How to copy an APS

Use these instructions when you want to copy an APS to create a new submission to the IACUC or addendum.

Method 1 is used with an approved APS and can be used to create a new APS or an addendum to the

approved APS.

Method 2 is used with an unapproved APS to create a copy of a similar APS — great for speeding up form

completion.

Method 1 Using an approved APS - On
your home page, under “My Projects,”
click the link to the project that you want
to copy.

Find Project (Ctd+Q)
Take a tour... Help PT's Settings Sign off

My Projects

Notices

The IACUC is Beta testing the
online submission process.

Projects (2 Active)

Actions
Start New APS

e You are associated with 3 active Projects and 3 total Projects.

Start xForm I e You are the PI for 3 active and 3 total Projects.

Show Sponser Ids
Use Bubble Dashboard

I = Please contact Robin Broussard,
xForms (4 Active) if you have any difficulty.
© You have 3 unsubmitted xForms.

o You have 1 xForm being processed at a later stage.

337-482-1419
Recent Ttems robin.broussard@Iouisiana.edu

2019-Marthall-112519-

MARTHall Events (3 Open)
IRB-20-005-0OTHR- .
MARTHall Only show events where I am: M

B You have 1 1ACUC
B You have 2 IRB i
You have 3 Total Open events

IRB-20-002-ANTH-PCCD

Messages

Welcome to the University
of Louisiana Lafayette
online submission
system for IACUC,

To Copy a form, click the
copy symbol (2 sheets of
paper). This creates a
copy that can be edited

My Projects (2 Active)

h . Reference
?;?“wbmltted a5 aNEY projact * p1? Tite \ Expires * Status Doc(s) C
— 2019- Hall TACUC test  test of adding 03/30/2023 | Active
Useful Links Marthall- ice 2, PI | collaborators
AVMA Euthanasia Guide. [ 112519-
CITI login page T MARTHall

On the project page, under “Reference

xForms,” click the copy icon, ““.

il

ind Project (Ctd+Q)
Help PI's Settings Sign off

Project 2019-Marthall-112519-MARTHall (TACUC)

* Project

Actions Project: 2019-Marthall-112519 sponsor(s): Unfunded (Primary)
Send EMail Committes: IACUC Sponsor Id:
Start xForm Category: Other Grants:
xForms (1} Department:
Last Review: Next Review:
Done Agent Types: Anesthesia CRO:
W - :tle: T\Iest of adding collaborators . V:ar: 2019
edera [v] unding
2019-Marthall-112519- Fonkeg Source:
MARTHall Indicator:
IPI\VIB.AZR?F;—IUaEI'ISQTHK IRB of Record: Training Amphibians in Research Settings,

Needed: animal Welfare Training

IRBE-20-002-ANTH-PCCD Comments: t

Messages o Project-Site
Welcome to the University Site(s): MARTHall - Martin Hall IACUC PL: test 2, PL
of Louisiana Lafayette Office
online submission N o
system for IACUC. Status: Active Additional: N
To Copy a form, click the Approval: November 25, 2019 Expiration: March 30, 2023

copy symbal (2 sheets of Initial November 25, 2019 Other IACUC annual review - 03/30/2021
paper). This creates a Approval: Expirations:
copy that can be edited Species and Frogs 2 at P&D category B
and submitted as a new Numbers:
form. Comments:
Useful Links . wRefeal (1)
gm Euthanasia Guide. [ pctjpy Identifier ¢ Stage ¢ AsOf ¢ Ref Active ¢+ Inactivate
ogin page
N 3 test of Complete - 03/31/2020 at 9:35 AM  03/31/2020 at 9:35 AM
Guide for Care and Use of ocedure | adding Approve

Laboratory Animals

TACUC Policy and Statement  collaborators | with no

Procedures Manual modification.
IACUC Resource page *Events (1)
My Docs & xForms Event 4 Att FE Instance/UDF ¢ Start ~ Complete ¢ Last Mtg ¢
0 Attachments TACUC Initial Submission 1 11/25/2019

6 xForms,

In the window that opens, click “Copy” if
you are creating a new submission. Click
“Copy for Amendment,” if you need to
make a revision to an approved APS.

Choose an Action

0 Copy s Copy for

Amendment
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How to copy an APS

Both these actions will cause a new
browser tab to open with a copy of the
APS.

Make the changes needed, sign and
submit.

If you are copying to create a new APS,
please change the title in the new APS.

Animal Procedure Statement —- Investigator and Project Information

Submitter Add Note  View Audit

test 2, PI

Email: pitest2@louvisiana.edu Phone:

Please start typing the name of the Principal Investigator (PI) and select their  Add Note View Audit
name from the drop down list. If the PT name does not pop up, use the Create New Contact below to
add them to the system. (Required)

test 2, PI x v

test 2, PI

Email: pitestz@lovisiana.edu Phone:

PI Department
IACUC

‘Will the PI have contact with animals? (Reguired) Add Note  View Audit
Yes
® No
NEW Contacts - click link below to add. Add Note

‘Wait one minute. Then use the fields below to add them.

Create new contact.

Please choose the staff types involved in this project. Add Note  View Audit

Co-PT

Study Director
Co-Study Director
Graduate Student

If you already have a similar form, you
will see this notice alerting you to
possible duplicates. We recommend that
you check the possible duplicate, by
clicking “Animal Procedure Statement”
and reviewing the content for changes
already initiated.

Closing the APS browser tab will bring
you back to the message.

Possible Duplicate

Help PI's Settings Sign ofi

Possible duplicate xForm amendments found.

An incomplete amendment of 'Animal Procedure Statement' was found. This is not
necessarily a2 problem.

I If you are trying to get back to an xForm you already started, simply click that form
i below.

If you really want to start a new amendment, simply click start a new Animal
Procedure Statement.

Pre-existing amendments

Form % tifier + Stage ¢+ Started
Animal f adding collaborators APS data 03/31/2020 at 10:19 AM
Procedure - making an addendum entry

;| Statement

+« Submitted &

If you don’t want to continue with the
existing addendum, then click “start a
new Animal Procedure Statement”.

If you clicked “Copy,” it will open the APS
ready for your changes and submission as
a new APS.

If you clicked “Copy for Amendment,” it
will open a copy of the APS ready for
your changes to be submitted as an
addendum to the approved APS.

Be sure to sign and click “Submit” to send
to the IACUC for review and approval if
you are the PI.

[ANFind Project (Ctrl+Q)

Possible Duplicates

Help PI's Settings Sign off

Possible duplicate xForm amendments found.

2 incomplete amendments of 'Animal Procedure Statement' were found. This is not
necessarily a problem.

! If you are trying to get back to an xForm you already started, simply click that form
) below.

If you really want to start a new amendment, simply click start a new Animal
Procedure Statement.

[

Pre-existing amendments

Form ¢ Identifier 4 Stage ¢ Started +« Submitted #
Animal test of adding collaborators APS data moments ago

Procedure entry

Statement

Animal test of adding collaborators APS data 03/31/2020 at 10:19 AM

Procedure - making an addendum entry

Statement
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How to copy an APS

Method 2 Using an unapproved APS — on
your home page, under “xForms”, you
can click either of the links to locate a
project that is either: unsubmitted or
being processed at a later stage.

(Ctrl+Q) E

My Projects

Projects (3 Active)

© You are associated with 3 active Projects and 3 total Projects.

r o You are the PI for 3 active and 3 total Projects.
.

" xForms (6 Active)

o You have 5 unsubmitted xForms.

o You have 1 xForm being processed at a later stage.

Events (3 Open)

Only show events where I am: v

B You have 1 IACUC Initial Submission
events.

[ You have 2 IRB initial submission
events.

You have 3 Total Open events

My Projects (3 Active)

Locate the APS that you want to copy,
Action

click the copy icon, , next to the

Take a tour...

Help PI's Settings Sign off

Notices

The IACUC is Beta testing
the online submission
process.

Please contact Robin
Broussard, if you have any
difficulty.

337-482-1419
robin.broussard@louisiana.ed

Reference ,
Doc(s)

res Status

0/2023 | Active

Project ~ Site * pr % Title * Expi
2018- Martin Hall IACUC test  test of adding 03/3
_ Marthall- Office 2, PI collaborators
14112519~
- MARTHall
L '
My Forms

- - —
Help PI's Settings Sign off
Filter: |

What's this?
o This table shows xForms associated with you as a user of IRBManager across the
. entire system.
] Status: | Unsybmitted v

APS that you Would ||ke to Copy, Action #+ Identifier #+ Owner + Stage %+ As Of
m nimal test of 2019-Marthall-112519-MARTHall APS 5 minutes a
Procedure adding test 2, PI data
Statement  collaborators entry
- @ X Animal test of 2019-Marthall-112519-MARTHall  APS 11 minutes
Procedure | adding test 2, PI data
Statement  collaborators entry
& ¥ Animal test of 2019-Marthall-112512-MARTHall  APS 03/31/2020
Procedure adding test 2, PI data
Statement | collaborators entry
: - making an
f addendum
¥ | Add test 2, PL Add 03/02/2020
Contact (pitest2@louisiana.edu) Contact
Form Data
- Entry
m ¥ | Animal test 2, PI APS 12/03/2018
i Procedure (pitest2@louisiana.edu) data
[l Statement entry
UIMTaNageT. Lo X OS] YT OIS, d5pA L FIET— O

This message will appear. Click “OK.”

ull.my.irbmanager.com says

This will create a copy of the first stage of this instance and start editing

Ay the copy. Do you wish to proceed?

bl ok = = intod it

This will cause a new browser tab to
open with a copy of the APS. Make your
desired changes, sign and click “Submit”
to send to the IACUC for review and
approval.

NOTE — Please be sure to change the title
if creating a new submission from a
copied APS.

n Cance'

b nemyy £I1DDOM

-

| =

Arienal i i

Submitter

Statemaent and Praject

rast 2, 91

Emall: pitest2glounsiana edu Phone:

Please start typing the name of the Principal Investigator (P1) and select their

Add fote  View Audit

Add Ficte  View Audit

mame from the drop down list. If the PT name does not pop up, use the Create Now Contact below to

add thim 1o tha system. (S

g

Emaik: pitest? @isuisiana sdy Fhome:

B Departmant
IACUC

Will the P1 have contact with animals? | Reoured

es

MW Contaets - elick link balow 1o add.
Wait one minute. Then use the fields bebow to add them.

Creatn new contact.

Please chouse the staff tygres invelved in this project.

Add Ficte  View Audit

Add Ficte  View Audit
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