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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.  

 
On the project page, under “Reference 

xForms,” click the copy icon, . 

 
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. 
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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. 

 
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. 

 
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. 
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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. 

 
Locate the APS that you want to copy, 

click the copy icon, , next to the 
APS that you would like to copy. 

 
This message will appear.  Click “OK.” 

 
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. 

 
 


