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Preface:
This guide provides an overview of how manage a research protocol.
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@jl University of Colorado Boulder

1. Lab/Classroom/Field Use Protocols

The following sections explain how to manage a research protocol in Topaz. The tutorials
cover all of the submissions you will be required to submit throughout the lifetime of the study
to include: an original protocol, interim review(s), amendment(s), and renewal(s).

e New Protocol — A new protocol is the first submission of your study. In an original
protocol you are submitting new research for its first approval period. You will only have
one original protocol throughout the lifetime of a study.

Submission Interval: Once — upon initial research proposal or upon the expiration of
“Transition” protocol.

e Interim Review — An interim review protocol is used to provide an annual progress
report when the study is not due for its three-year renewal. At interim review it is
possible to submit any amending changes to the original protocol.

Submission Interval: Annually for the two years following initial approval or renewal.

e Renewal — A renewal protocol is submitted every three years following initial approval
(i.e. year three of approval, year six of approval, year nine of approval, etc.). During
renewal you can make amending changes to the original protocol, if desired.

Submission Interval: Every three years following initial approval.

¢ Amendment — An amendment protocol should be submitted if you need to make
changes to an approved study. You can submit an amendment at any time during the
lifetime of the study. If your study is nearing interim review, you can simultaneously
submit any amending changes in that submission.

Submission Interval: No time constraints; submit as needed.
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* An amendment can occur at any time during the lifetime of a study.
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A new protocol is the first submission for your study. In an original protocol you are submitting
new research for its first approval period.

Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o VPN: To access Topaz from off-campus, you must sign into the VPN (i.e. Cisco
AnyConnect).

o PC Users: On PCs, the browser still supporting the Silverlight plug-in necessary to
run Topaz is Internet Explorer. — Also, do not confuse Microsoft
Edge with Internet Explorer, see Microsoft Edge is NOT Internet Explorer.

o Mac OS users: If you are a Mac user and require access to TOPAZ, you will need to
use the VMware Horizon Client.

Step 2: Under Compliance click on Animal Protocols.

Step 3: Hover (with your cursor) over Protocols and a menu will appear. Select Create
Original Protocol.

& Animal Protocols @ Main | Prot piews  Meeti &
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# Open Approved Protocols

: Open Protocol Histories
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Step 4: The screen will refresh. In the Select Form window, select Field Study Protocol or
Lab/Classroom Use Protocol.

Select Form 4 o
Mame Description Type

Collaborative Protocal Form Used when research occurs on another campus Onigina

Field Study Protoool For studies conducted on free-living wild aramals in Oniging

Lab/Classroom Use Protoood Request pse of arnamals in laboratory research or Onigina

=0F Evaluaton Used by IACUC & QAR when evaluabing standard Cngena
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Step 1: Once you have selected the form, the protocol screen will display with an Outline of
the sections and the corresponding questions.

Step 2: Complete the questions in each section. Some sections will include segments that

must be completed, they are denoted with a red asterisk # .Click on the Next button to
advance to the next section. When finished, click the Save button.

- Animal Protocols =~ 7 Man Foms  Protocols  Reviews  Meetng: ‘w

Wl Michast

{reate Original Protocol

(1)1 Protoco! Detads
]2 Perscrne

[213 Spedies

214 Animal Use

115 Animal: Numdee Justification, Sounces, & Locanior
46 Justification of Arimal Use

4] 7 Psin and Distress

[Z1& Animal Care

319 Animal and Parscoral Safety

1110 Prircgal

4111 Office Use Only Wl For assistance in completing this form you may contact the IACUC office ot lacucoffice@colorado.edu or call (303) 492-4787 or (103) 492 8167

Reference Number

(Systam Genarated Umcus 1D)

2605

Protocod Number

frotocel Numbar

Title .

Tithe of Protoco

Step 3: Complete the questions in each section. Some sections will include segments that
must be completed. Click on the Next button to advance to the next section. When finished,
click the Save button.

The Required icon indicates that the question you are on must be completed in
#‘ order to submit the form.

L The Attachment icon indicates a question that you can upload an attachment.

0 The Add icon indicates an element that you can add additional information.

= The Add Image icon indicates that you can attach an image to the corresponding
= | section.
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Step 1: Sections 1 and 2: Protocol Details and Personnel — In these sections you will enter
information about study personnel and funding. Adding personnel under Protocol Associates
(section 2) allows you to specify staff members who will be working on the protocol. You will
use the Staff Select grid to designate whether a staff member is co-investigator, key associate,
or authorized to order animals. The people entered here will be available for selection later in
the form.

‘i Animal Protocols & Man Forms  Protocols  Reviews  Meetings & o
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Collaboration
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Co-investigators have the same access privileges as the PI. If none of the boxes are checked
then the staff member is considered an “other associate”; other associates are only able to
view the approved protocol.

Step 2: Section 3: Species — Complete this section to report the species that will be used in
the study. The numbers in this section must match what you will enter per pain category or the
highest level pain category an animal will experience.

Example: If you order 300 animals at Category C but 100 of them will start at B then eventually
end in D. You cannot pick experimental Pain Category B for those 100.

e Scenario 1: Only experience Category B
e Scenario 2: Only experience Category C
e Scenario 3: Will Experience B then C
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In Topaz:
e Choose the highest category

e Explain transition in Sequence and Timing in Experimental Group

Select animals at highest pain category they will experience throughout the experiment.

Under the Species Selection click the & icon. A Species selection window will appear. Locate
the desired species in the list and click the & icon to add it to the keep list. When your list is
complete, click the OK button. — The Species selection window will close.

L mm::: (= << Remove ALL
MName Name

| Amphibians

) Birds

& Fish

&y Guinea Pig

u Hamister

&y Mammals

Description

3 Spedies
Select the Species here Click his foon to add a new species :> O %
For each species added, click on the name (in blue) to open another section where you can designate the specfic Strain/Stock/Breed(s) that will be used under this
protocol.
Tip: Use the animal’s common or latin name whern searching to jump to the desired opbion

3
Spe('m -

'+

On the protocol screen, you will see a list of species you selected. Click the Show Segments
button. The first segment (i.e. the first species listed) will load. Complete all fields, as

appropriate.
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a. Strain/Stock Breed
i.  For each species you must select a Strain/Stock/Breed. The Strain/Stock/Breed
subsection is the first question of the segment.

ii. Click the & icon. The Strain/Stock/Breed selection window will appear. Locate
the desired strain/stock/breed in the list and click the & icon to add it to the keep
list. When your list is complete, click the OK button. — The Strain/Stock/Breed
selection window will close.

' Amphibians #1 v e

Guidance
Guidance
Strain/Stock/Breed > O %

Strain/Stock/Breed

Strain/Stock/Breed Not Sek... v| -

$
00

[+ Add ALL >> - << Remove ALL

Name Name
(| Bul¥rog, Amenican (Rana catesbeisns - @ tulifrog, Amencan (Lithobates catesbeisnus "
W Froo, Afncan Oawed (Xercpus laevi
QP Frog, Afrcan Clawed NEONATES (Xenops
QP Frog, Amarican green tree (Hyls cinarss
QD Frog, Barking Tree (Hyla gratiosa
7 Frog, B

W Frog, Boreal Chonus (Pseudacns macdat
v Frog, Calfornia red-legped (Rana drayto
£ Froa. Coscodes (Rana cascadas)

Description

Page ! of 1 - —
00 = | 51 toel record(s) fourd Q) Cancet

b. Click the Save icon. Click the Show Sections button. Complete any remaining
segments (i.e. additional species segments). Click the Next button.

Step 3: Section 4: Animal Use — Enter the Abstract, any agents, breading and more. Click
the Save button. Click the Next button.

Step 4: Section 5: Animal: Number Justification, Sources & Location — Enter the facility
where animals will be housed and answer the remaining questions. Click the Save button.
Click the Next button.

Step 5: Section 6: Justification of Animal Use — Complete all fields to explain the rationale
for animal use in this study. Click the Save button. Click the Next button.
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Step 6: Section 7: Pain and Distress — Complete all fields to explain the and pain and
distress during this study. Click the Save button. Click the Next button.

Step 7: Section 8: Animal Care — Enter the personnel responsible for the daily care of the
animals, if it will be the OAR staff please state that. In the Special Care section select and of
the check boxes that will be required for this protocol. — Click the Save button. Click the Next
button.

Step 8: Section 9: Animal and Personnel Safety — Disclose any concerns or procedures that
may affect animal or personnel safety as well as the status of you and your research team’s
conflict of Interest disclosures. In the “Additional Safety and Regulatory Reviews” select all that
apply. — Click the Save button. Click the Next button.

Step 9: Section 10: Principal Investigator Certification — Read and complete the
certification. Click the Save button.

Step 10: You have completed the original protocol application. Click the Submit button. The
form will be checked for errors. — [If any required items have not been completed, you will not
be able to save. A Save Failed box will appear showing your errors. Click OK and Cancel. Use
the % button in the Outline to address any problem areas.]

Save Failed
Msung Regured Answers

Title

Cepartmaent

Fi Fhore Number

Submission Type

Review of Scentific Ment

Funding Scurce

Protecol and Grant Congrusnce [For extamally funded studies,
€.¢. NIN/PHS, DeD, NSF]

Colaboration

Select the Speces here

Abstract

Wil anesthatics, anaigesics, and/or parsiytics be used on ths
protocol?

Are you using any non-pharmaceutics! grade drugs and
COMPOLNSS in this protocol?

Wil sery procedures on this project invelve recovery from
anesthesa?

Wil surgery be conductea?

Breeding

Food er flud restrction & prolonged physical restraint
Experimenrtal Procecures Involving Animals

Eiutharscis

P .
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Step 11: Click Set Status. Then, in the E-Signature Information window, enter your IdentiKey
User Name and Password. Click Save.

Set Status =]

» » Submitted

Submitted

sesun] © coo

E-Signature Information

User Name [ |

Password |

Current User Weil, Michael

Current Date/Time | 5/55/13 8:16:07 AM -06:00

Item Name 2605

E-Signature Event Animal Protocol Submitted For Approval

Description

OAR — Pl & Associates Guide [2018-10-24] 9



Step 12: In the Animal Protocol Submitted for Approval window, click Send to email your
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protocol to the IACUC office.

—

Attachment

¥, Animal Protocol Submitted For Approval

To 4, iacucoffice@colorado.edu

Subject

Animal Protocol: successfully submitted to the IACUC

Message

Dear Weil, Michael,
Your protocol has been submitted to the IACUC for review.

Summary:
Protocol Title:TEST - Weil
Protocol Number:

This s NOT an approval for you to begin your research. You must receive a
Certificate of Approval from the Institutional Animal Care and Use Committee
before you begin your project or continue your project past its expiration
date. Let us know if you have any questions.

IACUC Office
University of Colorado Boulder
2860 Wilderness Place

VA

OAR — Pl & Associates Guide [2018-10-24]
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An interim review protocol is used to provide an annual progress report when the study is not
due for its three-year renewal. At interim review, it is possible to submit any amending changes
to the original protocol.

Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o For your Internet browser it is recommended to use Safari, Internet Explorer, or
Mozilla Firefox v52. — You will need to run or install Silverlight to access Topaz.
(How to install Mozilla Firefox v52.)

o User experience is greatly influenced by the browser in use.

o Bookmark this page for easy access later.

o Login with your CU IdentiKey and password.

Step 2: Under Compliance click on Animal Protocols.

Step 3: Hover (with your cursor) over Protocols and a menu will appear. Select Create Interim
Review Protocol. — The screen will refresh and display the Select Protocol For Interim Review
window with a list of your protocols that are eligible for an annual review.

e Troubleshooting Tip: If your protocol does not display, it is likely that a review or
amendment has already been started. To check, click Open Unsubmitted Protocols
from the Protocols menu.

& Animal Protocols @ Main  fos Fu piews. Moeti & G

Wl Mhael

An_imal Protocols

Vitr

Reviews

'6 Create Renewal Protocol
- ® create Interim Review Protocol
| B Open Unsubmitted Pr ols
8 ¢ " Open Submitted Protocols
5 ) Open Retumed Protocols

# Open Approved Protocols

b 4
& Open Protocol Historles
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Select Form for Interim Review window will appear.

Step 4: Select the desired protocol and click the OK button. — The window will close and a

Select Protocol For Interim Review = O B Not Set... -| S
L Protocol # | Reference # Protocol Type  Principal Inve  Title Author Version # | Protocol Stat
(I 2511 2511 Amendment Leinwand, Lesls Mechanisms of Robinson, Ann 2 Approved -
L 2513 2513 Onginal Weiser, Michael Comparison of 1+ Butt, Christophs 1 Approved
J 2514 2514 Amendment Hoeffer, Charle: Molecular mech Hoeffer, Charle: 6 Approved
Ll 2516 2516 Amendment Olwin, Bradley | Skeletal Muscle DallaBetta, Nicc 4 Approved
Ll 2517 2517 Amendment Jones, Kevin R, Regulation and  Jones, Kevin R, 2 Approved
L 2520 2520 Onginal Taylor, Scott Genomuc and bt Lantron, Althea 1 Approved
L 2526 2526 Onginal Ray, Chns Effects of ciima' Ray, Chns 1  Approved
L 2527 2527 Onginal Barth, Daniel Behavioral Neur  Barth, Danie! 1 Approved
J 2528 2528 Ongwnal Grabenstatter, AMPK and card: Grabenstatter, 1 Approved
LJ 2529 2529 Amendment Spencer, Rober Prefrontal Corte  Spencer, Rober 5 Approved
L 2538 2538 onginal Tan, Zhongping tudy of in vive Chaffey, Patrick 1 Approved
L 2539 2539 Amendment Seals, Douglas  Effects of lifesty Brunt, Vienna E 3 Approved
L) 2541 2541 Ongnal Hoeffer, Charle: Studying inflam  Hoeffer, Charle: 1 Approved
J 2545 2545 Amendment Yi, Rui Investigate smé DuHadway, Car 2 Approved
L 2548-2548 2548 Onginal McCain, Chnsty Mammal Monitc  Lantron, Aithea 1 Approved
L 2567 2567 Interim Review Johnson, Pieter  Field Test Non-+  Lantron, Althea 2  Approved
L 2589-2599 2599 Onginal Ashogbon, Maz: TEST Ashogbon, Mazi 1 Approved
L 2601 2601 Interim Review TestPl, Ima Upgrade Test 1 Lantron, Althea 2  Approved
' 2605-2605-260 2605 Onginal Wesl, Michael TEST - Weil Weil, Michael! 1 Approved
J TEST-2375 2375 Renewal Stodieck, Louis Rodent Environ  Ortega, Alicia A 10 Approved -
Page 1 of 1. -
Wi i 1000~ 54 total record(s) found. ‘@ ok || @ cancel
: - Si7

Step 5: Select Lab/Classroom Use Protocol — INTERIM/ANNUAL REVIEW. (If this applies
to a Transition protocol, the form will be called Transition Protocol — INTERIM/ANNUAL

REVIEW.
Select Form for Interim Review Q Quick Finder )
Mame Description

[ub..fclusrnc-m Uze Protecal - INT ]5ubmil annually for Interim Revievw conducted

Type

Interim Review

i

OAR — Pl & Associates Guide [2018-10-24]
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e The menu will close and the screen will display the protocol screen with an Outline of
the sections and corresponding questions. The interim review will include the
information you submitted with any previous submissions. It will also include a new
section called Annual Review Questions.

Step 6: Complete the questions in Section 1: Annual Review Questions.

Create Interim Review Protocol

dutline 205
IO
o o id @
| |41 1 Arrual Revisw Questions I
E 3 Personmal
[l 4 Spacias
(45 Animal Uss

[E] & animal: Wumber Justification, Sources, & Locaton
7 Jusbfication of Arimal Use

[El8 Pain and Distress

[1]% Animal Care

4] 10 arimal and Persannsl Sefety

E 11 Prmopal Investigator Certificabon

B 12 Offics Uss Only

1 Annual Reeview (eestions

Protocol states
Do you want to ioeep this animal protoool open and ackive?

Problems/Adverse Effects =]

Describe any unanticipated problemes or adverse ayvents, morbidity or mortality, the causs(s] if known, and how these problams wens resclesd?

(hanges made te this protecel in the past year =17}
Have thern been sy changds made to this protooal in this past year, including bt rot lmited to changes is parsonng, spanas, animal numbars, dnigs, pain
categonas, surpgical procedures, or other procedures™ IT 80, bave the cherges besn sporoved by the LAOUCT Sulent an amendmeant for review ool sgoeroval by the
TACLC prior ko imphementing the changes. (Opan Haly bor - ? inside blue circlks - to bhe right for information regarcing tiers of changa.)

Permits ar research condiscied at another institetion =

I this protecal involves permils of any fessarch conducted al acthe natindion, plaass submit updated arvual revew approvals from the other Nalilubons relavant
0 tTes project ancyor updated panmit apphcations that have been renewed since the st TACUC reies.
Animals =

D 'yt v anough anmals m cower the rasaanch you ane planning in tha rext year?

| i} Shaw Segmants |

L

The Required icon indicates that the question you are on must be completed in
order to submit the form.

=5

The Attachment icon indicates a question that you can upload an attachment.

<

The Add icon indicates an element that you can add additional information.

il

section.

The Add Image icon indicates that you can attach an image to the corresponding

e If you submitted an annual review for this protocol for the previous year, this field will
populate with the previous content. It is expected that you OVERWRITE the former
content. (The content from the previous review is SAVED as another version of this
protocol, so you will not be losing this content if deleted.)

OAR — Pl & Associates Guide [2018-10-24]
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e |If there were any changes that are considered an administrative change, edit any of the
original sections that are affected. Administrative changes include:
o Less than 15% change in animal numbers from original protocol, strain, or variety
if there are no animal health issues
funding source
typographical
personnel other than PI
animal source
IACUC approved location

o O O O O

a. Protocol Status: Confirm whether you wish to continue the study or permanently
close it. If this is your third annual review, do not complete this form. Go to
Protocols > Create Renewal Protocol in the top navigation bar to complete the
renewal form instead.

b. Problems/Adverse Effects: Describe if there were any unanticipated problems or
adverse events, morbidity or mortality, the cause(s) if known, and how these
problems were resolved.

c. Changes made to this protocol in the past year: Explain whether there had been
any changes made to the protocol within the past year.

d. Permits or research conducted at another institution: If this protocol involves
permits or any research conducted at another institution, attach annual review
approvals or updated permits to this section.

e. Animals: Confirm if you have enough animals for the research you are planning in
the coming year.

Step 7: You have completed the interim review application. Click the Submit button. The form
will be checked for errors. — [If any required items have not been completed, you will not be
able to save. A Save Failed box will appear showing your errors. Click OK and Cancel. Use
the # button in the Outline to address any problem areas.]

Step 8: Click Set Status. Then click Submit, again. [Fix any required items.]

Step 9: Click Set Status, again. Then, in the E-Signature Information window, enter your
IdentiKey User Name and Password. Click Save.

Step 10: In the Animal Protocol Submitted for Approved window, click Send to email your
protocol to the IACUC office.

OAR — Pl & Associates Guide [2018-10-24] 14
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An amendment should be submitted if you need to make changes to an approved study. You
can submit an amendment at any time during the lifetime of the study. If your study is nearing
interim review, you can simultaneously submit any amending changes in that submission.

Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o Foryour Internet browser it is recommended to use Safari, Internet Explorer, or
Mozilla Firefox v52. — You will need to run or install Silverlight to access Topaz.
(How to install Mozilla Firefox v52.)

o User experience is greatly influenced by the browser in use.

o Bookmark this page for easy access later.

o Login with your CU IdentiKey and password.

Step 2: Under Compliance click on Animal Protocols.

Step 3: Hover (with your cursor) over Protocols and a menu will appear. Select Create
Amendment Protocol. — The screen will refresh and display the Select Protocol For Interim
Review window with a list of your protocols that are eligible for an annual review.

e Troubleshooting Tip: If your protocol does not display, it is likely that a review or
amendment has already been started. To check, click Open Unsubmitted Protocols
from the Protocols menu.

& Animal Protocols 700 Main | Prot eiews Meeting &

Wl Mahael

Animal Protocols

Vitt

Protocol Forms

© Croate Renev

2 ) ! ®c I R Protocol
\_:f;wv reate Intenim Review Protoco!
‘1 ‘ Open Unsubmitted Protocols

h « *» Open Submitted Protocols

" Open Retumed Protocols

# Open Approved Protocols

: Open Protocol Histories
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Step 4: Select the desired protocol and click the OK button. — The window will close and a
Select Form for Amendment window will appear.

Select Protocol For Amendment . | = W B Not Set... - ||
L Protocol # Reference # Protocol Type  Principal Inve  Title Author Version # Protocol Stats
2511 2511 Amendment Leinwand, Lesls Mechanisms of  Robinson, Ann » 2 Approved -
2513 2513 Onginal Weiser, Michael Comparison of 1 Butt, Chnstoph 1 Approved
2514 2514 Amendment Hoeffer, Charle: Molecular mech Hoeffer, Charle: 6 Approved
2516 2516 Amendment Olwin, Bradley | Skeletal Muscie DallaBetts, Nicc 4 Approved
2517 2517 Amendment Jones, Kevin R.  Regulation and  Jones, Kevin R. 2 Approved
2520 2520 Onginal Taylor, Scott Genomic and bt Lantron, Aithea 1 Approved
2526 2526 Onginal Ray, Chns Effects of clima'  Ray, Chns 1 Approved
2527 2527 Onginal Barth, Danel Behavioral Neuw Barth, Damel 1 Approved
2528 2528 Onginal Grabenstatter, AMPK and cardi Grabenstatter, 1 Approved
2529 252¢ Amendment Spencer, Rober Prefrontal Corte Spencer, Rober 5 Approved
2538 2538 Onginal Tan, Zhongping Study of in vive Chaffey, Patnck 1 Approved
2539 2539 Amendment Seals, Douglas  Effects of lifesty Brunt, Vienna E 3 Approved
2541 2541 Ongmnal Hoeffer, Charle: Studying inflam Hoeffer, Charle: 1 Approved
2545 2545 Amendment Yi, Rui Investigate sme  DuHadway, Car 2 Approved
2548-2548 2548 Onginal McCain, Chnsty Mammal Monitc  Lantron, Althea 1 Approved
2567 2567 Intenm Review Johnson, Pieter Field Test Non-  Lantron, Aithea 2 Approved
2589-2599 2599 Onginal ashogbon, Mazi  TEST Ashogbon, Mazi 1  Approved
2601 2601 Intenm Review TestPl, Ima Upgrade Test 1 Lantron, Althea 2 Approved
2605-2605-260 2605 Intenm Review  Weil, Michael TEST - Weil Weil, Michael 2 Approved
TEST-2375 2375 Renewal Stodieck, Louis Rodent Environ  Ortega, Alicia A 10 Approved
Page 1 of 1,
“ & P % 1000 ~ | 54 total record(s) found. @ oK || @ cancel |
) J 7 4

Step 5: Select Lab/Classroom Use Protocol —= AMENDMENT. (If you are submitting an
amendment for a Transition protocol, the form will be called Transition Protocol —
AMENDMENT.)

Select Form for Amendment Q0 Quick Finder o

Hame Description Type

[ Lab/Classroom Use Frobocol - AM| Fubﬂ']lt to request amendment bo protocod

Amendment

D iy
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e The menu will close and the screen will display the protocol screen with an Outline of
the sections and corresponding questions. The amendment will include the information
you submitted with your Original protocol. It will also include a new section called
Amendment.

Step 6: Complete the questions in Section 1: Amendment.

o Animal Protocols =~ /8 Main  Forms  Protocols  Reviews  Meetings & @

Outline K@ S
53 0 20 0
Q, Quick Finde o) ig
r
1 Amendment -
- 1 Amendment |
[# 2 Protocol Details ‘
3 Personnel Instructions and Guidance on Amendments (7]
[#] 4 Species « For initial amendments, this section will be blank. Simply answer the questions.

. + For subsequent amendments, please delete any content contained in this Amendment section and replace with your new amendment content.
[#5 Animal Use

« In the following original sections of the protocol, please delete obsolete content and add new information to relevant fields.
+] 6 Animal: Number Justification, Sources, & Location!
[Z6 Ar I: Number Justificats S & Locati

7 Justification of Animal Use mm

[£]8 Pain and Distress + Pl

9 Animal Care : ::fmg

[£ 10 Animal and Personnel Safety » Difference between grant and protocol
11 Principal Investigator Certification + Collaboration

[#] 12 Office Use Only Section 3: Personnel

» Add personnel to the Protocol Associates section
« Attach training documents |
+ Include procedures to be conducted

Section 4: Species
= Animal numbers-"Show Segments; using the button below”
* Species
- Sex
+ Highest USDA Pain Category for each group of animals)

Section 5: Animal Use
=« Abstract
= Experiment Agents
+ Anesthesia
+ Surgery
+ Breeding -

() Show Segments | |- Section 10f12 | NEXT p» | wwi

The Required icon indicates that the question you are on must be completed in
order to submit the form.

L

The Attachment icon indicates a question that you can upload an attachment.

=5

The Add icon indicates an element that you can add additional information.

<

The Add Image icon indicates that you can attach an image to the corresponding
section.

il

¢ If you have submitted an amendment to this protocol in the past, this field will populate
with the previous content. It is expected that you OVERWRITE the former content. (The
content from the previous amendment is SAVED as another version of this protocol, so
you will not be losing this content when deleted.)
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a. Listthe proposed changes to the protocol — Briefly list each proposed change. Only
enter one change per line (i.e. hard return after each listed item). Do not describe
changes here. Edit any of the original sections if it will be affected by the addendum.

b. Clinical illness, pain, distress, or other health issues — Confirm whether or not you
expect the animals to experience illness, pain distress, or other health issues as a result
of this addendum. If yes, you will need to modify Section 6.5 of the Study Objectives to
explain. If a new procedure, add a new pain Category D or E and you must conduct a
new literature search for the new procedure. Report the databases used in your
literature search.

c. Other concerns

d. Potentially adverse events

Step 7: Update the remaining protocol sections as needed.

NOTE: Do NOT delete any previous information from these sections UNLESS you are
removing it from the protocol. If anything is deleted, it will no longer be approved.

Step 8: You have completed the renewal application. Click the Submit button. The form will be
checked for errors. — [If any required items have not been completed, you will not be able to
save. A Save Failed box will appear showing your errors. Click OK and Cancel. Use the %
button in the Outline to address any problem areas.]

Step 9: Click Set Status. Then click Submit, again. [Fix any required items.]

Step 10: Click Set Status, again. Then, in the E-Signature Information window, enter your
IdentiKey User Name and Password. Click Save.

Step 11: In the Animal Protocol Submitted for Approved window, click Send to email your
protocol to the IACUC office.
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A renewal protocol is submitted every three years following initial approval (i.e. year three of
approval, year six of approval, year nine of approval, etc.). During renewal you can make
amending changes to the original protocol, if desired.

NOTE: If the expiring protocol is a Transition protocol, i.e. created outside of Topaz and
converted from a PDF, you must submit an Original Protocol. You cannot renew transition
protocols because the converted form only contains basic identifying information.

Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o For your Internet browser it is recommended to use Safari, Internet Explorer, or
Mozilla Firefox v52. — You will need to run or install Silverlight to access Topaz.
(How to install Mozilla Firefox v52.)

o User experience is greatly influenced by the browser in use.

o Bookmark this page for easy access later.

o Login with your CU IdentiKey and password.

Step 2: Under Compliance click on Animal Protocols.

Step 3: Hover (with your cursor) over Protocols and a menu will appear. Select Create
Renewal Protocol. — The screen will refresh and display the Select Protocol For Interim
Review window with a list of your protocols that are eligible for an annual review.

e Troubleshooting Tip: If your protocol does not display, it is likely that a review or
amendment has already been started. To check, click Open Unsubmitted Protocols
from the Protocols menu. If so, you must delete or submit the form in progress before
creating a new protocol.

& Animal Protocols 0 Main eviews M & @

Wel Mt ael

Animal Protpcols

Protoecol Forms
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Step 4: Select the desired protocol and click the OK button. — The window will close and a
Select Protocol for Renewal window will appear. (The window will be empty if you try to renew
a Transition protocol because you cannot renew a transition protocol. please submit an
Original Protocol.)

= - D
Select Protocol For Renewal = = W Not Set... -| S
Protocol # Reference # Protocol Type | Principal Inve  Title Author Version # Protocol Stats
i 2511 2511 Amendment Leinwand, Lesls Mechanisms of Robinson, Ann 2 Approved -
2513 2513 Onginal Weiser, Michael Companson of 1 Butt, Chnstophs 1 Approved
= 2514 2514 Amendment Hoeffer, Charle: Molecular mech Hoeffer, Charle: 6 Approved
2516 2516 Amendment Olwin, Bradley | Skeletal Muscle DallaBetta, Nicc 4 Approved
od 2517 2517 Amendment Jones, Kevin R. Regulation and  Jones, Kevin R. 2 Approved
2520 2520 Onginal Taylor, Scott Genomuc and be  Lantron, Althea 1 Approved
» 2526 2526 Onginal Ray, Chns Effects of cima!  Ray, Chns 1 Approved
2527 2527 Ongwinal Barth, Dansel Behavioral Neu:  Barth, Danie! 1 Approved
L] 2528 2528 Onginal Grabenstatter, AMPK and cardi Grabenstatter, 1 Approved
2529 2529 Amendment Spencer, Rober Prefrontal Corte Spencer, Rober 5 Approved
L 2538 2538 Onginal Tan, Zhongping Study of in vivo Chaffey, Patrick 1 Approved
2539 2539 Amendment Seals, Douglas  Effects of lifesty Brunt, Vienna E 3 Approved
» 2541 2541 Onginal Hoeffer, Charle:  Studying inflam  Hoeffer, Charle: 1 Approved
2545 2545 Amendment Yi, Ru Investigate sm:¢ DuMadway, Car 2 Approved
» 2548-2548 2548 Onginal McCain, Chnsty  Mammal Monitc  Lantron, Althea 1 Approved
2567 2567 Interim Review Johnson, Pieter Field Test Non-«  Lantron, Althea 2 Approved
i 2595-2599 259% Oonginal Ashogbon, Maz:  TEST Ashogbon, Max 1 Approved
2601 2601 Interim Review TestP], Ima Upgrade Test 1 Lantron, Althea 2 Approved
v 2605-2605-260 2605 Amendment Weil, Michae! TEST - weil weil, Michas 3 Approved
TEST-2375 2375 Renewal Stodveck, Louts Rodent Environ  Ortega, Alicia A 10 Approved o
Page 1 of 1, -

“ W > W 1000 ~ | s4 total record(s) found. ‘ ‘/ OK | Q Cancel
Step 5: Select Lab/Classroom Use Protocol —= RENEWAL. — The menu will close and the
screen will display the protocol screen with an Outline of the sections and corresponding
guestions. It will also include a new section called Renewal.

Select Form for Renewal Q <]
Name Description Type
I Lab/Classroom Use Protocol - REH ]:omr.' leted every 3 years to renew of discontinue 2. Renewal
Qanay
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e The menu will close and the screen will display the protocol screen with an Outline of
the sections and corresponding questions. The interim review will include the
information you submitted with any previous submissions. It will also include a new
section called Annual Review Questions.

Step 6: Complete the questions in Section 1: Renewal.

& Animal Protocols @ Man Foms  Protocols  eviews  Meetings e

(reate Renewal Protocol

313 Pafsanng Pretoool state
4 Spacias [0 Wi vl b0 Mol e Anemal probocol opan and actrea?

@5 Animal Use

s Arimal: Number Jostification, Sountes, & LOCation
517 Justdcation of Al Uss
T8 Paen o Deftraid
#% dremal Carg
#] 10 &nimall and Personnel Safety
] 11 Princpal Inveshgator Cerbfcaton

117 Offica Usa Oty

The Required icon indicates that the question you are on must be completed in
g order to submit the form.

‘" | The Attachment icon indicates a question that you can upload an attachment.

0 The Add icon indicates an element that you can add additional information.

= The Add Image icon indicates that you can attach an image to the corresponding
== | section.

¢ If you submitted an amendment to this protocol for the previous year, this field will
populate with the previous content. It is expected that you OVERWRITE the former
content. (The content from the previous review is SAVED as another version of this
protocol, so you will not be losing this content if deleted.)
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a. Protocol Status: Confirm whether you wish to continue the study or permanently
close it. Your selection will determine which follow-up questions will be displayed.

I. If permanently closing: Confirm whether the animals on this protocol are alive
and being housed. You should also describe any unanticipated problems or
adverse events, morbidity or mortality, the cause(s) if known, and how these
problems were resolved. Lastly, provide information on the progress made
during the approval period.

ii. If requesting renewal: Describe any unanticipated problems or adverse
events, morbidity or mortality, the cause(s) if known, and how these problems
were resolved. Explain any changes that were made in the last year and
provide information on the progress made during the approval period.

Step 7: Update the remaining protocol sections as needed and click Save.

Step 8: You have completed the renewal application. Click the Submit button. The form will be
checked for errors. — [If any required items have not been completed, you will not be able to
save. A Save Failed box will appear showing your errors. Click OK and Cancel. Use the #
button in the Outline to address any problem areas.]

Step 9: Click Set Status. Then, in the E-Signature Information window, enter your IdentiKey
User Name and Password. Click Save.

Step 10: In the Animal Protocol Submitted for Approved window, click Send to email your
protocol to the IACUC office.
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2. Elicit Pre-Review Feedback via PDF (Do Not Use “Presubmit”)

You will have noticed the Presubmit button in the toolbar. Use this to provide view-only
access to others for the life of your protocol. Please note, they will NOT be able to provide
comments within Topaz. They can only view. To elicit feedback, print a Protocol Detail
Report (PDF) and email it to exchange comments offline.

Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o For your Internet browser it is recommended to use Safari, Internet Explorer, or
Mozilla Firefox v52. — You will need to run or install Silverlight to access Topaz.
(How to install Mozilla Firefox v52.)

o User experience is greatly influenced by the browser in use.

o Bookmark this page for easy access later.

o Login with your CU IdentiKey and password.

Step 2: Under Compliance click on Animal Protocols.

Step 3: Hover (with your cursor) over Protocols and a menu will appear. Select the
appropriate type of protocol — The screen will refresh and display the according protocol
window with a list of your protocols that are eligible for an annual review.

4 Animal Protocols @ Main | Proi pviews Mo & G

Wl Mhael

Animal Pro;ocols

Vief

"
) L) 3
-gopet Crea ovie
‘l . Open Unsubmitted Protocols

- Open Submitted Protocols

" Open Returned Protocols

| v Open Approved Protocols

& Open Protocol Histories
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Step 4: Select the desired protocol and click the OK button. — The window will close and a
protocol window will appear.

Select Approved Protocol - k) B % L indudelnacive Not Set... -| g
Protocol # Reference # Protocol Statr | Version # Principal Inve | Author Title Protocol Type  Approval Dat
2539 2539 Approved 3 Seais, Douglas Brunt, Vienna E Effects of lifesty Amendment 8/18/17 .
2541 2541 Approved 1 Hoeffer, Charle: Hoeffer, Charle: Studying inflam Onginal 6/22/17
2543 2543 Approved 2 Reuter, Jon D. Reuter, Jon D, Multicentric eva Amendment 8/23/17
2545 2545 Approved 2 Yi,Ru DuMadway, Car Investigate sme¢  Amendment 8/22/17
L 2547 2547 Approved 1 Palmer, Amy Sanford, Lynn Genetically encs . Onginal 2117
2548-2548 2548 Approved 1  McCain, Chnsty Lantron, Althea Mammal Monitc  Onginal 4/21/17
2550 2550 Approved 1 Johnson, Peter Calhoun, Dana Infection preval Onginal 6/22/17
2552 2552 Approved 1 Day, Hedi Day, Heudi NRSC 2200 Lab  Ornginal 7/20/17
2553 2553 Approved 4 Mertin, Andrew  Strech, Sean Evaluating Genn  Amendment 8/2/17
_ 2567 2567 Approved 2 Johnson, Pieter Lantron, Althea Field Test Non-  Intenm Review 8/22/18
2586-Protocol 2 2586 Approved 4 TestPl, Ima Fleming, Kelly TEST AM Field Amencment 2/26/18
2588-2588 2588 Suspended 3 Weil, Michael Weil, Michael TEST - WEIL,L M Amendment 1/17/18
2591 2591 Approved 3 Weil, Michael Weil, Michae TEST 22 - Weil, Amendment 1/17/18
" 2594-2594 2594 Approved 4  Ashogbon, Maz:  Ashogbon, Mazi  Field Intenm Review 3/23/18
- 2597-2597 2597 Approved 2 Test?l, Ima Fleming, Kelly  TEST of Internm Intenm Review 4/5/18
2599-2599 2599 Approved 1 Ashogbon, Mazi Ashogbon, Mazi TEST Onginal 8/16/18
2601 2601 Approved 2 Test®l, Ima Lantron, Althea Upgrade Test 1 Intenm Review 8/22/18
v 2605-2605-260 2605 Approved 4 Weil, Michael Weil, Michael TEST - Wed Renewal 8/30/18
TEST-2375 2375 Approved 10 Stodieck, Louss Ortegs, Aioe A Rodent Environ  Renewsl 4/10/18 =
. »
Page 1 of 1.
“ A w1000~ 75 total record(s) found. & oK | @) cancel

‘=~ Animal Protocols @ Man Forrs  Protocols  Rewews  Meetings ‘w

nrewered Questions Only

3| Comparison Report

Previous)

2 Protocs! Detals
213 Personnel mmmary Report (€

=4 Spooes DO vou want to keep this anim)
=5 Anmal Use No, close it
26 Animal: Numbar Justfication, Sources, & Locatian ® Yes, leave 1 oper
Justification of Anmmad Use A If this s an annual review you should complete the Annual Review Form. De not use this form for annual reviews

Pain and Distress 4

Step 6: Download the report to your local hard drive. (The file will be in a PDF format. We
recommend using Adobe’s comment tool.)
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Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o For your Internet browser it is recommended to use Safari, Internet Explorer, or
Mozilla Firefox v52. — You will need to run or install Silverlight to access Topaz.
(How to install Mozilla Firefox v52.)

o User experience is greatly influenced by the browser in use.

o Bookmark this page for easy access later.

o Login with your CU IdentiKey and password.

Step 2: Under Compliance click on Animal Protocols.

Step 3: Hover (with your cursor) over Protocols and a menu will appear. Select the
appropriate type of protocol — The screen will refresh and display the according protocol
window with a list of your protocols that are eligible for an annual review.

% Animal Protocols @ Main  fonns P pviews Meeting & G

Wed, Mhael

Animal Progocols

@ Create Originat Protocol

&
&% Create Amendment Protocol

S Open Retumed Protocols

I # Open Approved Protocols

& Open Protocol Histories
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Step 4: Select the desired protocol and click the OK button. — The window will close and a
protocol window will appear.

Select Approved Protocol = - ki B % L indudelnacive | Not Set... - | g

) Pr | # Ref # Protocol Statv | Version # | Principal Inve  Author Title Protocol Type  Approval Dat
2539 2539 Approved 3 Seais, Douglas Brunt, Vienna E Effects of lifesty Amendment 8/18/17 -
2541 2541 Approved 1 Hoeffer, Charle: Hoeffer, Charle: Studying inflam Onginal 6/22/17
2543 2543 Approved 2  Reuter, Jon D. Reuter, Jon D, Multicentric eva Amendment 8/23/17

o 2545 2545 Approved 2 Yi,Ru DuMadway, Car Investigate sm:¢  Amendment 8/22/17

L 2547 2547 Approved 1 Palmer, Amy Sanford, Lynn Genetically enc Onginal a2z
2548-2548 2548 Approved 1 McCain, Chnsty Lantron, Althea Mammal Monitc  Onginal 42117
2550 2550 Approved 1 Johnson, Pieter Calhoun, Dana  Infection preval Onginal 6/22/17
2552 2552 Approved 1 Day, Hed Day, Heudi NRSC 2200 Lab  Original 7/20/17
2553 2553 Approved 4 Martin, Andrew  Strech, Sean Evaluating Genwn  Amendment 8/2/17

L 2567 2567 Approved 2 Johnson, Pieter Lantron, Althea Field Test Non-  Intenm Review 8/22/18
2586-Protocol 2 2586 Approved 4 Testfl, Ima Fleming, Kelly TEST AM Field Amencment 2/26/18
2588-2588 2588 Suspended 3 Weil, Michael Weil, Michael TEST - WEILL M Amendment 1/17/18
2591 2591 Approved 3 Weil, Michael Weil, Michael TEST 22 - Weil, Amendment 1/17/18

-~ 2594-2594 2594 Approved 4 Ashogbon, Maz:  Ashogbon, Mazi  Field Intenm Review 3/23/18

- 2597-2597 2597 Approved 2 TestPl, Ima Fleming, Kelly TEST of Internm Intenm Review 4/5/18
2599-2599 2599 Approved 1 Ashogbon, Mazi Ashogbon, Mazi TEST Onginal 8/16/18

| 2601 2601 Approved 2 Test®l, Ima Lantron, Althea Upgrade Test 1 Intenm Review 8/22/18

v 2605-2605-260 2605 Approved 4  Weil, Michael Weil, Michael TEST - Wed Renewal 8/30/18

had TEST-2375 2375 Approved 10 Stodieck, Louss Ortegs, Alioe A  Rodent Environ  Renewsl 4/10/18 =

. »
Page 1 of 1.
“ @ W 1000 * | 75 total record(s) found. ( & oK O Cancel |

Step 5: Click on Presubmit.

-~
-

Copy Compare Presubmit Submit

Step 6: Click on the remove icon Q
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3. Animal Orders
You can submit an animal order in Topaz for any approved protocol. Animal orders can be

scheduled for a single delivery or a standing order. The following tutorials explain how to
create an order and schedule delivery.

Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o For your Internet browser it is recommended to use Safari, Internet Explorer, or
Mozilla Firefox v52. — You will need to run or install Silverlight to access Topaz.
(How to install Mozilla Firefox v52.)

o User experience is greatly influenced by the browser in use.

o Bookmark this page for easy access later.

o Login with your CU IdentiKey and password.

Step 2: Under Operations click on Animal Orders. [You may need to navigate to the Topaz
Elements page.]

o leil, Michael
g’ '/-al.'uc".rj:: # °

TOPAZ | Elements

B & D

Places Compliance Operations Management

Management

Jashboard Stait Training Anima! Census
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Step 3: Hover (with your cursor) over Orders and a menu will appear. Select Create New
Order — The screen will refresh and a Select Form window is displayed.

& us

Wl Michas!

& AnimalOrders 7 Main |

Animal Orders

Forms
reate and Mantan

Comalete and Schmst

R«ﬂgh Complaints
Racers snd Reconcile k

Step 4: Select either:
Animal Ordering Form (the most commonly used form) if ordering from a commercial

[ ]
vendor.

e Import Request Form if acquiring animals from another source such as another
University.

The menu will close and the screen will display the animal order screen with an Outline of the
sections and corresponding questions.

]

Select Form

MNarne Descripbion Type

QAR NON-USDA &nimal Species Ordening Foom Animal Order
Animal Drder

Anamal Qrdenng Foem

Impaort Request Form DAR, Impoet Request Form - Quaranting Frogram

Crder Cands for vieaning Cage Card request foem for labs performing thesr Animal Drder

W oy
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Step 5: Complete the questions in each section. Click on the Next button to advance to the
next section.

‘- Animal Orders & Main Forms  Orders  Revews  Receipts  Complaints * e

Wil Michael
Creata New Order

Dutline

- 5
e e '+ 1 Pratocel Information
2l 2 Order Informabion
& 3 Deirwary [nformation Eegparst
£+ Office Lise Only Reguest 1D
— Click this
icon 1o select
— a protocal B L)
After salechng tha protocol and speces, dick Save. Ths will populabe assocated conbent inbo this form. asenc ale 1o
S . this ardar
Deetcription:
I
FPrincipal bvestigator
Privecipal Investigabor
L1

e Section 1: Protocol Information — Under Protocol and Species click the & icon to
select a protocol. A new Select Protocol/Species window will open. Select the desired
protocol from the list. The window will close. Click the Save icon. You must select a
protocol and save for the remainder of the form to populate. Click the Next button.

e Section 2: Order Information — Under Vendor click the & icon. A Select Vendor
window will open. Click on the appropriate vendor. The window will close. Click the Next
button.

-1 zo ' rlllﬁlllllllll _J E
Requester o
Requester ‘
&'ﬁ Weil, Michael

Vendor +XK )
Vendor

(]
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e Section 3: Delivery Information —Inthis section you will setthe schedule for the
animaldelivery.

a. In the top right corner of the Delivery Schedule section, click the Schedule
Deliveries button.

Delivery Schedule | i Schedule Deliveries | 3¢

Delivery Schedule

TOTAL DELIVERIES: 0 First Delivery:  Placed: 0
Total Animals: 0 LastDelivery:  Received: 0

# Delivery Date Males Females Either Totals Actions Status

b. A new Add Deliveries window will open. To select a date, click on the date in the
calendar. Dates marked with an “x” are blackout dates upon which deliveries
cannot be scheduled. You can schedule deliveries for a single date or multiple
dates. For guidance for setting multiple dates, see Recurring Order. When you
have made your date selection, click the OK button.

Add Deliveries (%]

[7 Delivery Calendar o Deliveries

P August, 2018 4 # Expected Date Remove
Sun Mon Tue Wed Thu Fri Sat

4 September, 2018 b
Sun Mon Tue Wed Thu Fri Sat

30 NN )
203 4 5 6 28
9C 10 11 12 13 )4 1§
16 17 18 19 20 21 22
23 24 25 26 27 28 29
31 2 3 4 X b

W HIND Sy

4
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c. The window will close and the new delivery date will be added to the Delivery
Schedule. — Click the ™ icon (to the left of the Delivery Date) to edit the delivery
details. The question section of the screen will refresh.

Delivery Schedule i Schedule Deliveries | g 1
Delivery Schedule

TOTAL DELIVERIES: 1 First Delivery: 9/10/18  Placed: 0
Total Animals: 0 Last Delivery: 9/10/18  Received: 0

# Delivery Date Males Females Either Totals Actions Status
- |9/10/18 5 o 0 0 0 7" o) (=]

d. The guestion section of the screen will refresh. Complete the questions using
the + icon to open drop down menus. Please note, all questions marked with a
red * are required questions. After entering the Strain/Stock/Breed, click the
Save icon to populate the number of animals available. Enter the amount of
animals you want to order. When finished, click the Show Sections button.
Click the Save icon.

Ship To Address e}
Ship To Address
Housing Location (+X ]
Animal location, please select the requested room location
-

e. The Delivery Schedule will update to include the new delivery details. — The
remaining section, Section 4: Office Use Only, will be completed by the OAR
office. You do not need to enter any information into this section.
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Step 6: You have completed the order. Click the Submit button. A Set Status window will
open. Click the Set Status button. The form will be checked for errors. — [If any required
items have not been completed, you will not be able to save. Use the % button in the
Outline to address any problem areas.]

= -

[ )
Submit Copy

Set Status o

ﬂ ﬂ Submitted

Submitted

t&_SetStams’ @ Cancel

4

Step 7: When all errors are resolved, the Set Status window will close and an E-signature
Information window will appear. Enter your CU IdentiKey User Name and Password,
then click the Save button.
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Delivery for a standing order is started the same way you would create a one-time delivery.
The major difference begins when you are on the Schedule Deliveries window of Section 3:
Delivery Information.

Step 1: In the top right corner of the Delivery Schedule section, click on the Schedule
Deliveries button. — A new Add Deliveries window will open.

Delivery Schedule o Schedule Deliveries | 3

Delivery Schedule

TOTAL DELIVERIES: 1 First Delivery: 9/10/18  Placed: 0
Total Animals: 0 Last Delivery: 9/10/18  Received: 0

# Delivery Date Males Females Either Totals Actions Status
™ 1 |910/18 5 o 0 0 0 /T o (=]

Step 2: Click on the dates in the calendar on which you would like delivery. Dates marked with
an “X” are blackout dates upon which deliveries cannot be scheduled. When you have made
your date selections, click the OK button. — The window will close and the date will be added to
the Delivery Schedule.

Add Deliveries (%]
7] Delivery Calendar o Deliveries
4 September, 2018 ) # Expected Date Remove
Sun Mon Tue Wed Thu Fri Sat ’1 10/1/18 e
30 M 2
K 3 5 6 24 8

o BBl 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
N2 3 4 b6

4 October, 2018 >

Sun Mon Tue Wed Thu Fri Sat
3@z 3 4 56

28 9 10 11 3¢ ¥
14 15 16 17 18 19 20
21 22 23 24 25 26 27
26 29 30 31 1 2( 3

45 6 7 8 9 MW ‘

L\J oK | |\® Cancel |

4
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Step 3: Click the ™ icon to edit the first delivery details. The question section of the screen will
refresh. Complete the questions and enter the amount of animals you want to order. When

finished, click the Show Sections button. Click the Save icon.

[%n3 Information
Delivery Schedule  [gs Schedule Deliveries | 3¢
Delivery Schedule o '
TOTAL DELIVERIES: 2 First Delivery: 9/10/18  Placed: 0
Total Animals: 2 Last Delivery: 10/1/18  Received: 0
# Delivery Date Males Females Either Totals Actions Status

1 91018 s 1 1 0 2 7 ~ =]

12 |101/18 i3 o 0 0 0 / A 4 (=]
Ship To Address e}
Ship To Address
Housing Location (+X
Animal location, please select the requested room location

Step 4: The Delivery Schedule will update to include the delivery you modified. If the delivery
information is similar, you can easily copy first delivery details to the other deliveries using the
Actions drop-down. Click the # icon. A menu will appear, select the Copy to ALL Other

Deliveries to copy the information to all entries, or the Copy to Subsequent Deliveries to
copy the information to all following the current delivery. If each delivery is different, use the ™

to edit each delivery. Click the Save icon when finished.

Delivery Schedule

Delivery Schedule

TOTALDELIVERIES: 2 First Delivery: 9/10/18  Placed: 0
Total Animals: 0 Last Delivery: 10/1/18  Received: 0
#  Delivery Date Males Females Either
™ 1 |9/10/18 (i) o 0 0
™ 2 |10/1/18 fi5 o
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Step 5: The remaining section, Section 4: Office Use Only, will be completed by the OAR
office. You do not need to enter any information into this section.

Step 6: You have completed the order. Click the Submit button. A Set Status window will
open. Click the Set Status button. The form will be checked for errors. If any required items
have not been completed, you will not be able to save. Use the % button in the Outline to
address any problem areas.

Submit Copy

Set Status [x]

Submitted

t& Set Statusj @) cancel

Y/

Step 7: When all errors are resolved, the Set Status window will close and an E-signature
Information window will appear. Enter your CU IdentiKey User Name and Password, then
click the Save button.
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Use the Outline filters to easily view certain features in the form. When turned on, the filter will
appear in color. The number below each filter indicates the number of questions associated
with that filter. In the example below there are three required questions. When turned on the
filters will display its respective question type. You may apply multiple filters at the same time.

Outline P E A3 A2
Outline )’—7@2@

Placed Deliveries

oy

This filter displays deliveries that have not been placed.

Received Deliveries

Mﬁ"

This filter displays deliveries that have been received.

Different Deliveries

/|

This filter displays deliveries that are different from the others.

Required Questions

\
,.')Q

This filter displays all questions that as marked as required.

E-Signature Questions

22

This filter displays all questions that require an e-signature
sign-off.

Unanswered Questions

B

This filter displays all questions that were not answered by the
author, PI, or other individual who submitted the protocol for
review.
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4. Order New Cage Cards For Weanings

Inform OAR staff of expected litters and request new cage cards. By completing this form, you
are also reporting animal usage that will be deducted from your protocol.

Step 1: Go to the Topaz login page at https://animalprogram.colorado.edu.

o For your Internet browser it is recommended to use Safari, Internet Explorer, or
Mozilla Firefox v52. — You will need to run or install Silverlight to access Topaz.
(How to install Mozilla Firefox v52.)

o User experience is greatly influenced by the browser in use.

o Bookmark this page for easy access later.

o Login with your CU IdentiKey and password.

Step 2: Under Operations click on Animal Orders. [You may need to navigate to the Topaz
Elements page.]

uie Weil, Michael
£ oz | W @

TOPAZ Elements

“3
oy
P

Places Compliance Operations Management

Administratior Animal Protocols veterinary Management
My Dashboa

taff Training Animal Censt TOPAZ Reporter
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Step 3: Hover (with your cursor) over Orders and a menu will appear. Select Create New
Order — The screen will refresh and a Select Form window is displayed.

‘= Animal Orders ~ © Main 70

& @8

Weil, Michaes

| Apimal Orders

m the M

Open Unsubmitted Orders

Open Submitted Orders

# Open Approved Orders

Receipts
Recere ,'-d'?:._‘;.-.

Complaints
Complete and Submit

e

Step 4: Select Order Cards for Weaning. — The menu will close and the screen will display
the animal order screen with an Outline of the sections and corresponding questions.
Select Form

a - ()
MName Description Type
Ansmal Ordering Form OAR NON-USDA Animal Species Ordering Form animal Order

% a 1 OAR Import Request Form - Quarantine Program Arimal Order
Order Cards for Weaning Cage Card reguast form for labs parforming thair_.

Animal Order
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Step 1: Click the & button to open the Protocol and Species selection tool. Then select the
associated protocol.

Step 2: Click Save.

ﬁ Animal Orders =~ /8 Main  Forms  Orders  Reviews  Receipts  Complainis & ﬁ
Wil Michasl
(Create New Qrder
HEA3ZO
[3]1 Wean Prezoced Information
[E]2 wean Informatica
[E]3 office Use Cnly Impartant nete about reporting animal usage, please read:
To report animal usage ORLY, complate the Aaimal Lisage Separt form on the OAR websita, You do not have to complete this form. To request new cage cards lor
waanad animals, pleass continua.
Request Id
Request ID
2611
| Protocal and Species —
After sslecting the protocol and speces, click Save. This will populate ssscciated conbent into this form,
Provecel Cipecies:
Description:
Principal Investigator
Principal Investigator
o
Requester -
Requester
o p
. —_— . - D
Select Protocol/Species | Filter: | Not Se... s
Protocol # ‘ Version # | Protocol Title | Species Species Descr | Principal Inve
2340-13NOV20 1 Cell-laden hydr: Mouse #1 Bryant, Stephar E
2335-14DEC20 1 Biomarker-Resf Mouse £1 Goodwin, Andre
1507.02-25SEP 2 The Role of Ooc Rat #1 Antczak, Michas¢
1507.02-255EP 2 The Role of Ooc  Mouse £1 Antczak, Micha¢
2494 1 Mechanically St Mammals =1 Bryant, Stephar
2488 1 Nutritonal feedi Birds #1 Newton, Peter
2510 1 Extreme Prnmat Mammals £1 Sauther, Michel
2520 1 Genomic and be¢ Birds #1 Taylor, Scott
2366-14DEC20 2 Pharmacokineti Rat =1 Weiser, Michael b
Page 1 of 1.
4 < P# 1000 * | 92 total record(s) found. O(:anoel
' v
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:Q Quick Finder Q'

'E 1 Wean Protocol Information
[+] 2 Wean Infermation

i:lg ﬁ'l ice USE ﬁn Y

Step 2: Click Scheduled Deliveries.

Wean Schedule

Enter expected wean date:
TOTAL DELIVERIES: 0  First Delivery:  Placed: 0
Total Animals: 0  LastDelivery:  Received: 0

e Delivery Date Males Females

Totals

Status

Step 3: Set the date the litter will be weaned and placed in new cages. [If multiple litters are
associated with this protocol, multiple dates can be selected.] — Click OK when finished.

Add Deliveries ]
[ Delivery Calendar s Deliveries
4 September, 2018 » # Expected Date Remove
Sum Mon Tus Wad Thu Fei Sat Fg;m,rm (=]

30 31 1 -
S a5 & A 2 | 10/1718 @

o Bl 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 18 X

offiflz 3 4 5 &

4 October, 2018 L]

Sun Mon Tus Wad Thu Fri Sat
iz 3 4 5 s
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 20 30 31 1 2 3
4 5 6 7 8 9 10

: (& o«:)l @ cancel | P
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Step 4: Open the Delivery subform by clicking on the * arrow next to each delivery date.

Wean Schedule | el Schedule Deliveries |
Enter expected wean date:

TOTAL DELIVERIES: 2  First Delivery: 9/10/18  Placed: 0
TotalAnimals: 0 Last Delivery: 10/1/18  Received: 0

* Delivery Date Males Fernales Either Totals Actions

Status
™ L |oons 3 o 0 0 0 Vi J (=]
L |wans G5 o 0 0 0 VA " 4 (=]

Step 5: Complete the Delivery subform and then click Save. (See the entire subform on the
following page.)
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If your S/8/8 is notksted,
Per Diem Accosnt chek here 1o add the stran.,

— N

U

U

o yeo 288 u net beted here, sleset lemt o ronuest So 4340 Do siren tx your prateesl Dieough the SmoyBiack/Besad Seawsat far=. Shek o= she (n¥ te be dmeered = the

wadizem.

[}

SR ‘;‘n" gove) Enterthe date the Iitter was born.

Anamals per Pain Categery
Aswmgh per Pam Cstsgay
Comvent Totaly (ALL Qedery)

Beguened: & OnCrder 0 Reoceted 0 Afesoment @ Avardable 1

Pain Category * Males & females |'l~ Request. OnCeer R d | A% Authorend Awmdabil

stas J' ' .'.: o e H 1 :

Weuting | ocaton

Amemc| ioesbon, plessc scizet (he regusatss rocm locsBan

Cage Type

Theees oa3 from [P Svop Jown ey

Namnber of New (age Cords Needed
Seler the nurmber of now cogea et necd O= Be crest=d.

Namber Per Cage Enterthe maximum number of animais allowed
Nambuer of smemals per mps percage. (.. 5 mice per mouse sterile cage)
Moy | 0 Females @

Cage Card Commants
Picsac coatsr ooy Informsticn you modd ne=S s spprsr on (Be cogc cand

Cammunsation to AR Staff
o yov have any apanel malrustame far (he SAR S1a% regarOrg D wean, please enler £ Delen

Cage Card Handling

T gkl up e placs ==g= cards yowracl, kkoes bDisnk.

oce

U

¥ ywe okl Nz QAR oaff 1z plass the sags serd(a), snisr the werd “Plass” » g Baw Dslow and Nag ha sager wER Ismparary Segc sards, (Moaes meks swrs The Tempery Cags

Caed 10 fuly enempleted ond vinlile)

Parent Cage Nember
Pranids (e s=g= sard membsr of ths gorent ssps-
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Step 1: Navigate to Wean Information and schedule additional deliveries as needed.

Step 2: If you would like to copy details from the subform you just completed (e.g. contact info,
per diem account), open the Actions dropdown and selecting Copy to ALL or Subsequent
Deliveries.

Step 3: Open the subsequent delivery forms and make changes specific to that weaning
request — animal numbers, strain, birthdate, etc.

Step 4: Click Submit.

& Animal Orders | @ Man foms Orders Reviews Receipts Complaints &

=1 1 Wean Protocol Infarmation

Important nota about reporting animal usage, |

Request Id Wean Schedule s Schedule Deliveries
Protocol and Speces Enter expected wean date:

Princoal Investigator TOTAL DELIVERIES: 2 First Delivery: 510118 Placed: 0
e TotalAnimals: 0 Last Delivery: 10118 Received: 0

] Delivery Date Males Females Either Totals

(=] Delivery 1 - 9/10/2018

™y 9/10/18 fiso 0 o 0
ca
o2 0

Emergancy Contact ™~ 10/3/18

Emergancy Phone ’

Per Diem Account

Step 5: In the pop-up window, click Set Status.

Set Status ]

» ‘ Submitted

Submitted

=

Step 6: When all errors are resolved, the Set Status window will close and an E-signature
Information window will appear. Enter your CU IdentiKey User Name and Password, then
click the Save button.

e Make note of the Item Name (aka the Request ID) for your records.
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