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Animal Resource Center ARC Orders & Billing

Introduction

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

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

Navigation in iRIS™

iRIS™ includes two standard navigation tools on all pages nested one or more levels beneath the primary

Workspace page of the module currently in use (e.g., Study Assistant, Conflict of Interest Assistant, Animal
Resource Center, etc.): a Path directory tree, and Back buttons.

Path Directory Tree

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

In the example shown the user is viewing the Broadcast Notice Add a new notice page. This page is nested three
levels beneath the main workspace page, as indicated by the three links available in the Path directory tree:
Home, board admin and broadcast notice.

™iRIS X Account: Administrator
! mv edRIS Department: GH - 7543 - General Hospital (@Hele & myerofile ~ [ GLogou
mmn Information System Path: Home > board admin > broadcast notice
My Workspaces & Vivarium Broadcast Notice

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

Add a new notice.

*Subject: |

Content:

o B I u = xz x? Font Family - 12 - 4 I~ 9~ =E~ =~ =~

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.

EﬁR’s b‘%ihleduls Account: Administrator

Department: GH - 7543 - Gi | Hospital @HI 2 My Profile ~
Integr = a. men _General Hospita elp - v G Log
Mm‘“;dlmm‘m System Path: Home > board admin
My Workspaces & Vivarium Broadcast Notice

Add a New Notice

P |edit/view|subject Date Sent Last Modified By

No records have been added.

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 1



Animal Resource Center ARC Orders & Billing

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.

ErlR’S by H Account: Administrator
edRIS : Hel L wyerofie - [Glogont |
Integrated IPath:HomeI @ = - PUosila
Research
My Workspaces & Vivarium Board Administration {4}
Copy Configurations
| System Setup ‘ ‘ List Maintenance Setup ‘ | Clean-up ‘
rr—p—
® Board Definition ®  Animal Health Record Setup
® Board Configuration Options ® Internal Transfer ‘Originating PI Signoff Notification Setup
[T B, [T PP - - ar— 1 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.

i (3 Hello Administrator
TiRIS Bidneams A <am NO PATH @ren 2 wsome -
Integrated 09/16/2019 02:33 PM PDT

Research Information System

My Workspaces = Vivarium

Vivarium H

Add a new Pratocol Find a Protocal Submissions Orders Find an Order Cage Cards Material Order Charge Ticket

N 192 [z ) ] S ) N |

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.

AiRIS » = Account: Administrator
: MY edRIS Department: GH - 7543 - General Hospital @Help 5 myProfile ~ G+ Log out
o Path: Home > board admin > broadcast notice

Research Information System
My Workspaces & Vivarium

Broadcast Notice

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

Add a new notice.

“Subject: |

Content:

o B I u & x x Font Family - 12 ~ 4 I~ 9~ =2~ =~ =~ E =

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:

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 2



Animal Resource Center ARC Orders & Billing

RIS v : Account: Administrator
. My edRIS Department: GH - 7543 - General Hospital @ Help 2wy Pprofile ~ G Log out
e Path: Home > board admin

Research Information System
Broadcast Notice

My Workspaces & Vivarium

Add a New Notice

‘Edit[\liaw|5ubizd Last Modified By

No 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.

Setup Pricing Level

The iRIS™ system includes tools for configuration of Animal Resource Center (ARC) pricing rate markup and
discount categories via the ARC - Setup Pricing Level page. To access the page, navigate to ARC > Review Board
Administration System Setup tab and click the Setup Pricing Level link.

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

The ARC - Setup Pricing Level page opens.

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 3



Animal Resource Center ARC Orders & Billing

My Workspaces & Vivarium ARC-Setup Pricing Level

Add a New Pricing Level ] [ Deactivate Pricing Level(s) ]

Pricing Levels Percentage Currently in Effect Effective Date Expiration Date
O t 3| Internal 0.00 09/01/2019 09/01/2020
O \_ 3| External 15.00 09/01/2019 09/01/2020
O \_ 1l External Commercial 30.00 09/01/2019 09/01/2020
O \_ External (Discounted) 5.00 09/01/2019 09/01/2020

Add Pricing Level
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Pricing Level link.

My Workspaces & Vivarium Board Administration

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

Review Board System Setup

Beoard 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

The ARC - Setup Pricing Level page opens. Click the Add a New Pricing Level button.

My Workspaces & Vivarium ARC-Setup Pricing Level

| Acd aNew Pricing Level |[ Deactivate Pricing Level(s) ]

Pricing Levels Percentage Currently in Effect Effective Date Expiration Date
D \_ 3| Internal 0.00 05/01/2019 09/01/2020
O \_ 3| External 15.00 09/01/2019 09/01/2020
O \_ 1l External Commercial 30.00 09/01/2019 09/01/2020
O \_ External (Discounted) 5.00 09/01/2019 09/01/2020

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

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 4



Animal Resource Center ARC Orders & Billing

My Workspaces & Vivarium ARC-Setup Pricing Level [ < |
*Pricing Level Type: |Inlemal Discounted

*Effective Date: 09/01/2018
#Expiration Date: 09/01/2020

Standard price reduced by 5% for internal transactions

Comments:

Enter the desired Pricing Level Type, Rate and Comments.

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

Enter the Effective Date and Expiration Date manually or click on the calendar button to open a calendar widget.
If using the widget, navigate to the desired date and click it to select.

My Workspaces & Vivarium ARC-Setup Pricing Level o

#Pricing Level Type: |Intemal Discounted

*Rate: %

*Expiration Date: O [sep v[ao19 ~] O
Su Mo Tu We Th Fr Sa

Comments: B2 a4 s 7
8 910 11 12 13]14

15/ 16|17 |18| 19 |20 21
22 23|24 15|26 27 28
29 30

Click the Save button. The record is added on the ARC - Setup Pricing Level page.

My Workspaces & Vivarium ARC-Setup Pricing Level 0

[ Add a New Pricing Level ] [ Deactivate Pricing Level(s) ]

Pricing Levels Percentage Currently in Effect Effective Date Expiration Date
1 Internal 0.00 09/01/2019 09/01/2020
] \_ il External 15.00 05/01/2019 0%/01/2020
O \_ 3 External Commercial 30.00 0%/01/2015 09/01/2020
|:| 1 External (Discounted) 5.00 0%/01/2019 09/01/2020
O 3| Internal Discounted -5.00 09/01/2019 09/01/2020

Edit Pricing Level
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Pricing Level link.

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 5



Animal Resource Center ARC Orders & Billing

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

DODIDIIDIOIONONIOD

The ARC - Setup Pricing Level page opens. Click the icon in the Edit column for the applicable record.

My Workspaces Vivarium ARC-Setup Pricing Level

Add a New Pricing Level ] [ Deactivate Pricing Level(s) ]

Pricing Levels Percentage Currently in Effect Effective Date Expiration Date
D | Internal 0.00 09/01/2019 09/01/2020
D 3| External 15.00 09/01/2019 09/01/2020
O \_ 1 External Commercial 30.00 09/01/2019 09/01/2020
O 4 External (Discounted) 5.00 0%/01/2019 09/01/2020
O Internal Discounted -5.00 09/01/2019 09/01/2020

The record is opened in an edit panel.

My Workspaces Vivarium ARC-Setup Pricing Level 0

*Pricing Level Type: | External Discounted

*Effective Date: 09012019 | 57|
* Expiration Date: 'l

External order discounted rate

Comments:

Make desired changes to Pricing Level Type, Rate and Comments.

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

Enter the Effective Date and Expiration Date manually or click on the calendar button to open a calendar widget.
If using the widget, navigate to the desired date and click it to select.

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 6
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My Workspaces & Vivarium ARC-Setup Pricing Level {4}

*Pricing Level Type: [intemal Discounted

*Rate: %

e -

*Expiration Date: O [sep ~[2019 ~] O
Su Mo Tu We Th Fr 3a

Comments: B 2 54 s s =
8 9 10 11|12 13 14

15/ 16\|17 (18| 19 |20 21
2223 |24 25|26 27 28
29 30

Click the Save button. The record is revised on the ARC - Setup Pricing Level page.

My Workspaces = Vivarium ARC-Setup Pricing Level 4 |

[ Add a New Pricing Level ] [ Deactivate Pricing Level(s) ]

Pricing Levels Percentage Currently in Effect Effective Date Expiration Date
I:‘ &S Internal 0.00 09/01/201% 09/01/2020
D &S| External 15.00 09/01/201% 09/01/2020
O \_ 3| External Commercial 30.00 09/01/2019 0%/01/2020
O External Discounted 5.00 09/01/2019 09/01/2020
O )i Internal Discounted -5.00 098/01/2019 09/01/2020

Deactivate Pricing Level
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Pricing Level link.

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

Satun Oedar hari

The ARC - Setup Pricing Level page opens.

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01



Animal Resource Center ARC Orders & Billing

My Workspaces Vivarium ARC-Setup Pricing Level 4 |
[ A0 2 New Pricing Level | [[Deacivate Pricing Leveits) ]

Pricing Levels Percentage Currently in Effect Effective Date Expiration Date

I:l Internal 0.00 09/01/2019 058/01/2020
. ]

D External 15.00 09/01/2019 05/01/2020
4

J External Commercial 30.00 09/01/2019 058/01/2020
-

[l External Discounted 5.00 09/01/2019 09/01/2020
=3

Internal Discounted -5.00 0%/01/201% 09/01/2020
- -

Select the checkbox(es) in the far-left column for the record(s) to be deleted and click the Deactivate Pricing
Level(s) button.

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces & Vivarium ARC-Setup Pricing Level 0

[ Add a New Pricing Level ] [ Deactivate Pricing Level(s) ]

Pricing Levels Percentage Currently in Effect Effective Date Expiration Date
D Internal 0.00 09/01/2019 0%/01/2020
]
[ 1 External 15.00 09/01/2019 05/01/2020
O External Commercial 30.00 09/01/2019 0%/01/2020
O External Discounted 5.00 09/01/2019 09/01/2020

Setup Order Status

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

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 8



Animal Resource Center ARC Orders & Billing

To view the order status list, navigate to ARC > Review Board Administration System Setup tab and click the
Setup Order Status link.

My Workspaces [ Vivarium Board Administration

‘ System Setup H List Maintenance Setup H 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

The Setup Order Status page opens.

My Workspaces Vivarium Setup Order Status 4]

[ ‘Add a New Order Status ] [ Delete selected Order Stalus ]

11 result(s) found...

Order Status Queue Background Color

Draft Unknown

| Mew Request Approved for Ordering 2
3| Pending Approval Pending Approval 3 Pending Approval
i Approved for Ordering Approved for Ordering 4

Ordered - Pending Receipt In Progress Orders 5

In Quarantine In Quarantine s In Quarantine
Completed Completed Completed
Denied Denied 8

Received Orders Received Orders 9

Reconciled Reconciled 10 Reconciled

L L
~

pending Orders to Vendor Pending Orders to Vendor 11

The Order Status items shown in the screenshot above are system default entries. Some details of these statuses
can be edited, but system default statuses cannot be deleted.

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

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 9
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My Workspaces = Vivarium Board Administration

| System Setup H List Maintenance Setup H 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

The Setup Order Status page opens. Click the icon in the Edit column for the applicable record.

‘Add a New Order Status Delete selected Order Status
11 result(s) found
Draft Unknown 1
| | mew request Approved for Ordering 2
| | ending approval Pending Approval 3 Pending Approval
\ Approved for Ordering Approved for Ordering 4
3 Ordered - Pending Receipt In Progress Orders 5
In Quarantine In Quarantine 3 In Quarantine
Completed Completed 7 Completed
Denied Denied 8
Received Orders Received Orders El
Reconciled Reconciled 10 Reconciled
3 Pending Orders to Vendeor Pending Orders to Vendor 11

The record is opened in an edit panel.

My Workspaces [ Vivarium Setup Order Status 4 ]

*Order Status: Draft

*Order Status Queue: Unknown

+sort Ondars [T
Text Color: [
Background Color: [

previe

Note that the first two fields, Order Status and Order Status Queue, are view-only fields that cannot be edited.
This is because the open record is a system default Order Status.

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

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

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 10
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Duplicate Sort Order numbers are allowed, meaning that two or more statuses can occupy the same sort order
level. Where two or more statuses have the same Sort Order number assigned, a secondary, ascending
alphabetic sort is applied to the status name.

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

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

My Workspaces Vivarium Setup Order Status

Save the Order Status

*Order Status: Draft

*0Order Status Queue: Unknown
*Sort Order: I:l

* Text Color:

» Background Color:

Preview:

In the screenshot above, the color sample box for Text Color was clicked and the color swatch square at the
upper right corner, a shade of bright green, was selected. The system automatically populated the Text Color
field with the corresponding hexadecimal color code, #00FF00, and updated the Preview sample with the
selected text color. Color changes can be previewed without saving changes.

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

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

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 11
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= Board Adm

My Workspaces Vivarium

| System Setup

Review Board System Setup

Board Definition

Board Configuration Options
Broadcast Notice

Business Associate List
Setup Committee List

Setup Review Board Roles

-

Setup Order Numbering

Setup Role Access
Setup Pricing Level
Setup Order Status

Setup Ticket Numbering
Setup Material Order List

The Setup Order Status page opens. Click the Add a New Order Status button.

My Workspaces ] Vivarium Setup Order Status
Add a New Order Status Delete selected Order Status
11 result(s) found...
Order Status Order Status Queue Background Color
Draft Unknown
=
b .
| New Request Approved for Ordering 2
% .
3! Pending Approval Pending Approval 3 Pending Approval
%
Approved for Ordering Approved for Ordering 4
=
%
.| Ordered - Pending Receipt In Progress Orders 5
b . . .
| In Quarantine In Quarantine 6 In Quarantine
%
Completed Completed 7 Completed
%
.| Denied Denied 8
b . .
| Received Orders Received Orders 9
% - y .
Reconciled Reconciled 10 Reconciled
=)
%
3| Pending Orders to Vendor Pending Orders to Vendor 11

The Setup Order Status panel opens.

My Workspaces &

*Order Status:
*Order Status Queue:
*Sort Order:

Text Color:

Background Color:

Preview:

© 2019 iMedRIS Data Corporation
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Enter the desired Order Status name (e.g., “On Hold”, “Withdrawn”, etc.). The name chosen should be
descriptive and should not duplicate any existing statuses.

Open the Order Status Queue dropdown list and click the applicable status to select it.

My Workspaces Vivarium Setup Order Status < |

“Order Status: | |

*Order Status Queue: |05
In Progress Orders

#Sort Order; |INcomplete Orders
Complete Orders

Text Color: l:l
Background Color: -

previe -

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

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

Duplicate Sort Order numbers are allowed, meaning that two or more statuses can occupy the same sort order

level. Where two or more statuses have the same Sort Order number assigned, a secondary, ascending
alphabetic sort is applied to the status name.

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

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

My Workspaces [ Vivarium Setup Order Status 0

#00FFOO

“Order Status: |On Hold
*Order Status Queue: |Incomplete Orders

*Sort Order:
W o coior [sorro0 |
‘ Background cotor: 7550000 | [

A

Preview:

In the example shown above, the color sample box for Text Color was clicked and the color swatch square at the
upper right corner, a shade of bright green, was clicked to select it. The system automatically populated the Text
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Color field with the corresponding hexadecimal color code, #00FF0O, and updated the Preview sample with the
selected text color. Color changes can be previewed without saving changes.

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

The new record is added on the Setup Order Status page.

My Workspaces [ Vivarium Setup Order Status 0

[ ‘Add a New Order Status ] [ Delete selected Order Status }

12 result(s) found...

Order Status Queue Background Color
5| Draft Unknown 1
| |New Request Approved for Ordering 2
3| Pending Approval Fending Approval 3 Pending Approval
1 Approved for Ordering Approved for Ordering 4
3| Ordered - Pending Receipt In Progress Orders 5
| |In Quarantine In Quarantine 3] In Quarantine
5| Completed Completed 7 Completed
i Denied Denied B
3| Received Orders Received Orders 9
i) Reconciled Reconciled 10 Reconciled
3| Pending Orders to Vendor Pending Orders to Vendor 11
O =1 Withdrawn Incomplete Orders 12

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

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

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
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The Setup Order Status page opens.

Select the checkbox(es) in the far-left column for the record(s) to be deleted and click the Delete Selected Order

Status button.

My Workspaces & Vivarium

12 result(s) found...

Draft

New Request

Pending Approval

Setup Order Status

Unknown

Approved for Ordering

Pending Approval

Add a New Order Status

ARC Orders & Billing

Delete selected Order Status

Order Status Queue

Background Color

Pending Approval

| | Approved for Ordering Approved for Ordering 4
| Ordered - Pending Receipt In Progress Orders 5
| In Quarantine In Quarantine 5
| Completed Completed 7
| Denied Denied 8
| Received Orders Received Orders 9
Reconciled Reconciled 10 Reconciled

Pending Orders to Vendor

E 3] Withdrawn Incomplete Orders 12

Pending Orders to Vendor 11

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The record is deleted on the Setup Order Status page.
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‘Add a New Order Status Delete selected Order Status
11 result(s) found...

Order Status Queue Background Color
3| Draft Unknown 1
| | New Request Approved for Ordering 2
| | Pending Approval Pending Approval 3 Pending Approval
| | Approved for Ordering Approved for Ordering 4
| |Ordered - Pending Receipt In Progress Orders 5
, InQuarantine In Quarantine 6 In Quarantine
| | Completed Completed 7 Completed
3 Denied Denied 8
1| Received Orders Received Orders 1]
4 Reconciled Reconciled 10 Reconciled
| | Pending Orders to Vendor Pending Orders to Vendor 11

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

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

My Workspaces & Vivarium Board Administration

| 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

Setup Order Numbering
Setup Ticket Numbering
Setup Material Order List
Setup Material Order Item List

The Setup Order Numbering page opens.
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My Workspaces = Vivarium Setup Order Numbering {4}

Use in

Number Description of Number Part Number Part Information Separator
Constant Prefix |:|
(O] All 4 digits
Calendar Year N
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 order number can be
configured to include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox
in the Use in Number column includes all items in that row in the numbering scheme.

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

The Constant Prefix is “ORDER”.

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

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

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

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

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

Click the Save Numbering button to save the numbering scheme.

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

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

The Setup Ticket Numbering page opens.

My Workspaces & Vivarium Setup Ticket Numbering 0

Use in Number Description of Number Part Number Part Information Separator
All 4 digits
Calendar Year N
= ® 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 Ticket Number can be
configured to include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox
in the Use in Number column includes all items in that row in the numbering scheme.

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

The Constant Prefix is “TT”.

The first Separator character is “ — “, indicating a dash will appear between the Constant Prefix and the Calendar
Year.

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

The second Separator character is “ — “, indicating a dash will appear between the Calendar Year and the System
Generated Number.
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The first sequence number to be used is “20”, the checkbox for Zero Pad the Sequence Number is selected and
Number of Digits is set to “3”.

The first ticket number generated by this scheme would be:
TT-19-020

Click the Save Numbering button to save the numbering scheme.

Setup Material Order List

The iRIS™ system includes material order status, order method, payment option and next action list
configuration tools on the Setup Material Order List page. To access the page, navigate to ARC > Review Board
Administration System Setup tab and click the Setup Material Order List link.

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilitiec /Ruildinnc IFlanre /Bnnm

The Setup Material Order List page opens.
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My Workspaces & Vivarium Setup Material Order List o

Add Payment | | Delete Payment

Setup Payment Options

Add Next Action Delete Next Action

Setup Next Action

Add Order Status Delete Order Status.

Setup Order Status

In progress

Completed

Order Received

(m]
[m}
O T\ pending
[m}
(m]

Preparing Order

Add Order Method | | Delete Order Method
3 result(s) found...

Setup Order Method
Ao e
:

(m} Emai

() | web
o

The page includes four sections:
Setup Payment Options — list of acceptable forms of payment to the institution

Setup Next Action — list of possible next actions to take following receipt of a material order or

payment
Setup Order Status — list of possible statuses for material orders

Setup Order Method — list of possible material order methods

Setup Material Payment Options
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.
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My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

PODOIDIIOIOD

Catun Farilitiec /Ruildinnc IFlanre /Bnnm

The Setup Material Order List page opens.

My Workspaces & Vivarium Setup Material Order List

e

4 result(s) found...

Setup Payment Options

B
m] | credt
] cash
m] Debit
u] Purchase Order
Add Next Action | | Delete Next Action
1 resultls) found...
Setup Next Action
=] it | Maxt Action
] Generate purchase order
Add Order Status Delete Order Status.
S result(s) found...

Setup Order Status

B | edit | OrderStatus

| Inprogress
Completed
pending

Order Recaived

oo ooao

| Preparing Order

3 result(s) found...

Setup Order Method

The first section on the page is Setup Payment Options.

Add Material Payment Option
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.
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My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

PODOIDIIOIOD

Catun Farilitiec /Ruildinnc IFlanre /Bnnm

The Setup Material Order List page opens.

My Workspaces & Vivarium Setup Material Order List

e

4 result(s) found...

Setup Payment Options

B
m] | credt
] cash
m] Debit
u] Purchase Order
Add Next Action | | Delete Next Action
1 resultls) found...
Setup Next Action
=] it | Maxt Action
] Generate purchase order
Add Order Status Delete Order Status.
S result(s) found...

Setup Order Status

B | edit | OrderStatus

| Inprogress
Completed
pending

Order Recaived

oo ooao

| Preparing Order

3 result(s) found...

Setup Order Method

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

Click the Add Payment button.
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| ~dd Payment { Delete Payment }

3 result(s) found...

Setup Payment Options

O Credit
O \_ | | cash
|

Debit

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

My Workspaces & Vivarium Setup Payment Options [ 4 |

Save Payment

*Payment : |Purt:hase Order |

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

[ Add Payment ] [ Delete Payment ]

4 result(s) found...

Setup Payment Options
b

O = Credit

O Cash

O ] ebit

O Purchase Order

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

My Workspaces = Vivarium Board Administration

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

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

Catun Farilitias /Ruildinnc IFlanre I Ronm

The Setup Material Order List page opens.
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My Workspaces = Vivarium Setup Material Order List

e

Setup Payment Options

| Credit
cash
Debit

| Purchase Order

Setup Next Action

m] Generate purchase order

Aad Order Status | | Delete Order Status

5 result{s) found.

Selup Order Stalus

In progress
Completed
| pending

Qrder Received

0o ojolo o

[} Preparing Order

w

result(s) found...

Setup Order Method

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

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

{ Add Payment ] [ Delete Payment

4 result(s) found...

Setup Payment Options

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

My Workspaces & Vivarium Setup Payment Options [ 4 |

Save Payment

*payment : |Purchaze Order, External
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The record is revised in the Setup Payment Options section of the Setup Material Order List page.

[ AddPayment | [ Detete Payment |

4 result{s) found...

Setup Payment Options
R

O | Credit
Cash
3]

D L
O \_ | Debit
]

3| Purchase Order, External

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

My Workspaces = Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Ttem List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilitiac fRuildinnc IFlanrc /Ranm

The Setup Material Order List page opens.
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My Workspaces & Vivarium Setup Material Order List [}
Add Payment | | Delete Payment
4 resultls) found...
Setup Payment Options

=] L —

m} | Credit

o Cash

m) Debit

[m] Purchase Order; External

Setup Next Action

Setup Order Status

Add Order Status | | Delete Order Status

In progress

Pending

Order Received

i
m]
[m] 4| completed
o
o
[m]

| Preparing Order

Setup Order Method

244 Order Method | [ Delete Order Method

The first section on the page is Setup Payment Options. The Setup Payment Options section is shown in

isolation for the remainder of this manual subsection.

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

button.

4 result(s) found...

Setup Payment Options

Edit | Payment

[ Add Payment | | Delets Payment |

b

| Credit
—
Y

O Cash
i
b

O Debit
—
%

Purchase Order, External

A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

[ Add Payment ] [ Delete Payment ]

3 result(s) found...

Setup Payment Options

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Qatun Farilitiac / Ruildinnc /Flanre /Banm

The Setup Material Order List page opens.
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My Workspaces & Vivarium Setup Material Order List | <}

Add Payment | | Delete Payment

3 result(s) found

Setup Payment Options

Add NextAction | [ Delete Next Action
1 result(s) found...
\
O | | Generate purchase order
g0 Oroer status | [ Deete oraer stanus

[l

result(s) found

Setup Order Status

Order Status

O ) In progress
Completed
Pending

Order Received

Preparing Order

Add Order Method | [ Delete Order Method |

Setup Order Method

The second section on the page is Setup Next Action.

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Ttem List
Setup Transfer Numbering

Setup Wean Numbering

Gatun Farilitiec fRuildinnc /Flanre fRnam

The Setup Material Order List page opens.
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My Workspaces ® Vivarium Setup Material Order List | <]

Add Payment | | Delete Payment
3 result(s) found...
Setup Payment Options
O Cash
O Debit
Add Next Action | | Delete Next Action
1 result(s) found...
NN
O %] Generate purchase order
[ ‘Add Order Status ] [ Delete Order Status ]

5 result(s) found...

Setup Order Status

O ! In progress
O Completed

O Pending
m] 1 Order Received
[}

Preparing Order

‘Add Order Metnod | [ Delete Order Metnod |

3 result(s) found..

Setup Order Method

]

[m} Email
[m} Wb

[m} wail

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

Click the Add Next Action button.

| Add Nextaction | [ Delete Next Action ]

1 result{s) found...

Setup Next Action

~
| 3| Generate purchase order

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

My Workspaces & Vivarium Setup Next Action 4 |

*Next Action : |Generale Receipt

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

2 result(s) found...

Setup Next Action
m Next Action

O 1 Generate purchase order

O Generate Receipt
=3}

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilities /Ruildinac fFlanre I Rnnm

The Setup Material Order List page opens.
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My Workspaces & Vivarium Setup Material Order List 0
3 result(s) found...
Setup Payment Options
m] b Cash
m] ¥ Debit

Add Next Action Delete Next Action
2 result(s) found.

Setup Next Action
T

O | Generate purchase order

O Generate Receipt

[ 0 Oroer status | [ Delete Order status

5 result(s) found.

Setup Order Status

O T4 | 1n progress
Completed
Pending
Order Received

Preparing Order

Add Order Method | [ Delete Order Method

Setup Order Method

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

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

[ Add Next Action ] [ Delete Next Action ]

2 result(s) found...

Setup Next Action

The Setup Next Action page opens. Make desired changes to the Next Action and click the Save Next Action
button.
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My Workspaces & Vivarium Setup Next Action [ 4 |

Save Next Action

*MNext Action : |Generale receipt pdf

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

| AddNextAction | | Delete Next Action |

2 result(s) found...

Setup Next Action
m Next Action

O I 1 Generate purchase order

O Generate receipt pdf
—2

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List ‘
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Getun Farilitiec /Rnildinnc [Flanrc /Ranm

The Setup Material Order List page opens.
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My Workspaces B Vivarium Setup Material Order List

3 result(s) found.

Setup Payment Options

=]
[m] Credit
[u] cash
[m] Debit
Add Nextaction | | Delele Nax Action
2 resul(s} found
Setup Next Action

= Edit | Mext Action
] Generate purchase order
u] Generate recsipt pdf

T

5 result(s} found

Setup Order Status

| inprogress
| Completed
Pending

Order Received

=
m]
u]
m]
u]
u]

| Preparing Order

3 result(s) found...

Setup Order Method

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

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

[ﬁﬂdNextActiun ] | Delete Next Action |

2 result(s) found...

Setup Next Action

Edit | Next Action

] 3| Generate purchase order

Generate receipt pdf
-

A confirmation popup window displays.
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Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

Add NextAction | [ Delete Next Action

1 result(s) found...

Setup Next Action

O 3| Generate purchase order

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilities /Ruildinac fFlanre /Bnnm

The Setup Material Order List page opens.
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My Workspaces [ Vivarium Setup Material Order List o

[ AcaPayment | [ Delete Payment |

4 result(s) found...

Setup Payment Options

Add Next Action ] [ DeleTeMexlAﬂinn]

Setup Next Action

(] Generate purchase order

[ Add order status | [ Delete Order status

5 result(s) found...

Setup Order Status
Order Status

5

O | Inprogress
5
O | Completed
5
O Pending
5
O | Order Received
% -
(] Preparing Order

Add Order Method | [ Delete Orcer Methos

Setup Order Method

Email

Web

O o a

Mail

The third section on the page is Setup Order Status.

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Sotun Farilitiac / Ruildinnc /Flanrc /Ranm
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The Setup Material Order List page opens.

My Workspaces & Vivarium Setup Material Order List | <}

[ MﬂPaymenl] [ Delete Payment ]

4 result(s) found...

Setup Payment Options

[AMNEXU\IZMII ] [ Delete Next Action

Setup Next Action

O Generate purchase order

([Acd Order status | [ Delete Order status

5 result(s) found...

Setup Order Status
=

%

O | Inprogress
5
O | completed
5
O Pending
5
O | Order Received
% -
O Preparing Order

Add Order Method | | Delete Order Method

Setup Order Method

Email

Web

o o g

Mail

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

Click the Add Order Status button.

IMdUme(SIB‘MS I Delete Order Status

5 result(s) found...

Setup Order Status

Order Status.

In progress

Completed

Order Received

O
O
O Pending
O
O

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

My Workspaces & Vivarium Setup Order Status [ 4 |

Save Order Status

*Order Status : |Cancelled

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

[ Add Order Status ] [ Delete Order Status ]

6 result(s) found...

Setup Order Status
m Order Status

D =] In progress
Completed
Pending

Order Received

Preparing Order

oy oo a

Cancelled

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilitiec /Ruildinnc IFlanre /Bnnm

The Setup Material Order List page opens.
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My Workspaces = Vivarium Setup Material Order List 4]

(o] (o]

4 result{s) found...

Setup Payment Options

Credit

Diebit

O
O IS |casn
O
O

Purchase Order, External

e

O Generate purchase order

Add Order Status. Delete Order Status

b result{s) found...

Setup Order Status

In progress

Completed

Order Received

Preparing Order

O
O
m| ) Pending
O
O
O

Cancelled

Add Order Method | Delete Order Method

Setup Order Method

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

Click the icon in the Edit column for the applicable record.
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[ 492 Order Status | [ Dslete Orger Ststus |

6 result(s) found...

Setup Order Status

Edit Order Status

O oo o ol ol
£

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

My Workspaces & Vivarium Setup Order Status [ 4 |

Save Order Status

*Order Status : |Pending for Payment Receipl

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

[ Add Order Status ] [ Delete Order Status

6 result({s) found...

Setup Order Status

Order Status

In progress

Completed

Pending for Payment Receipt

Order Received

Preparing Order

oo ojgya o

Cancelled

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

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 39



Animal Resource Center ARC Orders & Billing

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

PODOIOIIOIOD

Catun Farilitiec /Ruildinnc IFlanre /Bnnm

The Setup Material Order List page opens.

My Workspaces = Vivarium Setup Material Order List o

[aaz Payment | [ Detee Payment |

4 result(s) found...

Setup Payment Options

8 | oo [rores

O o | credie
O Cash
O ‘_ | | Debit
O Purchase Order, Externa

1 result{s) found...

Setup Next Action

8 e oo

O Generate purchase order

Add Order Status | [ Delete Orer Ststus

6 result{s) found...

m‘ fer Sest

In progress
Completed

Pending for Payment Receipt
Order Received

Preparing Order

O oo oo o

Cancelled

Add Order Method | [ Delete Order Method

3 result{s) found...

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

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

[ Add Order Status ] [ Delete Order Status |

6 result(s) found...

Setup Order Status
Edit | Order Status

D a3 In progress

O = Completed

5 Pending for Payment Receipt
O 1 Order Received

] | Preparing Order

O i Cancelled

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click CANCEL to close the popup without deleting the record.

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

5 result(s) found...

Setup Order Status
ﬂ Order Status
%

|:| | In progress

O | Completed
N -

O Order Received

il

O \ Preparing Order
"

1 | Cancelled

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

My Workspaces Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilities fRuildinne fFlanre fRanm

The Setup Material Order List page opens.
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My Workspaces = Vivarium Setup Material Order List 1}

(2 Payment | [ Deete Payment |

4 result(s) found...

Setup Payment Options

Purchase Order, External

1 result{s) found...

Setup Next Action

8 [ [
O ) || | Generate purchase order
[ 40d Order status | [ Delete Orer Status |
5 result(s) found...
Setup Order Status
i=] m Order Status
O L) | Inprogress
O | | Completed
O | | Order Received
O | | Preparing Order
O | | Canceiled
4dd Order Method | [ Delet= Order Method
3 result(s) found...

Setup Order Method

O Email
O ! Wb
O

Mail

The fourth section on the page is Setup Order Method.

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

My Workspaces = Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Ttem List
Setup Transfer Numbering

Setup Wean Mumbering

Gatun Farilitiec /Ruildinnc Flanrc /Ranm
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The Setup Material Order List page opens.

My Workspaces [ Vivarium Setup Material Order List 4}

(racpamr) ((seParm

Setup Payment Options

Setup Next Action

[[40d Onder stats | [ Delete Orcer ststus |

5 result{s) found...

Setup Order Status
i1 m Ortler Status
s

Add Order Method | [ Delete Order Method

Setup Order Method

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

Click the Add Order Method button.

I ‘Add Order Method I Delete Order Method

3 result(s) found...

Setup Order Method

The Setup Order Method page opens. Enter an Order Method and click the Save Order Method button.
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My Workspaces [ Vivarium Setup Order Method [ 4 |
I Save Order Method I

*0Order Method : |FPhone

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

[ Add Order Method ] [ Delete Order Method ]

4 result(s) found...

Setup Order Method
m Order Method

O | Email
O 1 Web
O X mai
O | Phane

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

My Workspaces & Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order ITtem List
Setup Transfer Numbering

Setup Wean Numbering

Satun Farilities /Ruildinne /Flanre /Bnnm

The Setup Material Order List page opens.
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My Workspaces = Vivarium Setup Material Order List 1}

(2 Payment | [ Deete Payment |

4 result(s) found...

Setup Payment Options

Purchase Order, External

1 result{s) found...

Setup Next Action

8 | oo [

O Generate purchase order

[ 40d Order status | [ Delete Orer Status |

5 result{s) found...

Setup Order Status
i=] m Order Status

O In progress
=4

Completed

Order Received

Preparing Order

O o oo

Cancelled

4dd Order Method | [ Delet= Order Method

3 result{s) found...

Setup Order Method

O Email
O ! Wb
O

Mail

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

Click the icon in the Edit column for the applicable record.
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[ Add Order Method ] [ Delete Order Method ]

4 result(s) found...

Setup Order Method

Edit Order Method

b .
Email
-

Web

Mail
-

O O O 0

Fhone

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

button.
My Workspaces & Vivarium Setup Order Method [ 4 |

| Save Order Method I

*Order Method : |Website |

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

[ Add Order Method ] [ Delete Order Method ]

4 result(s) found...

Setup Order Method
m Order Method
=

O || Email
O \_ | | Website
O ) mai
O 3! Fhone

Delete Material Order Method
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Material Order List link.
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My Workspaces [ Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List «
Setup Material Order Item List
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilitiac /Ruildinac IFlanrc fBanm

The Setup Material Order List page opens.
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My Workspaces = Vivarium Setup Material Order List o

[Rezrermer ] (Gemerarmer]

& result{s) found...

Setup Payment Options

Credit

Cash

Debit

Purchase Order, External

[ Add Nextacion | [ Deiste NextAction

[ Add Groerstams | [ Delete Order Status |

S result{s) found...

Setup Order Status
=

In progress
Y progi

[

Completed
=

Order Received

Preparing Order

O o oo g

Cancelled

4 result{s) found...

Setup Order Method

Email

Website

Mail

Phone

The fourth section on the page is Setup Order Method. The Setup Order Method section is shown in isolation
for the remainder of this manual subsection.
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[ Add Order Method ] | Detete order metnoa |

4 result(s) found...

Setup Order Method
Edit | Order Method

O Email

=

Website

[S——

O O

Mail

—_—

Phone
=3}

&

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

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click CANCEL to close the popup without deleting the record.

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

Add Order Method ] [ Delete Order Method

3 result{s) found...

Setup Order Method

O 3! Website

J 3| Mail

Setup Material Order Item List

The Setup Material Order Item List page is where a list of regularly ordered supplies and materials is configured.
To view the material order item list setup page, navigate to ARC > Review Board Administration System Setup tab
and click the Setup Material Order Item List link.
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My Workspaces @ Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List

Setup Material Order Item List «
Setup Transfer Numbering

Setup Wean Numbering

Satun Farilitias MRnildinas IElnnes [ Dann

The Setup Material Order Item List page opens.

My Workspaces [ Vivarium Setup Material Order Item List [« ]

{ Add a New ltem ] [ Delete ltem(s) }

3 result(s) found...

Item Name

[l Oxbow Adult Rat Food 101b 15.00

O | | Oxbow Adult Mouse Food 101b 12.00

O Electric Heat Lamp 25.00
=

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

My Workspaces Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List

Setup Material Order Item List ‘
Setup Transfer Numbering

Setup Wean Numbering

Catun Farilitias MAuildinas IFlnnes {Donn

The Setup Material Order Item List page opens. Click the icon in the Edit column for the applicable record.
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My Workspaces [ Vivarium Setup Material Order Item List [ 4 |

[ Add a New Item ] [ Delete ltem(s) ]

3 result(s) found...

Item Cost

O Oxbow Adult Rat Food 10lb 15.00
==

O | [ Oxbow Adult Mouse Food 10lb 12.00

O 3 Electric Heat Lamp 25.00
3|

The record is opened in an edit panel.

My Workspaces Vivarium Setup Material Order Item List [

Save ltem

*Ttem Name: |Oxbow Adult Mouse Food 10ib |

*Item Cost: |15.00 |

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

My Workspaces [

Vivarium Setup Material Order Item List | 4]

[ Add a New Item ] [ Delste ltem(s) ]

3 result(s) found...

M | Edit Item Name Ttem Cost
%

| Oxbow Adult Rat Food 10lb
=3

15.00

| | Oxbow Adult Mouse Food 10b 15.00

)
| Electric Heat Lamp
=1

25.00

Add Material Order Item

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

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List

Setup Material Order Item List -«
Setup Transfer Numbering

Setup Wean Numbering

Catun Earilitins IBuildinne IClnnee fDanm

The Setup Material Order Item List page opens. Click the Add a New Item button.

My Workspaces @ Vivarium Setup Material Order Item List 0

Add a New ltem Delete Item(s)

3 result(s) found...

Item Mame

O | Oxbow Adult Rat Food 10lb 15.00
O | [} | oxbow Adult Mouse Food 101b 12.00
O | ] Electric Heat Lamp 25.00

An add panel opens for creation of the new record.

My Workspaces & Vivarium Setup Material Order Item List

#Ttem Name: |Wire Running Wheel for Mice |

*Item Cost: |20.00 |

Enter desired Item Name and Item Cost, then click the Save Item button to save the record and close the add
panel. The record is added on the Setup Material Order Item List page.
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My Workspaces & Vivarium Setup Material Order Item List 4]

[(Acganewtem | [ Detete ems) |

4 result(s) found...

Edit Item Name Item Cost

mEl Oxbow Adult Rat Food 10lb 15.00
=
O || oxbow Adult Mouse Food 10lb 15.00
) Electric Heat Lam 25.00
P
=
O Wire Running Wheel for Mice 20.00
4

Delete Material Order Item

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

My Workspaces Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List

Setup Material Order Item List «
Setup Transfer Numbering

Setup Wean Numbering

Catun Earilitias MRnildinas (Elnnes [Dann

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

My Workspaces [ Vivarium Setup Material Order Item List 4|

3 result(s) found...

Edit Item Name Item Cost

O %]  Oxbow Adult Rat Food 10ib 15.00
[l ‘_ | | Oxbow Adult Mouse Food 10lb 15.00
| | Electric Heat Lamp 25.00

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 Material Order Item List page without deleting the record.

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

My Workspaces & Vivarium Setup Material Order Item List

[ Add a New Item ] [ Delete ltem(s) ]

2 result(s) found...

O Oxbow Adult Rat Food 10lb 15.00
=)

D || Oxbow Adult Mouse Food 10lb 15.00

Setup Transfer Order Numbering

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

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

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering
Setup Material Order List
Setup Material Order Item List

Setup Transfer Numbering «

Setup Wean Numbering

Catun Farilitias fRuildinas (Elnnes fDanems

The Setup Transfer Numbering page opens.

My Workspaces [ Vivarium Setup Transfer Order Numbering | 4|

Description of Number Part Number Part Information Separator
Constant Prefix TRHN [
All 4 digits
Calendar Year
0 Last 2 digits l:l
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 order number can be
configured to include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox
in the Use in Number column includes all items in that row in the numbering scheme.

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

The Constant Prefix is “TRN”.

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

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

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

The first sequence number to be used is “1”, the checkbox for Zero Pad the Sequence Number is selected and
Number of Digits is set to “3”.
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The first transfer order number generated by this scheme would be:
TRN19001

Click the Save Numbering button to save the numbering scheme.

Setup Wean Numbering

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

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

My Workspaces [ Vivarium Board Administration

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

Setup Pricing Level

Setup Order Status

Setup Order Numbering

Setup Ticket Numbering

Setup Material Order List
Setup Material Order Item List

Setup Transfer Numbering

PODOIDIOIDIOD

Setup Wean Numbering

Catun Earilitiac MRuildinne {Elnnee {Dann

The Setup Wean Numbering page opens.

My Workspaces [ Vivarium Setup Wean Numbering 0

"l:;:;:r Description of Number Part Number Part Information Separator
Constant pref -
- All 4 digits
Calendar Year N
S ~ 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 order number can be
configured to include a Constant Prefix, Calendar Year and System Generated Number. Selecting the checkbox
in the Use in Number column includes all items in that row in the numbering scheme.

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

The first Separator character is “ —“.

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

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

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

Click the Save Numbering button to save the numbering scheme.

Setup Separation Numbering

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

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

My Workspaces @ Vivarium Board Administration

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

tup Loyl suees
Setup Cage Types

Setup Cage Records

Setup Cage Reason and Description
Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

Catiun Trastmant Dlan Tamnlabas hu Grorias

The Setup Separation Numbering page opens.
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My Workspaces & Vivarium Setup Separation Numbering <]

Use in

Number Description of Number Part Number Part Information Separator
Constant Prefix SEP ]
All 4 digits

Calendar Year -

(O} Last 2 digits |:|
] System Generated Number Zero Pad the Sequence Number
| d by d th b

7

Number of Digits

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

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

The Constant Prefix is “SEP”.

The first Separator character is “ —“.

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

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

The first separation number generated by this scheme would be:
SEP-19-0001

Click the Save Numbering button to save the numbering scheme.

Setup Per Diem Definitions and Rates

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

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

Cetup Luye cwuius
Setup Cage Types

Setup Cage Records

Setup Cage Reason and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates «
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

EEENERERER NN

The Setup Per Diem Rate List page opens.

My Workspaces & Vivarium Setup Per Diem Rate List | <]

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

7 result(s) found...

Per Diem Code Effective Date

Il i Bird Cage Medium narrow gauge bird cage, max occupancy 10 2432 03/07/2019 $1.50
O S} Canine Medium canine cage with rest shelf 54454 01/01/2018 £3.00
Il 3 1 Canine small Small canine holding cage 647863 01/01/2018 $2.00
O S Large Goat cage Large cage with outdoor access 150 12/24/2018 £3.50
Il 3 1 Large Goat cage Large cage for indoor holding 42434 01/01/2018 $3.00
|:| a5} Large Mouse Cage Max occupancy: 25 mice 2230 03/07/2019 £1.75
1 ) 4 Small Pig Cage Small pig cage with integrated feeder SC-POO1 02/15/2019 £30.00

Add Per Diem Rate
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Per Diem Definitions and

Rates link.
My Workspaces & Vivarium Board Administration

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

Crltaap g v
Setup Cage Types

Setup Cage Records

Setup Cage Reason and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates ‘
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

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

My Workspaces X Vivarium Setup Per Diem Rate List

[ Add a Rate ] [ Delste Selected Rata(s) ]

7 result(s) found...

Edit |Cage Type Description Per Diem Code Effective Date Rate
O ) Bird Cage Medium narrow gauge bird cage, max occupancy 10 2432 03/07/2019 £1.50
[l t Canine Medium canine cage with rest shelf 54454 01/01/2018 £3.00
O \h Canine small Small canine holding cage 647863 01/01/2018 £2.00
O \h Large Goat cage Large cage with outdoor access 150 12/24/2018 $£3.50
O \h Large Goat cage Large cage for indoor holding 42434 01/01/2018 £3.00
[} \_ Large Mouse Cage Max occupancy: 25 mice 2230 03/07/2019 §1.75
O \h Small Pig Cage Small pig cage with integrated feeder SC-POO1 02/15/2019 £30.00

An add panel opens for creation of the new record.

My Workspaces = Vivarium Setup Per Diem Rate List 0

[ Add 2 new Rate Detais | [ Save Per Diem Rate |

*Cage Type:
perviemcades ||

*Description:

Comments:
Delete Effective Date Ending Date Rate
O 1 £ 1]

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

My Workspaces [ Vivarium Setup Per Diem Rate List {4}

[ Add a new Rate Details ] [ Save Per Diem Rate }

*Cage Type: |SUIES

Crow Medium Cage
*Per Diem Code: |Bird Cage

Canine
*Description: [Canine small

Drosophilia Standard
Large Goat cage
Large Mouse Cage
Comments: |Type A(Small)
Large Pig Cage
Small Pig Cage

Delete Effective Date Ending Date Rate

Q[ Ed £

Enter desired Per Diem Code, Description and Comments.
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My Workspaces & Vivarium Setup Per Diem Rate List 4|

[ Add a new Rate Details ] [ Save Per Diem Rate ]

*Cage Type: |Type A (Small) e
#Per Diem Code: |63-975

*Description: |Srna|| rodent transfer cage

Cage for transfer of mice, rats or guinea pigs. Max occupancy 5 mice,
2 rats, 1 guinea pig.

Comments:

Delete Effective - Select date Ending Date

O |— = ]
0 [ox_v[zo19 ¥] 0

Su Mo Tu We Th Fr Sa

1| 2| 3| 4| 5

6/ 7| 8 9 |10 11 12

13|14|15|16 |17 |18 |19

20|(21|(22|(23|| 24| 25|26
27|28 |29 |30 | 31

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

Enter the desired Rate for the selected Effective Date.

My Workspaces & Vivarium Setup Per Diem Rate List n

[ A0da new Rate Detais | [ Save Per Diem Rate |

Type A (Small) hd
68-975

*Description: | Small rodent transfer cage

*Cage Type:

*Per Diem Code:

Cage for transfer of mice, rats or guinea pigs. Max occupancy 5 mice,
2 rats, 1 guinea pig.
Comments:
Delete Effective Date Ending Date Rate
o 1m0 | R 0.75

If the Rate is to be changed on a known, future date, click the Add a new Rate Details button to open a new rate
form.
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My Workspaces & Vivarium Setup Per Diem Rate List [ <}
[ 002 new rete Dstats | [ Save Per Diem mete

“Cage Type: | Typs A (Small 2
“Per Diem Code: |63-975

*Description: | Small rodent transfer cage

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

Comments:

Delete

0 1312019 | [EE

e | o

Effective Date

Ending Date

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

My Workspaces [ Vivarium Setup Per Diem Rate List

{ Add a new Rate Details ] I Save Per Diem Rate I

*Cage Type: |Type A (Small) g
*Per Diem Code: |G3-973

*Description: |Small rodent transfer cage ]

Cage for transfer of mice, rats or guinea pigs. Max occupancy 5 mice,
2 rats, 1 guinea pig.

Comments:

Delete Effective Date Ending Date
> [
o fioo ]

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

My Workspaces = Vivarium Setup Per Diem Rate List 0

[ Add a Rate ] [ Delete Selected Rata(s) ]

8 result(s) found...

Edit |Cage Type Per Diem Code |Effective Date
| 1 Bird Cage Medium narrow gauge bird cage, max occupancy 10 2432 03/07/2019 $1.50
O 4 Canine Medium canine cage with rest shelf 54454 01/01/2018 $3.00
O 3| Canine small Small canine holding cage 647863 01/01/2018 £2.00
O 1 Large Goat cage Large cage with outdoor access 150 12/24/2018 $3.50
1 il Large Goat cage Large cage for indoor holding 42434 01/01/2018 $3.00
| 4 Large Mouse Cage Max occupancy: 25 mice 2230 03/07/2019 $1.75
| 1 Small Pig Cage Small pig cage with integrated feeder SC-PO0O1 02/15/2019 $30.00
| , Type A (Small) Small rodent transfer cage 68-975 01/01/2020 £1.00
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Edit Per Diem Rate
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Per Diem Definitions and
Rates link.

My Workspaces & Vivarium Board Administration

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

it Luys o
Setup Cage Types

Setup Cage Records

Setup Cage Reason and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates «
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

PRI

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

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

[ Add a Rate ] [ Delete Selected Rate(s) }

8 result(s) found...

Edit |Cage Type Per Diem Code |Effective Date
O 3| Bird Cage Medium narrow gauge bird cage, max occupancy 10 2432 03/07/2019 $1.50
O | [ canine Medium canine cage with rest shelf 54454 01/01/2018 £3.00
| | | canine small Small canine holding cage 647863 01/01/2018 $2.00
O | | erae Goat cage Large cage with outdoor access 150 12/24/2018 $3.50
O | | Large Goat cage Large cage for indoor holding 42434 01/01/2018 $3.00
O | | Large Mouse Cage Max occupancy: 25 mice 2230 03/07/2019 $1.75
O 3| Small Pig Cage Small pig cage with integrated feeder SC-PO01 02/15/2019 $30.00
O 4 Type A (Small) Small rodent transfer cage 68-975 01/01/2020 $1.00

The record is opened in an edit panel.

My Workspaces &} Vivarium Setup Per Diem Rate List | 4]

[ Add a new Rate Details ] [ Save Per Diem Rate ]

*Cage Type:
*Per Diem Code: |647563

*Description: ‘Smal\ canine holding cage

Cage is for brief holding purposes only, animal must be returned to
indoor/outdoor ward promptly
Comments:

© [ | o]

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

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

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

My Workspaces @ Vivarium Setup Per Diem Rate List | <}

| Asd @ new Rate Details | [ save Per Diem Rate |

*Cage Type:
“Per Diem Coda: 647583

*Description: |Small canine holding cage

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

Comments:

Effective Date Ending Date
Q [won | E=H 200
—
0 [mzas | [EEH] 225
——

Enter the desired Rate.

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

D Fanr e Sclect date

Q| 1=H
0 [ox_“[z015 v] ©

Su Mo Tu We Th Fr Sa

1| 2| 3| 4| 5

6| 7| &| 9(10|11|12

13 1415|1617 |18 19

2021 22|23 |24 25 26
2728 29|30 31

Click the Save Per Diem Rate button.

My Workspaces & Vivarium Setup Per Diem Rate List 4|
Add a new Rate Details I Save Per Diem Rate I

*Cage Type:
#*Per Diem Code: | 647863

*Description: ‘SmaH canine holding cage ‘

Cage is for brief holding purposes only, animal must be returned to
indoor/outdoor ward promptly
Comments:

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

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

[Acoarate | [ Detete selected raters) |
B result(s) found...
Edit |Cage Type Description Per Diem Code |Effective Date |Rate
O \_ || Bird Cage Medium narrow gauge bird cage, max occupancy 10 2432 03/07/2019 $1.50
O S| Canine Medium canine cage with rest shelf 54454 01/01/2018 $3.00
O 1 Canine small Small canine holding cage 647863 11/01/2019 $2.25
O i Large Goat cage Large cage with outdoor access 150 12/24/2018 $3.50
O 1 Large Goat cage Large cage for indoor holding 42434 01/01/2018 $3.00
O 1 Large Mouse Cage Max occupancy: 25 mice 2230 03/07/2019 $1.75
O || Small Pig Cage Small pig cage with integrated feeder SC-PO0D1 02/15/2019 $30.00
O 1 Type A (Small) Small rodent transfer cage 58-975 01/01/2020 $1.00

Rate Line Item Deletions

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

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

My Workspaces & Vivarium Setup Per Diem Rate List [}

{ Add & new Rate Details } { Save Per Diem Rate }

*Cage Type:
*Per Diem Code: |647863

*Description: ‘Srna\l canine holding cage |

Cage is for brief holding purpeses only, animal must be returned to
indoor/outdoor ward promptly

Comments:

Delete Effective Date Ending Date
o s —
Q e | EH 225

A confirmation popup dialog opens.
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This site says...

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

OK Cancel

Click Cancel to close the popup without saving changes.

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

My Workspaces & Vivarium Setup Per Diem Rate List [ |

[ Add a new Rate Defails ] [ Save Per Diem Rate ]

*Cage Type:
*Per Diem Code: |647853

*Description: ‘Srnall canine holding cage |

Cage is for brief holding purposes only, animal must be returned to
indoor/outdoor ward promptly
Comments:

Effective Date Ending Date

© s | [

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

My Workspaces [ Vivarium Board Administration

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

it wag craas
Setup Cage Types

Setup Cage Records

Setup Cage Reason and Description

Setup Separation Numbering

Setup Cage Card Template

Setup Per Diem Definitions and Rates ‘
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

EEENEERENE NN

The Setup Per Diem Rate List page opens. Select the checkbox(es) in the far-left column for the applicable
record(s) and click the Delete Selected Rate(s) button.
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My Workspaces = Vivarium Setup Per Diem Rate List
[asarate | [Debesseceiracs]

8 result(s) found...

Cage Type Description Per Diem Code |Effective Date
O \ 1 Bird Cage Medium narrow gauge bird cage, max occupancy 10 2432 03/07/2019 $1.50
O \_ i Canine Medium canine cage with rest shelf 54454 01/01/2018 $3.00
\_ 1) Canine small Small canine holding cage 647863 01/01/2018 $2.00
O ‘_ i Large Goat cage Large cage with outdoor access 150 12/24/2018 $3.50
O \ | Large Goat cage Large cage for indoor holding 42434 01/01/2018 $3.00
O \_ | |Large Mouse Cage Max occupancy: 25 mice 2230 03/07/2019 $1.75
(| \ i Small Pig Cage Small pig cage with integrated feeder SC-P0O01 02/15/2019 $30.00
[l ) | (Trpe A (5mall) Small rodent transfer cage 68-975 01/01/2020 $1.00

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM

Click CANCEL to close the popup without deleting the record.

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

My Workspaces = Vivarium Setup Per Diem Rate List

[ Add a Rate } [ Delete Selected Rate(s) ]

7 result(s) found...

Edit |Cage Type Description Per Diem Code |Effective Date | Rate
5
ird Cage edium narrow gauge bird cage, max occupancy d
Bird C: Med bird 10 2432 03/07/2019 1.50
(3]
O 1 Canine Medium canine cage with rest shelf 54454 01/01/2018 £3.00
5
O | |Large Goat cage Large cage with outdoor access 150 12/24/2018 $3.50
O Large Goat cage Large cage for indoor holding 42434 01/01/2018 £3.00
[=3]
5
arge Mouse Cage ax occupancy: 25 mice 5
[l 3| L M G M 25 2230 03/07/2019 $1.75
mall Pig Cage mall pig cage with integrated feeder - /15/ |
[ 3 Small Pig C small th ints ted feed SC-POO1 02/15/2019 £30.00
N
ype ma mall rodent transfer cage - d
[l U A (Small) Small rodent t fi 68-975 01/01/2020 $1.00
3]
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Setup Charge Master

The ARC Charge Master provides a central listing of subject animal expense accounts. The account lists are
maintained in the iRIS™ system on the Setup Charge Master page. To access the page, navigate to ARC > Review
Board Administration System Setup tab and click the Setup Charge Master link.

My Workspaces [ Vivarium Board Administration

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

DIELUP Layge wdru 1empiaue

Setup Per Diem Definitions and Rates
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

Setup Treatment Plan Templates by Species

Setup Charge Master «

Setup Generation

PDODIDIDRIDDI

Lo TEr SR 7 S P S

The Setup Charge Master page opens.

My Workspaces = Vivarium Setup Charge Master n

View Charge Master

£ Charge Ticket

View Charge Master

£ Animal Orders

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

Charge Ticket Configuration
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Charge Master link.
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My Workspaces [ Vivarium Board Administration

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

IELUP Ldyt wdru 1 empidue

Setup Per Diem Definitions and Rates
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

Setup Treatment Plan Templates by Species

Setup Charge Master «

Setup Generation

(AR R R E R N

_we wE_ e

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

My Workspaces Vivarium Setup Charge Master | < |

Charge Master

E: Charge Ticket
View Charge Master
S Animal Orders

The Setup Charge Ticket page opens.

My Workspaces [ Vivarium Setup Charge Ticket 0

[ Transfer Charge ltems(s) ] [ Add a New Charge Type }

View Edit Charge Type Object Code Hide from Dropdown List? Modified By

= ! . .

E: Subject Animal Food Orders 23334 Mo Administrator
=

= ¥ Subject Animal Veterinary .
S Wellcare 68246 No Administrator

= ! . y .

E: Subject Animal Cage Cleaning 248516 Mo Administrator

= %

E: Subject Animal Labs 15749 Mo Administrator
[==3]

= % . . . .

E: 3 Subject Animal Imaging 45812 No Administrator

Non-Animal Charge Items
To manage charge item accounts assigned to a Charge Type, click the icon in the View column for the applicable
Charge Type.
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My Workspaces M Vivarium Setup Charge Ticket | <}

[ Transfer Charge Items(s) ” Add a New Charge Type ]

Charge Type Object Code Hide from Dropdown List?

Subject Animal Food Orders 23334 No Administrater

Subject An\mﬁa\r:etarmaw 68245 No Administrator

Subject Animal Labs 15745 No Administrator

Subject Animal Cage Cleaning 248516 No Administrator

Subject Animal Imaging 45812 No Administrator

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

My Workspaces = Vivarium Setup Charge Ticket - Charge Items |4}

[ Apply Rate(s) ” Add a New Charge Item ]

the dste range

n menu for ite

=] Charge Item Start Date Percent Difference

O Goat Food 03/07/201%  03/04/2021 21.00 20.00 5.00 % No Administrator 03/07/2018
O S| : Goat Milk 03/07/201%  03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O Lion Food 03/07/201%  03/04/2021 10.50 10.00 5.00 % Mo Administrator 03/07/2018
O Feeding Service 03/07/201%  03/08/2023 10.30 10.00 3.00 % Mo Administrator 03/07/2018
O Pellets 03/01/2019  03/2%/201% 15.00 0.00 0.00 % No Administrator 03/12/2018

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

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

Cost is the current cost for the charge item.

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

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

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

My Workspaces & Vivarium Setup Charge Ticket - Charge Items |4}

[ Apply Rate(s) ][ Add a New Charge tem ]

Note: When editi
e dropdown menu for

the date range

rge item.

Charge Ttem Start Date Previous Cost Percent Difference
O 3] Goat Food 03/07/201% 03/04/2021 21.00 20.00 5.00 % No Administrator 03/07/2019
O 3] Goat Milk 03/07/201% 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O 4 Lion Food 03/07/2018 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O 3] Feeding Service 03/07/2015 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
O pellets 03/01/2018 03/29/2018 15.00 0.00 0.00 % No Administrator 03/12/2019
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A change history list opens for the selected record. All prior versions of the record are shown here, In the
screenshot below the selected record has only been changed once since it was created.

My Workspaces [ Vivarium Setup Charge Ticket - Charge Items (4]

[ Apply Rate(s) ” Add a New Charge ltem }

Note: Any changes will apply to charge tickets made after the modification. When editing tickets tha
of a newly effective change, the updated value will be displayed in the dropdown menu for t

n the date rangs
e item.

Hide from Dropdown

Charge Item Start Date End Date Previous Cost Percent Difference List? Modified By Date Modified
D : 1 - Goat Food 03/07/2019 03/04/2021 21.00 20.00 5.00 % MNo Administrator 03/07/2019

Goat Food 02/24/2019 02/24/2020 20.00 0.00 0.00 % Mo Administrator 03/07/2019
] 1 Goat Milk 03/07/2019 03/04/2021 10.50 10.00 5.00 % Mo Administrator 03/07/2019
D 1 Lion Food 03/07/2019 03/04/2021 10.50 10.00 5.00 % MNo Administrator 03/07/2019
] 1 Feeding Service 03/07/2019 03/08/2023 10.30 10.00 3.00 % Mo Administrator 03/07/2019
D 1 Pellets 03/01/2019 03/29/2019 15.00 0.00 0.00 % Mo Administrator 03/12/2019

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

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

My Workspaces Vivarium Setup Charge Ticket | 4]

[ Transfer Charge ltems(s) ] [ Add a New Charge Type ]

Charge Type Object Code Hide from Dropdown List?
H Subject Animal Food Qrders 23334 No Administrator
= Subject Animal Veterinary .
: =S| Wellcare 58246 Mo Administrator
H Subject Animal Cage Cleaning 248516 No Administrator
£ Subject Animal Labs 15749 No Administrator
=i
£ Subject Animal Imaging 45812 No Administrator

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

My Workspaces [ Vivarium Setup Charge Ticket - Charge Items 4 |
)

Note: Any changes will apply to charge tickets made after the modification. When editing tickets that fall in the date range
of a newly effective change, the updated value will be displayed in the dropdown menu for the charge item.

Hide from Dropdown

Charge Item Start Date End Date Previous Cost Percent Difference Date Modified
] i Goat Food 03/07/201% 03/04/2021 21.00 20.00 5.00 % No Administrator 03/07/2019
O i Goat Milk 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
] 3l Lion Food 03/07/201% 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
] i Feeding Service 03/07/201% 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
] Pellets 03/01/201% 03/25/2019 15.00 0.00 0.00 % No Administrator 03/12/2019

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

*Charge Item: |

R —
T ]

*Cost: [0.00 |

“Hide from Dropdown List? ()yes (@ pp

Enter the desired Charge Item name.

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

Add Charge Item: ﬂ

*Charge Item: |Furina Dog Chow, 50ib
“startDate: <
“Endoste: | O )
*Cost: sy Mo Tu We Th Fr Sa

“Hide from Dropdown List? E 2|[ 3| 4] s
e
13|14 15| 16 17 | 18| 19

212223 24 25

28| 29 |30 31

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

Enter the desired Cost of the charge item in dollars and cents.

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

Add Charge Item:

*Charge Item: |Purina Dog Chow, 50lb

“start st =]
“End st =]

*Cost: [35.00

*Hide from Dropdown List? ( )ves (® g

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

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

Are you sure you want to backdate the start date?

CONFIRM CANCEL

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

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

My Workspaces & Vivarium Setup Charge Ticket - Charge Items [ <}

[ Apply Rate(s) ” Add 2 New Charge ltem ]

made after the m tion. When editi

o the date range
ed value will be displayed in the dropdown menu for

item.

Charge Ttem Percent Difference
O | Goat Food 03/07/2019 03/04/2021 21.00 20.00 5.00 % No Administrator 03/07/2019
m] i Goat Milk 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2018
O | Lion Food 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
I:l 1] Feeding Service 03/07/2019 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
O i Pellets 03/01/2019 03/29/2019 15.00 0.00 0.00 % No Administrator 03/12/2019
[} S P“””astzﬁg Chow, 10/01/2019 10/01/2020 35.00 0.00 0.00 % No Administrator 10/28/2019

Edit Non-Animal Charge Item

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

My Workspaces [ Vivarium Setup Charge Ticket | 4]

[ Transfer Charge ltems(s) ] [ Add a New Charge Type ]

Charge Type ‘Object Code Hide from Dropdown Lis?
3 £ Subject Animal Food Orders 23334 No Administrator
\_ i Subject wei'l'[‘c:'r:mri“aw 58248 No Administrator
3 \_ Subject Animal Cage Cleaning 248516 No Administrator
3 \_ 1 Subject Animal Labs 15749 No Administrator
3 \_ Subject Animal Imaging 45812 No Administrator

The Setup Charge Ticket - Charge Items page is opened for the selected Charge Type. In the screenshot below,
the “Subject Animal Food Orders” Charge Type is selected. Click the icon in the Edit column for the applicable
Charge Item.
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My Workspaces = Vivarium Setup Charge Ticket - Charge Items | <}

[ Apply Rate(s) ” Add a New Charge tem }

the date range

Note: Any changes will apply tt
- e itemn.

made after the m ation. When editing tick
effective char I b

he dropdawn menu for

fy

Charge Ttem Start Date Percent Difference
O | Goat Food 03/07/2019  03/04/2021 21.00 20,00 5.00 % No Administrator 03/07/2019
O { Goat Milk 03/07/2019  03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O 4 Lion Food 03/07/2019  03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O i\ Feeding Service 03/07/2015 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2018
D 3 Pellets 03/01/2019 03/25/2019 15.00 0.00 0.00 % No Administrator 03/12/201%9
O { Purina Dog Chow, | 009 /5510 10/01/2020 325.00 0.00 0.00 % No Administrator 10/28/2019

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

Add Charge Item:

*Charge Item: |Purina Dog Chow, 350

“stor st =
“End Date: =

*Cost: |35.00

*Hide from Dropdown List? .:::. Yes @:' Mo

Make desired changes in the popup.

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

Click Cancel to close the popup without saving changes.

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

Confirm the Saving

Are you sure you want to backdate the start date?

CONFIRM CANCEL

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

Click CONFIRM to save changes and close both the confirmation and Add Charge Item popups.
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My Workspaces & Vivarium Setup Charge Ticket - Charge Items

Apoly Rate(s) ] [ Add a New Charge liem |

i) Percent Differance

m} 4 Goat Food 03/07/2018 03/04/2021 21.00 20.00 5.00 % No Administrator 03/07/2018
m} \ Goat Milk 03/07/2018 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2018
m} ® | Lion Food 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
m] ® 9 Feeding Service 03/07/2019 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
[} 3] ’ pPellets. 03/01/201% 03/29/2019 15.00 0.00 0.00 % No Administrator 03/12/2019
O =S 9 p“”"aaD;g Chow, 10/01/2019 10/01/2020 35.00 35.00 0.00 % o Administrator 10/28/2018

—

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

My Workspaces & Vivarium Setup Charge Ticket - Charge Items

[ Apply Rate(s) H Add a New Charge Item ]

the date rangs
item.

Charge Item Start Date Percent Difference

O 4 Goat Food 03/07/2018 03/04/2021 21.00 20.00 5.00 % o Administrator 03/07/2019
O 3} Goat Milk 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O \_ 4 | Lion Food 03/07/2019 03/04/2021 10.50 10.00 5.00 % Mo Administrator 03/07/2019
O 4 Feeding Service 03/07/2019 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
O A Pellets 03/01/2019 03/25/2019 15.00 0.00 0.00 % o Administrator 03/12/2019
O &y | F””"ESDSTQ Chow,  1o/01/2018 10/01/2020 35.00 35.00 0.00 % No Administrator 10/28/2019

(DI ) Chow, | 10/01/2018 10/01/2020 35.00 0.00 0.00 % No Administrator 10/28/2019

Apply Charge Item Rate(s)
It is possible to apply a markup or discount rate to charge items while still retaining the underlying Cost of a
charge item for audit trail or accounting purposes.

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

My Workspaces Vivarium Setup Charge Ticket < |

[ Transfer Charge ltems(s) ] [ Add a New Charge Type ]

Charge Type Object Code Hide from Dropdown List? Modified By
g Subject Animal Food Orders 23334 No Administrator
= Subject Animal Veterinary .
: = Wellcare 68246 No Administrator
g Subject Animal Cage Cleaning 248516 No Administrator
H Subject Animal Labs 15749 No Administrator

4]

H Subject Animal Imaging 45812 No Administrator

The Setup Charge Ticket - Charge Items page is opened for the selected Charge Type. In the screenshot below,
the “Subject Animal Food Orders” Charge Type is selected.
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Select the checkbox(es) at far left for the records to which a rate is being applied, then click the Apply Rate(s)
button.

My Workspaces &

Vivarium Setup Charge Ticket - Charge Items o
o

WNote: Any changes will apply to charge tickets made after the modification. When editing tickets that fall in the date range
of & newly effsctive change, the updsted value will be displayed in the dropdawn menu far srge item.

Hide from Dropdown

Charge Item Start Date End Date Previous Cost Percent Difference Modified By Date Modified
Goat Food 03/07/2019% 03/04/2021 21.00 20.00 5.00 % No Administrator 03/07/2019
Goat Milk 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O Lion Food 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
I:l Feeding Service 03/07/2019 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
I:l Pellets 03/01/2019 03/29/2019 15.00 0.00 0.00 % No Administrator 03/12/2019
[} Purina Dag Chow, 10/01/2019 10/01/2020 35.00 35.00 0.00 % No Administrator 10/28/2019

An Add Item Rate popup dialog box opens for entry of rate details.

Add Item Rate ﬂ

R —
sonome | [5H]
T —

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

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

Add Item Rate

S Er m—
“Start Dot =
“End Date: @ [Oct v[2019 ~| @

Su Mo Tu We Th Fr Sa

1| 2{ 3| 4| 5

6| 7 8 9 10 11 |12
13 14 15 16 17 |18 19
20|21 |22 |23 |24 25|26

27/ 28] 29 30| EH}

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

ot
“stort st =]

“End Dot =

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

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

Click Save to apply the rate to records previously selected on the Setup Charge Ticket - Charge Items page and
close the popup. The rate is applied to the selected records on the Setup Charge Ticket - Charge Items page. The
new Cost is automatically calculated by the system.

My Workspaces & Vivarium Setup Charge Ticket - Charge Items

Apply Rate(s) | [ Add a New Charge tem |

Charge Item Start Date Percent Difference Modified By
O i) Lion Food 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O 3 Feeding Service 03/07/2019 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
O i) Pellets 03/01/2019 03/29/2015 15.00 0.00 0.00 % No Administrator 03/12/2019
O 4 Goat Food 10/31/2019 10/31/2020 21.53 21.00 2.50 % No Administrator 10/28/2019
O i Goat Milk 10/31/2019 10/31/2020 10.76 10.50 2.50 % No Administrator 10/28/2019
O S| - Purinz Deg Chow, | 10/01/2015 10/01/2020 35.00 35.00 0.00 % No Administrator 10/28/2019

Click the icons in the Show History column to verify history for the selected records.

My Workspaces & Vivarium Setup Charge Ticket - Charge Items 4]

[ #poly Rate(s) | Add a New Charge tem |

changes will apply to ch
ly effective change,

Note:

Charge Item Start Date Percent Difference C List? Modified By
O 4 Lion Food 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 03/07/2019
O i) Feeding Service 03/07/2019 03/08/2023 10.30 10.00 3.00 % No Administrator 03/07/2019
O i\ Pellets 03/01/2019 03/29/2012 15.00 0.00 0.00 % No Administrator 03/12/2019
O i Goat Food 10/31/2019 10/31/2020 21.53 21.00 2.50 % No Administrator 10/28/2019
Goat Food 03/07/2019 03/04/2021 21.00 20.00 5.00 % No Administrator 10/28/2019
Goat Food 02/24/2019 02/24/2020 20.00 0.00 0.00 % No Administrator 03/07/2019
O \_ i - Goat Milk 10/31/2019 10/31/2020 10.76 10.50 2.50 % No Administrator 10/28/2019
Goat Milk 03/07/2019 03/04/2021 10.50 10.00 5.00 % No Administrator 10/28/2019
Goat Milk 02/24/2019 02/24/2020 10.00 0.00 0.00 % No Administrator 03/07/2019
] ) i | Purina Dog Chow, 001 2019 10/01/2020 35.00 35.00 0.00 % Mo administrator 10/26/2019
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Add Non-Animal Charge Type
On the Setup Charge Master page, click the icon in the View column for Charge Ticket.

My Workspaces = Vivarium Setup Charge Master n

View Charge Master

H Charge Ticket

View Charge Master

F3 Animal Orders

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

My Workspaces [ Vivarium Setup Charge Ticket {4 ]

[ Transfer Charge ltems(s) ]I Add a New Charge Type I

Charge Type Object Code Hide from Dropdown List?
iJ Subject Animal Food Orders 23334 Mo Administrator
Bl a5 Subject T,‘?Ei'ﬂ";lr:eteri“aw 68245 No Administrator
i_| Subject Animal Cage Cleaning 248516 Mo Administrator
_i__| i Subject Animal Labs 15749 Mo Administrator
i_| Subject Animal Imaging 45812 Mo Administrator

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

Charge Type:

*Charge Type: | Subject Animal Urinalysis

“Object Code: 68514

“Hide From DropDown? (_Jves (®) g

I Cancel I Save Charge Type

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

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

Click Cancel to close the popup without saving the record.
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Click Save Charge Type to save the record and close the popup. The record is added on the Setup Charge Ticket
page.

My Workspaces & Vivarium Setup Charge Ticket {4}

[ Transfer Charge Iltems(s) ] [ Add a New Charge Type ]

Charge Type Hide from Dropdown List? Modified By
= 5 ) .
E: Subject Animal Food Orders 23334 No Administrator
= 5 ) ) .
E: Subject Animal Veterinary Wellcare 68246 No Administrator
= % . . -
E: il Subject Animal Cage Cleaning 248516 No Administrator
= N ) .
E: il Subject Animal Labs 15748 No Administrator
s 5 . . ) ;
E: Subject Animal Imaging 45812 No Administrator
= = - }
E: il Subject Animal Urinalysis 68514 No Administrator

Edit Non-Animal Charge Type
On the Setup Charge Master page, click the icon in the View column for Charge Ticket.

My Workspaces & Vivarium Setup Charge Master 0

View Charge Master

= Charge Ticket

View Charge Master

‘./_ Animal Orders

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

My Workspaces @ Vivarium Setup Charge Ticket 4}

[ Transter Charge Items(s) | ["Add a New Charge Type |

Charge Type Hide from Dropdown List? Modified By
H b, Subject Animal Food Orders 23334 No Administrator
s 5

E: Subject Animal Veterinary Wellcare 68246 No Administrator
& 5

: 4 Subject Animal Cage Cleaning 248516 Ho Administrator
. 5

E: 4 Subject Animal Labs 15749 No Administrator
= 5

E Subject Animal Imaging 45812 No Administrator
= 5 . .

E: i) Subject Animal Urinalysis 68514 No Administrator

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

Charge Type: ﬂ

Subject Animal Urine Dipstick x |

*Charge Type:

*0Object Code:

68514 |

*Hide From DropDown? () vas (® g

| cancel | Save Charge Type

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 80



Animal Resource Center ARC Orders & Billing

Make desired changes in the popup.

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

Click Cancel to close the popup without saving changes.

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

My Workspaces & Vivarium Setup Charge Ticket 4]

[ Transfer Charge Items(s) ][ Add a New Charge Type ]

Charge Type Hide from Dropdown List? Modified By
i__‘ 3] Subject Animal Food Orders 23334 Mo Administrator
i__‘ 4 Subject Animal Veterinary Wellcare 68246 Mo Administrator
i__‘ il Subject Animal Cage Cleaning 248516 No Administrator
i__‘ 3| Subject Animal Labs 15749 Mo Administrator
i__‘ 3] Subject Animal Imaging 45812 Mo Administrator
=_-J il Subject Animal Urine Dipstick 68514 Mo Administrator

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

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

My Workspaces L] Vivarium Setup Charge Master n

View Charge Master

Charge Ticket

View Charge Master

Animal Orders

The Setup Charge Ticket page opens.

My Workspaces & Vivarium Setup Charge Ticket o

I Transfer Charge Itemsi(s) " Add a New Charge Type ]

View Edit Charge Type Object Code Hide from Dropdown List? Modified By
_J 4 Subject Animal Food Orders 23334 No Administrator
_J 4 Subject Animal Veterinary Wellcare 68246 No Administrator
i__‘ \7 31 Subject Animal Cage Cleaning 248516 No Administrator
i__‘ ) 31 Subject Animal Labs 15749 No Administrator
J 4 Subject Animal Imaging 45812 No Administrator
_J 3 Subject Animal Urine Dipstick 68514 No Administrator
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In this example, the “Subject Animal Imaging” Charge Type is to be deleted.

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

Transfer Charge Items X |
Charge Type From:[—none— | Find... Charge Type To:
Delete This Charge Type:
Mo Charge Items. Please add some Items.
e —

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

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

Transfer Charge Items

Charge Type From: E Charge Type Tu:

Subject Animal Food Crders

Delete This Charge Type:|Subjec Velerinary Wellcare

Subjec Cage Cleaning

Subjec! imal Labs
Subject Animal Imaging
Subject Animal Urine Dipstick
Mo Charge Items. Please add some Items.

Make Transfer

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

Transfer Charge Items

Charge Type From:|Subject Animal Find... Charge Type 'I'u:
Delete This Charge Tvpe: Delete

Subject Animal Imaging

Mo Charge Items. Please add some Items.

In this example the list is empty, indicating no Charge Items are assigned to this Charge Type and it is safe to
delete.
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Note: Any Charge Items appearing in this list must be reassigned to a different Charge Type before the selected
Charge Type can be deleted. See the next section of this manual, Transfer Charge Items, for transfer instructions.

Click the Delete button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces [ Vivarium Setup Charge Ticket o

[ Transfer Charge ltems(s) } [ Add a New Charge Type ]

Charge Type Hide from Dropdown List? Modified By

Subject Animal Food Orders 23334 No Administrator

Subject Animal Veterinary Wellcare 68246 No Administrator

Subject Animal Labs 15749 No Administrator

E: il Subject Animal Cage Cleaning 248516 No Administrator

Subject Animal Urine Dipstick 68514 No Administrator

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

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

Click the Transfer Charge Item(s) button.
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My Workspaces = Vivarium Setup Charge Ticket n

| Transfer Charge itemsis) || Add a New Charge Type ]

Charge Type Hide from Dropdown List? Modified By
_i_| 3] Subject Animal Food Orders 23334 No Administrator
B 1 i) Subject Animal Veterinary Wellcare 68246 No Administrator
EE 3] Subject Animal Cage Cleaning 248516 No Administrator
S| 3] Subject Animal Labs 15749 No Administrator
EE l i) Subject Animal Imaging 45812 No Administrator
EE 4 Subject Animal Urine Dipstick 68514 No Administrator

The Transfer Charge Items popup dialog box opens.

Transfer Charge Items X |
Charge Type From: Find. Charge Type To:

Delete This Charge Type:

Mo Charge Items. Please add some Items.

Make Transfer

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

Transfer Charge Items ﬂ

Charge Type From: Find... Charge Type To:
Subject Animal Food Crders
Delete This Charge Type:|Subject Animal Veterinary Wellcare Delete
Subject Animal Cage Cleaning

Subject Animal Labs
Subject Animal Imaging
Subject Animal Urine Dipstick
Mo Charge Items. Please add some Items.

Make Transfer

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

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

Charge Type From:|Subject Animal - Charge Type To:
Delete This Charge Type: | Subject Animal

Subject Animal Urine Dipstick

Type U-205 Urine Dipstick

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

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

Transfer Charge Items

Charge Type From: | Subject Animal - Charge Type To: |G L0

Subject Animal Food Orders

Delete This Charge Type: | Subject Animal Subject Animal Veterinary Wellcare
Subject Animal Cage Cleaning
Subject Animal Labs

Subject Animal Urine Dipstick Subject Animal Imaging

Type U-205 Urine Dipstick

t

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

Labs” Charge Type is selected.

Transfer Charge Items

Charge Type From: | Subject Animal ™ - Charge Type To: ~
Delete This Charge Type: | Subject Animal

Subject Animal Urine Dipstick

Type U-205 Urine Dipstick

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

Click the Make Transfer button to complete the transfer. The transfer is complete, and the Setup Charge Ticket
page reloads.
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My Workspaces & Vivarium Setup Charge Ticket a

I Transfer Charge ltems(s) I Add a New Charge Type

Charge Type Hide from Dropdown List? Modified By
iJ Subject Animal Food Orders 23334 No Administrator
iJ Subject Animal Veterinary Wellcare 68246 No Administrator
_;J Subject Animal Cage Cleaning 248516 No Administrator
iJ Subject Animal Labs 15749 No Administrator
iJ Subject Animal Urine Dipstick 68514 No Administrator

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

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

Transfer Charge Items X |
Charge Type From: Find. Charge Type TI]:
Delete This Charge Type: Delete

Mo Charge Items. Please add some Items.

Make Transfer

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

Transfer Charge Items

Charge Type From: Charge Type 'Iu:

Subject Animal Food Crders
Delete This Charge Type: | Subject Animal Veterinary Wellcare
Subject Animal Cage Cleaning

Subject Animal Labs
Subject Animal Imaging
Subject Animal Urine Dipstick
No Charge Items. Please add some Items.

e T

Click the Find button to load the list of Charge Items assigned to the invalid Charge Type and confirm it is empty.
Notice that the selected Charge Type automatically populates in the Delete This Charge Type field and in the
header of the Charge Items list.
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Transfer Charge Items

Charge Type From:|Subject Animal Find._. Charge Type Tn:
Delete This Charge Type: | Subject Animal

Subject Animal Urine Dipstick

Mo Charge Items. Flease add some Items.

Make Transfer

Click the Delete button. A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

My Workspaces Vivarium Setup Charge Ticket | 4]

[ Transfer Charge ltems(s) ] [ Add a New Charge Type ]

Charge Type Hide from Dropdown List? Modified By
EE| K Subject Animal Food Orders 23334 No Administrator
EE| \ i) Subject Animal Veterinary Wellcare 68245 No Administrator
EE| \ Subject Animal Cage Cleaning 248516 No Administrator

I_I, 5
E: 3} Subject Animal Labs 15749 No Administrator

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

My Workspaces & Vivarium Setup Charge Ticket - Charge Items 0

[ Apply Rate(s) ][ Add a New Charge ltem ]

Note: Any changes will spply ta charge tickets made after the modification. When editing tickets th
of a newly effective change, the updated value will be displayed in the dropdown menu for th

n the dste range
e item.

Charge Ttem Start Date End Date Previous Cost [ — "’"'L.‘s'.’,"'"d““'" Madified By Date Modified
5 g
O TV"ED‘fpigka”"E 10/01/2019 10/01/2020 15.00 0.00 0.00 % No Administrator 10/29/2019

Animal Orders Configuration
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Charge Master link.
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My Workspaces [ Vivarium Board Administration

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

IELUP Ldyt wdru 1 empidue

Setup Per Diem Definitions and Rates
Setup Veterinarian Profile

Setup Transfer Coordinator Profile

Setup Treatment Plan Templates by Species

Setup Charge Master «

Setup Generation

(AR R R E R N

_we wE_ e

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

My Workspaces & Vivarium Setup Charge Master 4 |

Charge Master

Charge Ticket

Charge Master

Animal Orders

The Setup Animal Order page opens.

My Workspaces [ Vivarium Setup Animal Order 4|

[ Add a New Charge Type ]

Charge Type Object Code Modified By
3 Mo Rodent Subject Animals 25784 Administrator
—i
= % ; } ) L
E: Mo Canine Subject Animals 22008 Administrator
—i
= b . . P
E: Mo Insect Subject Animals 68425 Administrator

Add Animal Order Charge Type
On the Setup Charge Master page, click the icon in the View column for Animal Orders.
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My Workspaces Vivarium Setup Charge Master | 4 |

View Charge Master
=.’_ Charge Ticket
View Charge Master
=.’_ Animal Orders

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

My Workspaces = Vivarium Setup Animal Order {4}

Charge Type

= %

£E No Rodent Subject Animals 25784 Administrator
=-3]

= %

=E No Canine Subject Animals 22008 Administrator
3]

= A -

3 No Insect Subject Animals 68425 Administrator

Charge Type:

*Charge Type: |Bouine Subject Animals

*Object Code: [35198

“Default Charge Type?  (ves @ o
*Hide from Dropdown List? ( Jye: (@) g

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

I Cancel l Save Charge Type

Enter the desired Charge Type name and Object Code.
Note that the Object Code is configured and maintained by the institution, it is not provided in the iRIS™ system.
Select “Yes” or “No” for Default Charge Type?
A selection of “Yes” means:
— this Charge Type item will be set as the default selection in the Animal Charge Type picklist

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

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

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

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

dropdown picklist.
Click Cancel to close the popup without saving the record.

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

My Workspaces = Vivarium Setup Animal Order 4|

View | Edit Default? Charge Type Object Code Modified By

__J =4 Mo Rodent Subject Animals 25784 Administrator
i_J i3 | Mo Canine Subject Animals 22008 Administrator
iJ [i3) Mo Insect Subject Animals 58425 Administrator
i_J i3] Mo Bovine Subject Animals 35198 Administrator

Edit Animal Order Charge Type
On the Setup Charge Master page, click the icon in the View column for Charge Ticket.

My Workspaces Vivarium Setup Charge Master [ 4]
View Charge Master
: Charge Ticket
View Charge Master
S Animal Orders

The Setup Charge Ticket page opens. Click the icon in the Edit column for the applicable record.
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My Workspaces [ Vivarium Setup Animal Order {4}

i Default? ‘Object Code Modified By
u ) i Mo Rodent Subject Animals 25784 Administrator
U ._ i Mo Canine Subject Animals 22008 Administrator
u ) 1 Mo Insect Subject Animals 68425 Administrator
u . Mo Bovine Subject Animals 35198 Administrator

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

Charge Type:

*Charge Type: |5mal| Eu\tine Subject Animals

*Object Code: 35198

*Default Charge Type? (yes (® g
*Hide from Dropdown List? ( Jyes (@ g

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

I Cancel I Save Charge Type

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

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

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

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

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

Click Cancel to close the popup without saving changes.

Click Save Charge Type to save the record and close the popup. The record is revised on the Setup Animal Order
page.
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My Workspaces [ Vivarium Setup Animal Order 4 |
Add a Mew Charge Type
View | Edit Default? Charge Type Object Code Modified By
= % - . .
E Mo Rodent Subject Animals 25784 Administrator
- N
EE Mo Canine Subject Animals 22008 Administrator
==}

= h - . -
FE i Mo Insect Subject Animals 68425 Administrator
= b - . . -
E: 3| Mo Small Bovine Subject Animals 35198 Administrator

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

My Workspaces [ Vivarium Setup Charge Master 4 |

Charge Master

Charge Ticket

Charge Master

Animal Orders

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

My Workspaces & Vivarium Setup Animal Order | 4 |
Add a New Charge Type
Charge Type Object Code Modified By
= N
2 Mo Rodent Subject Animals 25784 Administrator
[—3]
= ~ . . - L
E: Mo Canine Subject Animals 22008 Administrator
[—3]
= h . . P
E: 1 Mo Insect Subject Animals 58425 Administrator
= h - . . P
E: 4 Mo Small Bovine Subject Animals 35158 Administrator

The Setup Animal Orders - Charge Items page is opened for the selected record. In the example screenshot

below, the Rodent Subject Animals Charge Type record is selected. Records are sorted in ascending order of
Start Date.
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My Workspaces [ Vivarium Setup Animal Orders - Charge Items | ¢ |
Add a New Charge ltem

Hide from

Default Charge Item Start Date End Date Dropdown List?
Mo Mice (50) 02/26/2019 02/24/2020 65.00 No Administrator
2} =
4 Mo Rats (50) 03/08/201% 03/28/201%9 75.00 No Administrator
No Guinea Pigs (25) 03/08/201% 03/17/2021 52.00 No Administrator

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

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

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

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

Show Hide from
Default History Charge Item Start Date End Date Dropdown List?
No Mice (50) 02/26/2019 02/24/2020 65.00 No Administrator
i
1 No £ Rats (50) 03/08/2019 03/28/2019 75.00 No Administrator
No £ Guinea Pigs (25) 03/08/2019 03/17/2021 52.00 No Administrator

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

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

Hide from

Charge Ttem End Date Dropdawn List?
3| Mo - Mice (50) 02/26/201% 02/24/2020 65.00 No Administrator
4 No Rats (50) 03/08/201%9 03/28/2019 75.00 No Administrator
No Rats 03/08/2019% 03/28/2019 20.00 No Administrator
A4 Mo - Guinea Pigs (25) 03/08/201% 03/17/2021 52.00 No Administrator

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

Add Animal Charge Item
On the Setup Animal Order page, click the icon in the View column for the Charge Type to which the new
Charge Item is to be assigned.
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DR v
Charge Type Object Code Maodified By
g \_ 3] Mo Rodent Subject Animals 25784 Administrator
H \_ 3| Mo Canine Subject Animals 22008 Administrator
g \_ 3l Mo Insect Subject Animals 68425 Administrator

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

My Workspaces & Vivarium Setup Animal Orders - Charge Items 4

| Add a New Charge Item |

Hide froi
Charge Item Start Date End Date Dropll:wn :;sl:?
Mo Mice (50) 02/26/2019 02/24/2020 55.00 Mo Administrator
=i _ |
he
4 Mo - Rats (50) 03/08/201% 03/28/201% 75.00 No Administrator
N
3l Mo - Guinea Pigs (25) 03/08/2019 03/17/2021 52.00 Mo Administrator

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

Add Charge Item:

*Charge Ttem:

e —
endontes [ | []

*Cost: [0.00

*Hide from Dropdown List?  ( yez (8 g

*Default? (Oyes @pp

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

Enter the desired Charge Item name.

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

“Charge Item: |Mice (100)

“star Dates =H
*End Date: @ [Oct ~[2018 ~]| @

*Cost: Mo Tu We Th Fr Sa

*Hide from Dropdown List? E 2 3| 4| s
*Default? 7| 8| 9|10|11| 12

(Mote: Only one Charge Item can be ¢ 14//15//16|| 17| 18|19
21 22| 23 |24 25 |26
28 29 30 31

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

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

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

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

the Animal Orders Charge Item list. A selection of “Yes” means this Charge Item will be selected by default in the
Animal Orders Charge Item list.

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

Add Charge Item:

“Charge Item: |Mice (100}

“Start Date: [10012019 | [E5)r]
*End Date: [10012020 | [y

*Cost: [100.00

*Hide from Dropdown List? ()ves (@ g
“Default? @ ves (g

{Mote: Only one Charge Item can be set as default)

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

Click Save to save the record and close the popup. The record is added on the Setup Animal Orders - Charge
Items page.
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My Workspaces [ Vivarium Setup Animal Orders - Charge Items 4]

Default Charge Item Start Date End Date Dmf:::::; t2
4 No -y Mice (50) 02/26/2019 02/24/2020 65.00 No Administrator
4 No - Rats (50) 03/08/201%9 03/28/2019 75.00 No Administrator
4 No - Guinea Pigs (25) 03/08/2019 03/17/2021 52.00 No Administrator
4 Yes Mice (100) 10/01/2019 10/01/2020 100.00 No Administrator

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

The Charge Type for this Charge Item has not been defaulted.
Please change the Charge Type defaults.

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

My Workspaces & Vivarium Setup Animal Order | 4|

Default? Charge Type Object Code
£ Mo Rodent Subject Animals 25784 Administrator
4]
g Mo Canine Subject Animals 22008 Administrator
2]
g Mo Insect Subject Animals 58425 Administrator

The Setup Animal Orders - Charge Items page is opened for the selected Charge Type. In the screenshot below,
the “Rodent Subject Animals” Charge Type is selected. Click the icon in the Edit column for the applicable Charge
Item.
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My Workspaces [ Vivarium Setup Animal Orders - Charge Items {4}

Default Charge Item Start Date End Date Dr\::)i::\:'r::;st?
Mo [ Mice (50) 02/26/201% 02/24/2020 65.00 No Administrator
Mo [ Rats (50) 03/08/201% 03/28/201% 75.00 No Administrator
No 3 Guinea Pigs (25) 03/08/201% 03/17/2021 52.00 No Administrator
No Mice (100) 10/01/201%9 10/01/2020 100.00 No Administrator

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

Add Charge Item:

“Charge Ttem: [Mice (100)

p—— =

*Cost: [100.00

*Hide from Dropdown List? ()yes ®g
*Default? (®yves (INo

{Mote: Only one Charge Item can be set as default)

Make desired changes in the popup.

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

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

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

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

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

Are you sure you want to backdate the start date?

CONFIRM CANCEL

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

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

My Workspaces & Vivarium Setup Animal Orders - Charge Items 4 |

[ Add a New Charge Item ]

Show Hide from

Edit Default History Charge Item Start Date End Date Cost Dropdown List? Modified By
| No -y Mice (50) 02/26/2019 02/24/2020 65.00 No Administrator
1 No N Rats (50) 03/08/2019 03/28/2019 75.00 No Administrator
1 No ) Guinea Pigs (25) 03/08/201% 03/17/2021 52.00 No Administrator
i Yes : Mice (100) 10/01/2019 10/01/2020 100.00 No Administrator

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

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

The Charge Type for this Charge Item has not been defaulted.

Please change the Charge Type defaults.

Animal Charge Item Default Record Error
Recall that a Charge Item can only be set as the default if its parent Charge Type (as shown on the Setup Animal
Order page) is also set as a default.
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If “Yes” is selected for Default in the Add Charge Item popup when the parent Charge Type (as shown on the

Setup Animal Order page) is not set as a default, the following error displays for three seconds when the Save
button is clicked.

The Charge Type for this Charge Item has not been defaulted.
Please change the Charge Type defaults.

When the error popup closes, either:

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

Add Charge Item:

“Charge Hem: [Mice (100)

“Start Date: [10012018 | [E=5~]|
*End Date: [10012020 | =]

*Cost: [100.00

*Hide from Dropdown List? ()ves (® g

“Default?  (Ovyes @ng ‘

{Mote: Only one Charge Item can be set as default)

OR

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

Charge Type:

*Charge Type: |Rodent Subject Animals

*Object Code: 25784

*Default Charge Type? ®ves (ng ‘

*Hide from Dropdown List? ':::' Yes @:' No

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

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

*Charge Item: [Mice (100)
“Start Date: [10012019 | [E5v]
*End Date: [100012020 | [~

*Cost: [100.00

#Hide from Dropdown List? (_Jyes (8o
“Default? @ ves (o

: Only one Charge Item can be set as default)

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

Confirm the Saving

Are you sure you want to backdate the start date?

CONFIRM CANCEL

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

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

My Workspaces Vivarium Setup Animal Orders - Charge Items <}

[AddaNewcna:gelm]

Show Hide from

Edit Default History Charge Item Start Date End Date Cost Dropdown List? Modified By
| No £ Mice (50) 02/26/2019 02/24/2020 65.00 No Administrator
1 No - Rats (50) 03/08/2019 03/28/2019 75.00 No Administrator
i No Guinea Pigs (25) 03/08/2019 03/17/2021 52.00 No Administrator
3 Yes Mice (100) 10/01/2019 10/01/2020 100.00 No Administrator

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

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

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

My Workspaces = Vivarium Board Administration

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

w metup Alele
() Setup Vendor Email Template «
® Setup Invoice Type

® Setup Agenda Categories

[ ] Setup Finalized Agenda Document T

® Setup Agenda Revision Document Template
® Sctup Expedite Report Template

M cotin Maotinn Minntac Tamnlata

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

My Workspaces © Vivarium Vendor Email Template [ 4 |

| Add Tempiate | [ Delete Template ]

O | |Mew Animal Request

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

My Workspaces & Vivarium Vendor Email Template < |

[ Insert Merge Code ] [ Save Template ]

*Title: |

*Content:
" B I U = Xz x? Font Family - 12 - & I~ 9~ =~ = ~

jii
‘
1l
Il
L
3]
o}
oy
1]

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

The Content section contains a text editor with standard text editing and formatting tools. Enter the desired
boilerplate text, leaving spaces open for insertion of Merge Codes where applicable.
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In the screenshot below a Vendor Email Template has been created to address the problem of incorrect sex
counts in a livestock order. Empty spaces are left open where Merge Codes are to be inserted.

My Workspaces = Vivarium Vendor Email Template 4]

[ Insert Merge Code } [ Save Template ]

*Title: Animal Return, Incomect Sex Counts ‘

*Content:
" B I U 5 x x2 Verdana * 11 - & I~ 9+ =~ =~
E ~ = % @ o £ B 2

Dear ,

Our livestock order number 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 .
Please let us know if you need any more information regarding this order.

- ARC Coordinator

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

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

My Workspaces & Vivarium Vendor Email Template 4]

| Insert Merge Code | [ Save Template }

*Title: Animal Retum, Incorrect Sex Counts |

*Content:

- B I u X2 el Verdana * 11 - & I~ 9~ =~ = ~

= - E %

5
[a]
Dear , /

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

O - =] 2]

We have sent the animals back and a new order was sent .
Please let us know if you need any more information 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.
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2 nsert Dats Merge Code - Microsoft Edge = m] x

£ | https://sb1.imedris.net/RB_Correspondence_Code_Dlg.jsp?s=1572384035235

AR Info

Ely Request - Order Date

= Preferred Delivery Date
Preferred Vendor

a Reguest - Stock Number/Code
Request - Age/Size

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

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

0K Cancel

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 |
s e

*Title:

*Content:

Animal Return, Incorrect Sex Counts |

& B I u & x x

= - E % @ o # = e

Dear ,

Our livestock order number [Fzorder_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
“Order — Order Date” are inserted.
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My Workspaces [ Vivarium Vendor Email Template < |

[ Insert Merge Code ] I Save Template I

*Title: Animal Refurn, Incomect Sex Counts |

*Content:

1—
= -

" B I L8] S x x? Verdana *~ 11 - & i~ 9~

i
a4

% @ o +*£ &5 9

= -

Dear [Yovendor_name3:],

Our livestock order number [order_num?3t] was received on [%erecieved_dated:]. Unfortunately, the sex counts of these
animals are incorrect. Our order was for [Yeorder_num_females®t] females and [3torder_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 the new record. The text editor closes and the template is added on the
Vendor Email Template page.

My Workspaces & Vivarium Vendor Email Template 4 |

[ Add Template ] [ Delete Template ]

O ' Hew &nimal Request
I O . 1 Amimal Return, Incorrect Sex Counts I
Merge Code List

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

Review Board Study Financial Information
Meetings Submission Information
Multi-Site ARC Request Information
Study Personnel ARC Ordering Information
Study Contacts ARC Receiving Information
Form Creator ARC Cage Information
Department Reviewer and Signoff Study/IRB/IACUC Application Information

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

[x]

er Number

Request - Order Date
Preferred Delivery Date
Preferred Vendor

Request - Stock Number/Code
Request - Age/Size

Request - Number of Males

R t - Number of 1

F
Request - Number of Cages
Request - Approved Location

0K Cancel

Category titles are not Merge Codes and cannot be inserted in the cage card template. If a title item is selected

and the OK button is clicked, an error popup window displays.

A

This is 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.

---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
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---ARC Request Info ---

---ARC Ordering Info ---

---ARC Receiving Info ---

---ARC Cage Info ---

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

Order - Number of Females

Location

Order - Number of Cages
Order - Approved Location

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

My Workspaces [

Vivarium Board Administration

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

w >etup Alele
[ ] Setup Vendor Email Template «
[ ] Setup Invoice Type

[ ] Setup Agenda Categories

() Setup Finalized

da Document T
® Setup Agenda Revision Document Template
[ ] Setup Expedite Report Template

B cotiin Mootine Minntac Tamnlata

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

Vivarium Vendor Email Template | < |

My Workspaces &

[ Add Template ] [ Delete Template ]

| . Mew &Animal Request

1 Animal Return, Incorrect Sex Counts

The template is opened in a text editor for editing.
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My Workspaces = Vivarium Vendor Email Template {4}

[ Insert Merge Code ] [ Save Template ]

*Title: Animal Return_Incorrect Sex Gounts |

*Content:
< B I u S xx x Font Family > 12 = 4 I~ 9~ =~ = ~
Er E E % & Q = =}

Dear [%vendor_name%:],

Ouwr livestock order number [%order_num%] was received on [%recieved_date%:]. Unfortunately, the sex counts of these
animals are incorrect. Our order was for [Storder_num_females?:] females and [3torder_num_males%:] males, but we received
[%ereceive_num_females%:] females and [Yereceive_num_males%] males.

We have sent the animals back and a new order was sent [%sorder_order_date%].

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

- ARC Coordinator

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

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

My Workspaces & Vivarium Vendor Email Template

Insert Merge Code Save Templaie

*Title: Animal Refurn, Incorrect Sex Counts ‘

*Content:
" B I 19) 5 Xa x2 Verdana - 1 -~ & I~ 9~ =~ = ~
= - E % B o &£ & 9D

Dear [Yevendor_namedt],

Our livestock order number [Y:order_num:] was received on [%recieved_date%:]. Unfortunately, the sex counts of these
animals are incorrect. Our order was for [%order_num_females%] females and [%.order_num_males%] males, but we received
[#ereceive_num_females:] females and [Jereceive_num_males%] males.

We have sent the animals back and a new order was sent [%eorder_order_date%]. Please arrange to have the new shipment
delivered to [%receive_app_location:].

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

- ARC Coordinator

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

Delete Vendor Email Template

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

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

w Setup Anele
[ ] Setup Vendor Email Template «
® Setup Invoice Type

() Setup Agenda Categories

[ ] Setup Finalized Agenda Document T

® Setup Agenda Revision Document Template
® setup Expedite Report Template

M coirn Mactine Minntas Tamnlate

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

My Workspaces [ Vivarium Vendor Email Template [ 4 |

Add Template I Delete Template I

O | New Animal Request

3! Animal Return, Incorrect Sex Counts

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

Click CONFIRM to delete the record and close the popup. The template is deleted on the Vendor Email Template
page.
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My Workspaces & Vivarium Vendor Email Template [ 4 |

[ Add Template ] [ Delete Template ]

%

O | |Mew Animal Request

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

My Workspaces = Vivarium Board Administration

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

w >etup Alele
[ ] Setup Vendor Email Template

® Setup Invoice Type

® Setup Agenda Categories

() Setup Finalized da Document T

® Sctup Agenda Revision Document Template
® Setup Expedite Report Template

B cotin Maootina Minntac Tamnlata

The Setup Invoice Type page opens.

My Workspaces & Vivarium Setup Invoice Type 0

[ Add a New Invoice Type ” Delete Invoice Type(s) ]

Invoice Type

Protocol Related Items
3]

Housing
3]

o od

1 Supplies

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

My Workspaces & Vivarium Board Administration

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

w metup Alele
(] Setup Vendor Email Template

() Setup Invoice Type

® Setup Agenda Categories

[ ] Setup Finalized Agenda Document T

[ ] Setup Agenda Revision Document Template
® Setup Expedite Report Template

M coiir Moctinn Minntas Tamnlata
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The Setup Invoice Type page opens. Click the Add a New Invoice Type button.

My Workspaces & Vivarium Setup Invoice Type < |

I Add a MNew Invoice Type I[ Delete Invoice Type(s) ]

Invoice Type

O Protocol Related Items
] Housing
=3
O

=1 Supplies

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

My Workspaces & Vivarium Setup Invoice Type [ 4 |

I Save Invoice Type I

*Invoice Type: |F00d . |

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

My Workspaces & Vivarium Setup Invoice Type a

[ Add a New Invoice Type ” Delete Invoice Type(s) ]

Edit Invoice Type

Protocol Related Items
=3

Housing
=

O
O
O | 1) supplies
[l

Food
L

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

My Workspaces & Vivarium Board Administration

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

w metup Alele
(] Setup Vendor Email Template

() Setup Invoice Type

() Setup Agenda Categories

® Setup Finalized Agenda Document T

[ ] Setup Agenda Revision Document Template
® Setup Expedite Report Template

M coiir Moctinn Minntas Tamnlata

The Setup Invoice Type page opens. Click the icon in the Edit column for the applicable record.
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My Workspaces & Vivarium Setup Invoice Type | < |

[ Add a New Invoice Type ” Delete Invoice Type(s) ]

Invoice Type

The record is opened in an edit panel.

My Workspaces & Vivarium Setup Invoice Type [ 4 |

*Invoice Type: |Dry Goods Food

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

My Workspaces Vivarium Setup Invoice Type [ 4 |

[ Add a New Invoice Type ][ Delete Invoice Type(s) ]
Edit Invoice Type
] \_ 1 Protocol Related Items
[l \_ 1 Housing
O \_ 1 Supplies
[l \_ | Dry Goods Food

Delete Invoice Type
Navigate to ARC > Review Board Administration System Setup tab and click the Setup Invoice Type link.
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My Workspaces & Vivarium Board Administration

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

w Setup Anele
[ ] Setup Vendor Email Template

® Setup Invoice Type

() Setup Agenda Categories

[ ] Setup Finalized Agenda Document T

® Setup Agenda Revision Document Template
® setup Expedite Report Template

M coirn Mactine Minntas Tamnlate

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

My Workspaces & Vivarium Setup Invoice Type | < |

[ Add a New Invoice Type ]I Delete Invoice Type(s) I

Invoice Type

Protocol Related Items

-
Housing
=4

O o

3 Supplies

[

| Dry Goods Food

A confirmation popup window displays.

Confirm the Deletion.

Are you sure you want to delete?

CONFIRM CANCEL

Click CANCEL to close the popup without deleting the record.

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

© 2019 iMedRIS Data Corporation iRIS™ 11.02.01 112



Animal Resource Center ARC Orders & Billing

My Workspaces & Vivarium Setup Invoice Type | 4 |

[ Add a New Invoice Type ][ Delete Invoice Type(s) ]

Invoice Type

Protocol Related Items

Housing

O o O

=1 Supplies
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