, and the item is revised.

My Workspaces & Vivarium Setup Template Language List | 4 |

[ AndaNewApprwedTm] [ Delete Approved Text ]

List of template language

2 result(s) found...

Edit |Name

| 3| ARC Signature [eesignature_arc®:]

O | |cor Questions [%acoi_questionsa]
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Delete Template Language
Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Template

Language link.

My Workspaces & Vivarium Board Administration

System Setup H List Maintenance Setup H Clean-up |

P
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle

The Setup Template Language List page opens. Select the checkbox(es) in the far-left column for the item(s) to
be deleted, then click the Delete Approved Text button.

My Workspaces [ Vivarium Setup Template Language List 0
[ Add a New Approved Text ] I Delete Approved Text I

List of template language

2 result(s) found...

Edit |Name Merge Code
O 3| ARC Signature [%esignature_arc®c]
| |cor Questions [“acoi_questions®]

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Setup Template Language List page without deleting the item(s).

Click CONFIRM to delete the item(s) and return to the Setup Template Language List page. The item(s) is(are)
deleted.
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My Workspaces Vivarium Setup Template Language List |4 |

[ MdaNewAppruvedTE)d] [ Delete Approved Text ]

List of template language

1 result(s) found...

Edit |Name

1 1 ARC Signature [Sesignature_arcic]

Setup Correspondence Templates

The iRIS™ system provides the ability to configure standardized correspondence templates that include
commonly used boilerplate text and can automatically pull a variety of system data into the correspondence
when it is generated.

This functionality is provided on the Setup Board Correspondence Templates page. To access the page, click the
Setup Correspondence Template link under Animal Resource Center > Review Board Administration > System
Setup tab.

My Workspaces & Vivarium Board Administration

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

Lt euLLAIL LaLinn v
Setup Qutcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template «

Setup Review Cycle

The Setup Board Correspondence Templates page opens, as shown below.

My Workspaces [ Vivarium Setup Board Correspondence Templates | <]

[ Add Template ] [ Delete Template ]

O Multiple Submissions of Amendments and Continuing Review Notification
=-3]

|:| 4 Study Expiration Notice

Correspondence templates can be employed when creating a correspondence record within the submission
processing screens. Configured templates are made available via a Template dropdown picklist above the
embedded rich text editor.
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Vivarium Submission Correspondence {4}

Appmved Application for Animal Research

TACUC Number: ANI-16-407
Alias:  Application for Animal Research
PI: Investigator Jane jr, M.D. Brig. Gen.

My Workspaces =

[ Save & Send Correspondence ]

+Send Email Template: [E=n ]| Impor tempiate || e

*Subject

*Content

* Recipient(s): » )
T ¢ B I U 5 x x Font Family 12 4 i T
EslyaKn(=): E- =E-E=E-r=E =E % @ o & a

Additional Reply To(s):
Attachments

Add Attachment

No Attachments have been added to
this message

The desired template is selected in the list and when the Import template button is clicked, the template’s
content is pulled into the text editor.

Add Correspondence Template
Navigate to Animal Resource Center > Review Board Administration > System Setup Tab > Setup Correspondence

Template link.

My Workspaces & Vivarium Board Administration

System Setup H List Maintenance Setup H Clean-up |

Ltup aLsTL Lt s
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template «

Setup Review Cycle

The Setup Board Correspondence Templates page opens, as shown below.

My Workspaces [ Vivarium Setup Board Correspondence Templates (4]

I Add Template I Delete Template

O Multiple Submissions of Amendments and Continuing Review Notification
=-3]

O i Study Expiration Notice

Click the Add Template button. As shown below, an add panel opens for creation of the correspondence.
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My Workspaces @ Vivarium Setup Board Correspondence Tem)

[ Insert Merge Code ] [ Save Template ]

“Title: |

*Content:
&S B I u & x x Font Family + 12 +« & 1~ - =~
EyErE E % @ o =# a

Enter desired text and Merge Codes in the main text editor window. See the Using Merge Codes in Document
Templates section of this manual for more information about working with Merge Codes.

My Workspaces & Vivarium Setup Board Correspondence Templates

[ Insert Merge Code ] | save Template |

“Title: Pl Certification Expired |
“Content:
Verdana 11
~ B I u & x x - A I~ 9~ =~
o — — Q
= = - = % @ - a2 9
[%today%]

Dear [%pi_fnames] [%pi_lname%]:

To fulfill the terms of the FederalWide Assurance our Institution and the DHHS Office for Human Research Protections
(OHRP), the IRB requires that investigators and their research staff complete a course in the protection of human
research subjects every 3 vears.

Your certification in research education expired on [Insert Expiration Date]

Because you are the principal investigator for this study and because your research education certification
has expired:

-

Accrual of subjects into this study is suspended immediately.

You and your co-investigators and research staff may follow subjects already enrolled for safety, but

no new subjects may be enrolled and the data already collected may not be analyzed.

If this is a chart review or database study, you must not collect data on new subjects and you must

stop analyzing data that you have already collected.

The status of the study referenced above has been changed to “Temporarily Closed to Accrual —

ini: ively Inactivated.”

not review any new protocol that you submit to the IRB as a principal investigator.

. The IRB will not approve your participation as a co-investigator in any new research protocol

. The IRB will not renew approval of your participation in any studies that are due for continuing
review.

™

w

=

Sawm

When the IRB has received a copy of your certificate documenting completion of the education
requirement, you will be notified in writing that you may resume accrual of new subjects to this study or
resume data collection and analysis for a chart review/database study and the study status will be
returned to “Open” status.

You may not enroll new subjects until you have been informed in writing by the IRB that you have approval
to do so.

Options for renewal of research education:

Apply any desired formatting, then click the Save Template button. The template is added on the Setup Board
Correspondence Templates page.

My Workspaces [ Vivarium Setup Board Correspondence Templates

[ Add Template ] [ Delete Template ]

Edit Title

O ) Multiple Submissions of Amendments and Continuing Review Notification
—i

O ) Study Expiration Notice
=4

O | |PL Certification Expired

© 2020 iMedRIS Data Corporation iRIS™ 11.02.01 95



Animal Resource Center ARC Review Board Administration

Edit Correspondence Template
Navigate to Animal Resource Center > Review Board Administration > System Setup Tab > Setup Correspondence
Template link.

My Workspaces [ Vivarium Board Administration

System Setup H List Maintenance Setup H Clean-up |

LR CutTIL et arvuaps
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template «

Setup Review Cycle

The Setup Board Correspondence Templates page opens, as shown below.

My Workspaces [ Vivarium Setup Board Correspondence Templates

[ Add Template ] [ Delete Template ]

| Multiple Submissions of Amendments and Continuing Review MNotification
1 ) Study Expiration Notice
|

PI Certification Expired

Click the icon in the Edit column for the applicable item. As shown below, the correspondence is opened in an
edit panel. Make desired changes in the Title and Content fields.

My Workspaces & Vivarium Setup Board Correspondence Templates | <]

[ Insert Merge Code ] | save Tempiate |

*Title: PI Certification Expiration Notice| |

*Content:
< B I U § x x Font Family ~ 12 ~ & I- 9~ E~
E Yy ErE O=E % @ o = =
[today¥e]

Dear [%pi_fname%] [%pi_Iname%]:

To fulfill the terms of the FederalWide Assurance our Institution and the DHHS Office for Human Research Protections
(OHRP), the IRB requires that investigators and their research staff complete a course in the protection of human
research subjects gvery 3 vears

Your certification in research education expired on [Insert Expiration Date]

Because you are the principal investigator for this study and because your research education certification
has expired:

Accrual of subjects into this study is suspended immediately.

You and your co-investigators and research staff may follow subjects already enrolled for safety,
but no new subjects may be enrolled and the data already collected may not be analyzed.

If this is a chart review or database study, you must not collect data on new subjects and you must
stop analyzing data that you have already collected.

The status of the study referenced above has been changed to “Temporarily Closed to Accrual —
Administratively Inactivated.”

The IRB will not review any new protocol that you submit to the IRB as a principal investigator.

The IRB will not approve your participation as a co-investigator in any new research protocol

The IRB will not renew approval of your participation in any studies that are due for continuing
review.

gam koW me

When the IRB has received a copy of your certificate documenting completion of the education
requirement, you will be notified in writing that you may resume accrual of new subjects to this study or
resume data collection and analysis for a chart review/database study and the study status will be
returned to “Open” status.

You may not enroll new subjects until you have been informed in writing by the IRB that you have
approval to do so.

Options for renewal of research education:

See the Using Merge Codes in Document Templates section of this manual for more information about working
with Merge Codes.
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When all desired changes are complete, click the Save Template button. The template is revised on the Setup

Board Correspondence Templates page.

My Workspaces [ Vivarium Setup Board Correspondence Templates 4 |

[ Add Template ] [ Delete Template ]

Edit  |[Title

[l 3| Multiple Submissions of Amendments and Continuing Review Notification
O A Study Expiration Notice

|:| il PI Certification Expiration Notice

Delete Correspondence Template
Navigate to Animal Resource Center > Review Board Administration > System Setup Tab > Setup Correspondence

Template link.

My Workspaces = Vivarium Board Administration

System Setup H List Maintenance Setup H Clean-up |

.
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template «

Setup Review Cycle

The Setup Board Correspondence Templates 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 & Vivarium Setup Board Correspondence Templates 0

[ Add Template ] | Delete Template |

O Multiple Submissions of Amendments and Continuing Review Notification
3
[l Study Expiration Notice
3]
PI Certification Expiration Notice

A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to return to the Setup Board Correspondence Templates page without deleting the template(s).

Click CONFIRM to delete the item(s) and return to the Setup Board Correspondence Templates page. The
template(s) is(are) deleted.

My Workspaces & Vivarium Setup Board Correspondence Templates | 4 |

[ Add Template ] [ Delete Template ]

O Multiple Submissions of Amendments and Continuing Review Notification
=3

1 | |Study Expiration Notice

Setup Review Cycle
The iRIS™ system provides the ability to configure standardized review cycle terms

This functionality is provided on the Setup Review Cycle List page. To access the page, click the Setup Review
Cycle link under Animal Resource Center > Review Board Administration > System Setup tab.

My Workspaces & Vivarium Board Administration

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

Lt euLLAIL LaLinn v
Setup Qutcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspondence Template

Setup Review Cycle «

The Setup Review Cycle List page opens, as shown below.
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My Workspaces & Vivarium Setup Review Cycle List [ 4]

{ Add a Review Cycle ] [ Delete Review Cycle(s) ]

2 result(s) found...

Edit |Name

O ) Biannual

O Bl Annual

Review cycles configured here populate the Review Cycle dropdown picklist on the Outcome tab of submission
processing screens (red box and arrow in screenshot below).

When an item is selected from the Review Cycle picklist on an approved submission, the IACUC Expiration Date
field automatically calculates the corresponding expiration date (blue box and arrow in screenshot below) based
on the Submission Approval date.

My Workspaces & .| IACUC: Committee A Initial Review Submission Form

Protacol Items M IACUC Ttems ission Forms  Additional Attached Forms

Save the Submission Outcome

General Information

[ TACUC Review Outcome &

Submission Components

Correspondence

Raview Outcome: Study Status: [Pending - Submitted for Iniial Review -
Submission History —none—

Pre-review Screening

Submission Received

Notfication Letter Subrmission Approvals [ [5]
Review Checklist
and Comments Mesting Approvaloate: [ [
Review Summary

&=
Submission Discussion | Internal Comments:

Recommendation

)
Stipulation " Shared Comments:

Internal Submission
Routing

o
=
Meeting Date:  08/30/201% @ 01:00 PM LacucEmtaiApe osah =
T g
I = =1 « " «

Y-

f——
Last Contining Review Approved:
Type Assigned: ? e
. Continuing ReviewDues || [
Tamporary Gomt: | Oves ®to EH
‘Add a Protocol Version amendment

The IACUC Expiration date auto-populates based on the Submission Approval date and the number of months in
the Review Cycle selected.

Submission Approval:  (7/01/2014 v

= Internal

Comments:
= Shared

Comments:

-

Take Note:
Meeting IACUC P
s 07/25/2014 Initial v

- Approval:
fﬂ'lf“ 12 Months h —
Cycle: IACUC irati
: : . 813002015 v Calculate Expiration Date

Teaching: D ves @ No
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Note that where the Review Cycle field is left blank the user designates an expiration date using the calendar
widget provided for the expiration date field.

Add Review Cycle

Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Review Cycle
link.

My Workspaces [ Vivarium Board Administration

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

Lt LT Ll e
Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

Setup Correspond e T lat

Setup Review Cycle «

The Setup Review Cycle List page opens, as shown below. Click the Add a Review Cycle button.

My Workspaces Vivarium Setup Review Cycle List | 4 |

| 2dd a Review Cycle | [ Delete Review Cycle(s) ]

2 result(s) found...

Edit |Name
O 1 Biannual
| i Annual

An add panel is opened for creation of the new review cycle. Enter a descriptive Name, then enter the number of
months for the cycle in the Review Cycle Number in Months field. An example of the filled panel is shown below.

My Workspaces Vivarium Setup Review Cycle List 4|

*Name: | EBiennial

#Review Cycle Number in
Months : months

Click the Save Review Cycle button to save the new review cycle and close the add panel. As shown below, the
new review cycle is added on the Setup Review Cycle List page.
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My Workspaces [ Vivarium Setup Review Cycle List 0

[ Add a Review Cycle ] [ Delete Review Cycle(s) ]

3 result(s) found...

Edit |Name

[l \ | |Biannual

O \_ 1 Annual

O =5l Biennial
Edit Review Cycle

Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Review Cycle
link.

My Workspaces = Vivarium Board Administration

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

Lt LT Ll e
Setup Outcome Letter Templates
Setup Canned Motion

Setup Corr d e T lat

Setup Review Cycle «

-
-
(] Setup Template Language
-
-

The Setup Review Cycle List page opens, as shown below. Click the icon in the Edit column for the applicable
review cycle.

My Workspaces [ Vivarium Setup Review Cycle List O

[ Add a Review Cycle ] [ Delete Review Cycla(s) ]

3 result{s) found...

1 3 Biannual

O 54 Annual
=

| Biennial

The selected review cycle is opened in an edit panel. Make desired changes to the Name and Review Cycle
Number in Months fields, then click the Save Review Cycle button to save changes and close the edit panel.

My Workspaces @ Vivarium Setup Review Cycle List 0

*Name: | Six Months

*Review Cycle Number in
Months : El months

The review cycle is revised on the Setup Review Cycle List page.
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My Workspaces [ Vivarium Setup Review Cycle List 0

[ Add a Review Cycle ] [ Delete Review Cycla(s) ]

3 result(s) found...

Heg
| 4 Six Months
O JinS} Annual
%
O Biennial
[=3]

Delete Review Cycle
Navigate to Animal Resource Center > Review Board Administration > System Setup tab > Setup Review Cycle

link.
My Workspaces [ Vivarium Board Administration

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

g UL UL Liains s

Setup Outcome Letter Templates
Setup Canned Motion

Setup Template Language

d Iat,

Setup Corresp e Temp

Setup Review Cycle «

The Setup Review Cycle List page opens, as shown below. Select the checkbox(es) in the far-left column for the
review cycle(s) to be deleted, then click the Delete Review Cycle(s) button.

My Workspaces @ Vivarium Setup Review Cycle List

Add a Review Cycle Delete Review Cycle(s)

3 result(s) found...

Edit |Name

"
1 .5 ix Months

O Annual
=l
A - -
Biennial
=)

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM
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Click CANCEL to return to the Setup Review Cycle List page without deleting the selected review cycle(s).

Click CONFIRM to delete the item(s) and return to the Setup Review Cycle List page. The review cycle(s) is(are)
deleted.

My Workspaces & Vivarium Setup Review Cycle List [ 4 |

[ Add a Review Cycle ] [ Delete Review Cycle(s) ]

2 result(s) found...

Edit |Name

O | Biannual

| S| Annual

Setup Notifications
The iRIS™ system provides tools for creation of editable, boilerplate Review Board Administration and system
notifications.

For more information about any of the functions shown in the Review Board Notification Setup section of the
screenshot below, see the Animal Resource Center — Review Board Administration Notifications manual.

My Workspaces = Vivarium Board Administration

Copy Configurations

SystemSetup | [ ListMaintenanceSetup | [ Clean-up

Review Board System Setup Review Board Notification Setup

Board Definition Animal Health Record Setup

Board Configuration Options Internal Transfer Originating PI Signoff Notification Setup
Broadcast Notice Internal & External Transfer Coordinator Signoff Notification Setup
Business Associate List Internal & External Transfer Veterinarian Signoff Notification Setup
Setup Committee List Overdue Tasks Notification
Setup Review Board Roles Task Assignment Notification
Setup Role Access Task Complete Notification
Setup Pricing Level

Setup Order Status

Invoice Setup and Notification
Review Response Notification Setup
Setup Order Numbering Reviewers Notification Setup
Setup Ticket Numbering Internal Documents Notification
Setup Material Order List

Setup Material Order Ttem List

Internal Routing Notification

Pre Review Assignment Notification
Setup Transfer Numbering Meeting Agenda And Minute Notification
Setup Wean Numbering Meeting Attendance Notification Setup
Setup Facilities/Buildings/Floors/Room Outcome Letter Notification

Setup Cage Status Outstanding Stipulations Notification

' A EEEEEEREEEE R NN N ]

Setup Cage Types Special Purpose Forms Response Notification Setup

Setup Cage Records

Getun Cane Dencnn and Neccrintinn

List Maintenance Setup Tab
The List Maintenance Setup tab under Animal Resource Center > Review Board Administration contains a list of
configurable dropdown lists for use in iRIS™.
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System Setup | List Maintenance Setup ‘ Clean-up

Review Board Lists

Animal Species Configuration List

Animal Species Category Configuration List
Animal Species Sex Configuration List

Animal Expense Category Configuration List
Animal Transaction Type Configuration List
Animal Procedure & Service Configuration List
Animal Study Type Configuration List

Animal Document Categories Configuration List
Anesthetic Configuration List

Analgesia Configuration List

Device Configuration List

Restraint Device Configuration List

Drug Configuration List

Euthanasia Method Configuration List

Fluid Extract Configuration List

Internal Document Category

Internal Routing User Roles

Paralyzing Agent Configuration List
Predefined Stipulations

Review Outcome/Outcome Configuration List
Reviewer Rank Configuration List

Setup Review Board Stipulation Actions

Study Document Outcome/Outcome Configuration List
Substance Configuration List

Strain Configuration List

IACUC Drug Configuration List

Tr ilizing Drug C ation List
USDA Class Configuration List

Vaccination Configuration List

Issue Reporting Types

For more information, see the Animal Resource Center — List Maintenance manual.

Clean-up Tab
The Clean-up tab under Animal Resource Center > Review Board Administration provides access to pages that
allow the system administrator to transfer tasks among staff members and unlock orders for editing.

My Workspaces & Vivarium Board Administration [ 4|

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

Review Board System Setup

- Transfer outstanding tasks
- Unlock Orders for Editing

Transfer outstanding tasks
When a Coordinator leaves the institution, tasks assigned to that user must be reassigned to a different user in
order to avoid any breaks in study processing continuity.
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IMPORTANT: the iRIS™ user profile for the Coordinator whose tasks are being reassigned must still exist in the
system, and that user must be designated as a Coordinator.

This process is completed on the Transfer RB Tasks page. To access the page, navigate to Animal Resource Center
> Review Board Administration > Clean-up tab > Transfer outstanding tasks link.

My Workspaces & Vivarium Board Administration I

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

(] Transfer outstanding tasks «
(] Unlock Orders for Editing

The Transfer RB Tasks page opens, as shown below.

My Workspaces & Vivarium Transfer RB Tasks [ 4]

[ Transfer task to new user ]

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

[<none— ~] [<none— ]

Here, the System Administrator or designee can look up a Coordinator name, view tasks assigned to that
Coordinator, and reassign them individually or in a group to one or more other, active Coordinators in the

system.

Click in the Select the user that tasks are currently assigned to field to open a dropdown list of users assigned to
the role of Coordinator.

My Workspaces & Vivarium Transfer RB Tasks 4

[ Transfer task to new user ]

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

--none-- ]

Aguilar-Villarreal, Argentina
Bonilla, Moizes AMBA
Glaser, Trevor, M.D. Ph.D.

Gutierrez, Jane, B.5.

Jackson, Rachel

Jain, Ritu, M.D. Ph.D.

Makwana, Minarik, M.5.

Mandloi, Akasha, M.5.

Medlock, Stephen e

Title/ Task type

Click an item in the list to select the name of the Coordinator whose tasks are to be reassigned.
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As shown below, all tasks currently assigned to the selected Coordinator populate in the Study Title/ Task type
list.

My Workspaces & Vivarium Transfer RB Tasks | 4]

[ Transfer task to new user ]

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

|Glasel. Trevor, M.D. Ph.D. V| * |—-none-— \/l

Study Title/ Task type

Conflict of Interest Reviewer Assignment
Conflict of Interest Reviewer Assignment
Conflict of Interest Reviewer Assignment

Select the checkbox(es) for the task(s) to be reassigned to a different Coordinator.

Note that in the example above all tasks are selected, but individual tasks can also be reassigned to different
Coordinators by selecting a single task and repeating the process of reassignment multiple times.

Click in the Select the user who will accepts these tasks field to open a dropdown list of users currently assigned
to the role of Coordinator.

My Workspaces & Vivarium Transfer RB Tasks a

[ Transfer task to new user ]

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:

[Glaser, Trevor, M.D_Ph.D. ]

Aguilar-Villarreal, Argentina

: Bonilla, Moises A MBA
- SIS TS Glaser, Trevor, M.D. Ph.D.

Conflict of Interest Reviewer Assignment iu:‘esr;:z:éj:::élas'

Jain, Ritu, M.D. Ph.D.

Malkwana, Minarik, M.5.

Mandloi, Akasha, M.5.

Medlock, Stephen e

Conflict of Interest Reviewer Assignment

Conflict of Interest Reviewer Assignment

Click an item in the list to select the name of the Coordinator to whom the selected task(s) is(are) to be
reassigned, then click the Transfer task to new user button.

My Workspaces = Vivarium Transfer RB Tasks 4 |
I Transfer task to new user I

Select the user that tasks are currently assigned to: Select the user who will accepts these tasks:
[Glaser, Trevor, M.D. Ph.D. ~] Medlock, Stephen v

Study Title/ Task type

Conflict of Interest Reviewer Assignment
Conflict of Interest Reviewer Assignment

Conflict of Interest Reviewer Assignment
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A confirmation popup briefly displays, then closes automatically when its countdown timer expires.

Tasks were successfully transferrad.

The reassigned tasks will now appear in the Workspace(s) of the new assignee(s).

Unlock Orders for Editing

Animal, supply and service orders are automatically locked in the iRIS™ system at certain stages of order and
billing processing, such as following ledger reconciliation. When an error or needed change is discovered in a
locked order, the System Administrator or designee can unlock the order to enable editing.

This process is completed via the Unlock Orders for Editing link under Animal Resource Center > Review Board
Administration > Clean-up tab.

My Workspaces & Vivarium Board Administration I

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

Review Board System Setup

(] Transfer outstanding tasks

(] Unlock Orders for Editing «

The Find an Order page opens, as shown below. An Open column is provided to open orders for viewing (see the
ARC Orders and Billing Processing manual for order processing details), and a Find an Order Filters form is
provided at the top of the page for entry of search criteria.

Find an Order Filters &
e — B —
OrderMumber:[ | Order Status: Completed
| ote onder paced: [rone= <] ]| L .
| I T I
e

19 result(s) found... 1-10 P

Study Title
Open Order status Requisition Number Order Number | IACUC Number [——————————| principal Investigator

Study Number

Mechanism of Muscle Wasting & Identification of Key Tumor Cell-Released Factors that Induce Cachexia & Intramuscular Mechanisms of Cancer
IACUC-2019-044  Cachexia & Prognostic Biomarkers for ZIP4-mediated Cachexia in Pancreatic Cancer

Mechanism of Muscle Wasting & Identification Investigator, John Samson II, B.S.

Mechanism of Muscle Wasting & Identification of Key Tumor Cell-Released Factors that Induce Cachexis & Intramuscular Mechanisms of Cancer

Cachexia & Prognostic Biomarkers for ZIP4-mediated Cachexia in Pancreatic Cancer
Completed ORDER-2019-019  [ACUC-2015-044

Mechanism of Muscle Wasting & Identification Investigator, John Samson 11, 5.5,  Anmals R Us - 03/08/2015 03/07/2019
Animals R Us )

Mechanism of Muscle Wasting & Identification of Key Tumor Cell-Released Factors that Induce Cachexia & Intramuscular Mechanisms of Cancer
—— ORDER-2019-026 IACUC-2019-044 | C2Chexia & Prognostic Biomarkers for ZIP4-mediated Cachexia in Pancreatic Cancer

Animals R Us - (
Animals R Us )
Mechanism of Muscle Wasting & Identification of Key Tumer Cell-Released Factors that Induce Cachexia & Intramuscular Mechanisms of Cancer
Cachexis & Prognostic Biomarkers for ZIP4-medisted Cachexia in Pancrestic Cancer

Mechanism of Muscle Wasting & Identification Investigator, John Samson I, B.S. 03/11/2019  03/11/2015

5 ORDER-2015-029 [ACUC-2015-044 a Is R U:
Mechanism of Muscle Wasting & Identification Investigator, John Samson 11, B.S. A::’m":‘z by u: ) ( 03/09/2019  |03/27/2019
#2 Mechanism of Muscie Wssting & Identificstion of Key Tumor Cell-Relessed Factors that Induce Cachexia & Intramusculsr Mechanisms of Cancer|
—— [ev-002 ORDER-2019-030 ACUC-2019-0s8 | C2chexia & Prognastic Biomarkers for ZIP4-mediated Cachexia in Pancreatic Cancer o
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The Find an Order Filters form is shown in isolation for the remainder of this section.
The Find an Order Filters form is shown in isolation for the remainder of this section.

Notice that by default the Order Status search field is set to “Completed”, indicating that regardless of other
search criteria entered only Completed orders will be included in the result set.

Study Number: |

Order Status: Completed

Date Order Placed: |-—none— i ||

Expected Delivery Placed: |--none— e ||

Orders can be searched by any combination of the fields in the Find an Order Filters section. Enter desired
criteria (see details, following screenshot below) and click the Find button.

Find an Order Filters &
Requistion numbers| |
B —
e
Principal Investigator:

Completed
Expected Delivery Placed: [

ace

Text entry fields are provided to search by full or partial Requisition Number, Order Number, IACUC Number
and/or Study / Protocol Number.

Find an Order Filters

sl Requistion Number:
e Order Number:
- 1ACUC Number:
Principal Investigator:

e —
Order Status: Completed

Date Order Placed: [

Expected Delivery Placed: I

Vendo

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

Find an Order Filters &

Requistion Numbers[ | StudyMNumber:| |
Order Number: | | Order Status: Completed
JACLC Number: Date Order Placed: I:l I:l ﬁ e
I » Principal Investigator: I Expected Delivery Placed: |:| |:|
Vendart | o ! g, ~

Click the Active button to toggle it to Inactive, as shown below.

Find an Order Filters &

ey |:| Order Status: Completed
: o — pete onierplaceds Crone—< ] ][] P o
I - [ inactive | Prin . ] I Expected Delivery Placed: [
Vendar: |-none— ~

Note that it is not possible to search by both Active and Inactive Pls simultaneously.
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As shown below, the Vendor dropdown provides a picklist to filter the search by vendor name. Click an item in

the list to select it.

Find an Order Filters ©

e 1 e 1]
orderNumbers| | Order Status: Completed
acUC Number:s[ | Date Order Placed: |
Principal Tnvestigater:[ | Expected Delivery Placed: |
- vendor:

18025] Glinical Science R&D - ( GSRD )

[8111] Natl Inst of Ghild Health & Human Dev - (NI_CHHDEV )
[9113] Natl Inst of Dental and Craniofacial Research - { IDCR )
[5202] Genters for Disease Gontrol

Abbott Vascular Devices - ( AVD )

Depariment of Defense (CC 109) - (DOD-CC109)
Glaxosmilh Kiine

ﬁ Find ...

Note that available Vendor names are configured under Animal Resource Center > Review Board Administration

> System Setup tab > Setup Business Associate List link.

As shown below, two options are provided for searching by date: Date Order Placed and Expected Delivery

Placed (expected delivery date). Functionality is the same for both.

Find an Order Filters &

pr———— study hmbers| ]
orternumber [ ] ]
IACUC Number:| | Date Order Placed: [
principal Investigators [ | Expected Delivery Placed: | |
Vendor:

Click in the first field to open a dropdown list of months. Click the applicable month to select it.

Find an Order Filters ©

Requistion Numbers [ | Study Mumber: [ |
o — e —|
IACUCNumbers| | Date Order Placed: ol
Principal Investigator: :| Expactad Dalivery Placad:

Vendor: [--none-- v

ﬁ Find ...

To search for orders placed on a specific day, enter the desired day of the month in the second field and the
four-digit year in the last field. To search for orders placed on any day in a certain month, leave the center (day)

field blank and enter the desired four-digit year in the last field, as shown below.

Find an Order Filters )

Requistion Numbers [ | Study Number:[ |
OrderNumber:[ | Orderstaws:[A1 ]
IACUCNumber:| | | oateorderpiaced: [war || [2010 || ﬁ e
Principal Tnvestigators || Expected Delivery Placed: | none. ||

After all desired criteria are entered click the Find button to load results in the lower part of the Find an Order

page.
Clear all Find an Order Filters fields and click the Find button again to clear search criteria.

Click the icon in the Open column for the applicable order.
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Vivarium Find an Order |

Find an Order Filters &
Reauistion Numbers [ |
order Murber
e —
principal tnvestigators| |
Vendor: | --none—- v

B —

Order Status: Completed
Date Order Placed: |
Expected Delivery Placed: I

£ e

2 result(s) found...

Open Order Status

Requisition Number ‘ Order Number

Completed ORDER-2019-019 | IACU

Completed ORDER-2019-043 | TACU

IACUC Number

e _ Date Order | ExPected
Principal Investigator EisG [
Study Number Date
Mechanism of Muscle Wasting & Identification of Key Tumer Cell-Released Factors that Induce Cachexia & Intramuscuiar Mechanisms of Cancer
Cachesxis & Frognostic Biomarkers for ZIP4-mediated Cachexiz in Pancrestic Cancer
C-2019-044
Animals R Us - (

‘Animls R Us ) 03/08/2019  03/07/2019)

Mechanism of Muscle Wasting & Identification Investigator, John Samson II, B.S.
Sex Differences in Social Behavior of Syrian Hamsters

Animals R Us - {
Animals R Us )

C-2015-071
Sex Differences in Social Behavier of Syrian Hamsters  Investigator, John Samsen II, B.S. 05/14/201%  06/21/2019

The order is opened as view-only.

[TACUC Number:  TACUC-2019-044] /oo

Samson 11, B.5.

My Workspaces ©

pr:
m_ w Thcue

Receiving Information

Order Information

Request Information:

Approval for John Investigator with the role of Principal Investigator:

*Order Date: 0310672019
*Expected Delivery Date: [0307:2019

03/08/2019

Received Orders

Processing Animal Order Request |

Unlock Order for Editing

Speacies: Mouse

Strain: C578L/6

Confirmation Number: [5563 ]
Requisition Number: [2 ]
“*Method of Ordering:  # Vb Email Pager Fax Phone
“Vendor: [Amals RUs ~(AnmaisRUS) v
v.m.,,"m,‘ ‘
[Jane Do ]
[sss 558555 ]
Vendor Contact Fax Number: | ]
=T |
Vendor Confirmation Docurnent:
o documents have been uploaded.

Notice that the order opens in the Order Inf
Orders tabs are also available. All fields on a

Click the Unlock Order for Editing button to
Information tabs. All fields on the Received

ormation tab by default. Receiving Information and Received
Il three tabs are locked by default.

unlock all editable fields on the Order Information and Receiving
Orders tab remain locked.

Note fields with dependencies on, or from, other system functions remain locked even after the overall Order is

unlocked for editing.

Items that are unlocked for editing in each tab are detailed in the subsections below.

Order Information Tab Unlocked Fields
Request Information and Approval for [name] with the role of [role] sections can be expanded, but fields and

controls in those sections remain locked.
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Received Orders

Order Information Receiving Information

Request Information:

Approval for John Investigator with the role of Principal Investigator:

As shown in the screenshot below, the only sections of the main Order Information tab where fields are
unlocked are Order Animals, Approved Location and Email Vendor. Fields boxed in red are unlocked for editing
and buttons boxed in red are activated.

Order Animals:

Species: Mouse
Strain: C57BL/6
*Stock #/Order Codes 2

*Age/Size: 6 months

*Number of Males Orderad:

*Number of Females Ordered:

*Number of Cages: 2

Generate
Card:

Cage

Number  Number
Type: of

Room: of
Males: Females:

Large Mouse California State Murrow
Approved Location: Cage University Hall 1 102 I—'IOI \—DI 10
Large Mouse California State Murrow
Cage University Hall 1 102 I—OI \_10‘ 10

10 10 20 Print All

* Facility: Building:  Floor: Total:

IM Send email order form to vendor through iRIS I

Receiving Information Tab Unlocked Fields
The Request Information and Approval for [name] with the role of [role] sections can be expanded, but fields
and controls in those sections remain locked.

Order Information Received Orders

Receiving Information

Request Information:

Approval for John Investigator with the role of Principal Investigator:
As shown in the screenshot below, the only section of the main Receiving Information tab where fields are

unlocked is Approved Location. Fields boxed in red are unlocked for editing and buttons boxed in red are
activated.

Total:

Number Number
of of

- T S . Generate
Facility: Building: Floor: R - Card:

Males: Females:

California Murrow
Mouse State Hall 1 102 10]{ 0
Approved Location: Cage University
Large California Murrow
Mouse State 1 102 o]| 10]
g Hall
Cage University
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Notice that the icons in the View Details column of the section are active, and additional fields are unlocked

within the detail sections of the table.

Click the plus sign in the View Details column for the applicable row in the Approved Location table to access

records for individual animals assigned to each cage, as shown below.

View Cage
Details: Type:

* Facility: Building: Floor: R _

I\I;arge California State Murrow 102
ouse University Hall
Cage
Edit _

IACUC-2019-044_M_00001

IACUC-2015-044_M_00002

044_00001

IACUC-2019-044_M_00003 LACUC-
2019-
044_00001
IACUC-2019-044_M_00004 IACUC-
2019-
044_00001
IACUC-2019-044_M_00005 5
Approved Location: : — IACUE:
2019
044_00001

IACUC-2019-044_M_00006 IACUC-
20159
044_00001

IACUC-2019-044_M_00007 IACUC-
2019-

maa mmAna

Click the icon in the Edit column for the applicable animal. As shown below, the Animal Profile record is opened

for editing, with all tabs and data entry fields unlocked.
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44 vivarium Animal Manage;

i e [ 1<chanism of Musdle Wasting & Identification of Key Tumar Cell-Released Factors that Induce Cachexia & Intramuscular

Animal Records. i} Animal Profile - IACUC-2019-044_M_00001
Species Mouse
Strain [C57BL6
o Aematpocumene -
<None Selected> | Select a Breeding Record

I Genotype Tag Number:

Animal Alias:

), Scheduling

Breeding
Observations o

Generation
Medical Conditions

* Data of Birth
* Sex

* USDA Category
* Life Status

* Health Status
Deactivation Date

* Breeding Status

* Cage ID

Coat Color
Diet
Animal received by:

Order Number:

Comments

[

O Breeding

) Retired Breeder

Cancel - Retur to List

unknown O virgin

1ACUC-2019-044_00003 | Selecta Cage || Create a New Cage

e

Order
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