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Preface:
This guide provides an overview of how manage a research protocol as an IACUC reviewer.
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1. Assessing A Protocol For Review

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.

TOPAZ Flements

Topaz -
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Step 2: Under Places, click on My Dashboard (you may need to navigate to Topaz Elements).

R il, Michael
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TOPAZ | Elements

Places Compliance Operations Management

My Dashboard
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The dashboard is customizable. Two of the most useful features are moving columns and
sorting a column in ascending or descending order.
Step 3: (Optional) — Move a Column

e Click on column, drag to desired area until two white arrows appear (between two
columns), and drop.

naa o
as- MyDashboard 7 My Dashboard
T
w Add Dashboards My Protocols . = e
- ¥ Teerasasnstatinen, e m— —
My Protocols A;m-al-u- ‘__M- - "
I, ......-.; Creator Stodweck, Lowis  Renewal
My Orders 2506 Creator TestFl, Ima Intenm Reveen
2588-2588 2588 3 P Weil, Michae Amendment
Deliveries 588 P1 Weil, Michas Irterim Review
e W 590 Pl Weil, Michae Onginal
CCPAs Vreanngs 2591 2591 1A Weil, Michae!  Amendment
| 591 P1 Weil, Michae Renewa
M} E" Is (] Fl el Michas Amengment

Step 4: (Optional) — Sort a Column

e Hover over the header of the column being sorted. A small arrow will appear in the
bottom right corner.

e Click the arrow to expand the column menu and select sorting preference (i.e. Sort
Ascending or Sort Descending).

My Protocols =

Protocol # Reference # T Tty P
2375 2] sort ascending
2586 il Sort Descending

2588-2588 2588 A
2588 S Group By This Column v
2550 F""q Show Group Box §

2591 2591

Remowve This Column

2591

\‘.@ Show Column Chooser
2605 I
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Step 5: In the menu on the left, select My Reviews. Click to open the desired protocol.

1 total recsrd(s) fownd,

‘4 My Dashboard @ My Dashboard & Gl
UPGRAGL TIST
o Add Dashboards My Reviews e bl B Hor S, = || q
My Pratacol Protocal # Redererue & Thle Diue Date Completion T | Prmcipal Inve | Frotocol Type B g Rew
2628 Bomechancs o 10716718 Meu, Corey Amandmant  BI8/18 Beetn Adminatrstes | R Submissof
My Meetings
My Comories
Click ana
My Competencies Protocl
My Tizning Credits
ot [ 100a] = Page 1of 1,
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2. Reviewing And Commenting

Step 1: Use the Outline (i.e. the sidebar) to navigate through the protocol.
e Click on the [+] icon to expand the sections. Click on the [-] icon to reduce the sections.

[=] 3 Species
[=] select the Species here
[=] Mouse #1
Guidance
Strain/Stock/Breed
Authorized Amounts
Age/Weight/Size

Sex

Step 1: To leave a comment for either an entire section or single question, click the “= icon.

Step 2: A comment box will appear at the bottom of the screen.

e Minimize the comment editor by clicking on the ¥ icon.
e To reopen the comment editor, click the & icon.

||h iu | Camment on the section m'

Select the Spedies here X
For each speces added, click on the name (in blue) to open another section where you can designate the specific Strain/Stock/Breed(s) that will be useyls

protocol.
Tip: Use the animal’s commaon or latin name when searching to jump to the desired opbion.

Comment on the question

Mouse
I Summary Comments (=]
(jsrwSegmenls. - QM. [ .mp. e

Select the Specieshere | &3 Auto-Summarize Minimize he comment section  |——w [ w ) 5

Verdana ~f412 |~

Here is whare you enter cnmmenti
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Step 1: After entering comments, click the Save icon at the top of the screen. If not saved,
comments will not be viewable by other reviewers or the IACUC staff.

Step 2: To delete a comment, click on the Delete icon on the right hand side of the comment.

(vl

Note: Reviewers can only remove comments they added. They cannot edit or remove
comments made by other reviewers.
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3. Using Filters To Assist In The Review Process

Filters enable quick navigation of the protocol. For example, it may be helpful to view
comments submitted by others prior to a meeting. Instead of going through the outline question
by question, by enabling the filter Questions with Comments from Other Reviewers, only
these questions will be displayed in the Outline (i.e. the sidebar). Then during the meeting,
enabling both Questions with Comments from Other Reviewers and Questions with My
Comments filters, will display only those questions that have been commented by you and
another review.

Step 1: Filters appear as icons above the Outline/sidebar.

Outline 2O S
:

Step 2: When a filter is activated, the icon appears in color.

Outline 9 L2070

59

Filter Types:

o Required Questions

This filter displays all questions that as marked as required.

o E-Signature Questions

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

o Unanswered Questions

o

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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o Questions with Changed Answers

/|9

This filter displays questions that have changed answers between two different versions
and is only active once you have used the compare tool.(i.e. Applying this filter in a
Response submission will display a question with different answers for the original
submission and the response submission.)

o Questions with My Comments

e~

This filter displays the questions where you have left a comment.

o Questions with Comments from Other Reviewers

This filter displays questions that have comments from other reviewers.

o Questions with Summary Comments

S

This filter displays questions that have summarized comments from the review.
o Questions with Previous Submission Summary Comments

£

This filter displays questions that have summarized comments from a previous review.
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Outline displays all questions because no filters are active.

Outline WPV /¢

€2 0 5 0 4 4

'Q Quick Finder

E-&
> Elo‘o

[E]1 Protocol Details
1.1 Instructions
1.2 Reference Number
1.3 Protocol Number
1.4 Principal Investigator
1.5 Title
1.6 Created By
1.7 Department
1.8 Review of Scientific Merit
1.9 PI Phone Number
[=]1.10 New application or 3-year rewrite
[E]1.10.2 3-year rewrite application
1.10.2.1 Source Protocol
1.11 Funding Source
1.12 Protocol and Grant Congruence [For exterr
1.13 Collzboration
[=]2 personnel
2.1 Protocol Associates
2.2 Personnel Qualifications (Do Not Use)
[=]2 Species
[5]13.1 Selact the Species here

[5]3.1.1 Mouse #1

Only Questions with My Comments filter is active. Accordingly, only questions the user
commented upon are displayed.

Qutline "k o

(%]
[=] 4 Andmal Uso
4.0 Abdtract

|5 Arermidli Numbsr JustinEation, Sourtes, & LOCaRos

12,2 'Will you require 8 dewviation from

2.1 Cleaning schedule
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Only Questions with Comments from Other Reviewers filter is active. This time, only
guestions other reviewers commented upon are displayed.

Qutline

BF

Both filters are active. There is only one question (Abstract) that contains comments from
both the reviewer who is logged in and the other reviewers. Therefore, only that one question

is displayed.

Outline

[=]4 Animal Use
4.1 Abstract

=

OYO@

D |l [

Click on the question in the Outline to navigate there directly. — The comments are displayed

below the entry.
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4. Using The Compare Tool

Use the Compare tool to compare previous submissions of a form. This is useful when
comparing prior amendments or to identify substantial changes made to the protocol, animal
numbers, etc.

Step 1: Open a review that has been modified and resubmitted.

%5 MyDashboard @ MyDashboard & G
LRGEAGL TI
T
o AddDushboards | MyReviews | B W &8 [ )&
My Proteceds [ Protogod # Ralewenge § Tithe Do Diake Completion C | Peincipsl e Profocol Typi | Subminion D Assignment & Aaaigned Rew | Submission Hiwieaeer Bok|
h | 38 Beomechanss o 30/10/L8 Meu, Corey Arerdmant LT T ] Ervew Adminigtrativs | Re-Submisscs  [Pamacy Reve

Step 2: Click Compare in the menu bar.

.
N

Status Compare Reports

Step 3: Select a previously submitted version.

Select Protocol Q Quick Finder (]
Protocol Number Version Protocol Type Protocol Status Submission Date  Approval Date
0 Renewsl Returned For Modif  1/19/18
2591 3 Amendment Approved 1/17/18 1/17/18
2591 2 Interim Review Approved 1/17/18 1/17/18
2591 1 Original Approved 1/17/18 1/17/18
D ey

Note: Forms are ordered from newest (top) to oldest (bottom), by default.
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Comparison View Explained

1. The two submissions are displayed side-by-side, with the previous submission on the right.
2. Responses to questions that have been modified/updated is displayed in orange font.

3. Total number of changed answers is displayed under the Questions with Changed Answers
filter icon.

2 protocel Detalls
Instruchons

Outine ZEOFOCS@
O 1
1 Rerewal L

3

m@Eje

Referunce Number

f—

Tide
Principa) Inveshgator

Departmant
Pl Phone Noumbee

Author

o adverse svents, morbidty or 1 Hs

o) mumtwmmmﬂﬁﬂeﬂw st

reates By z

s ol Changes made to this protocol in the past year b d=17]
Submasion Tyoe Msm&lnumdhhmmr ﬁ*,‘ Hava thars basn any changes mada 1o the protocol In the past year,

Renen of Soentific Ment Have thers baen any changas mads to this arctacal i the past year, induding induding but not limited to changes is perscnnel, speces, mm
Funding Source but not limited to changes is zoeces, anmal umd Mph crugs, pan Surgics! us, or othar 0,
Protocel and Grant Congruance (For axtermally " & !am — e s bre = Joc

wmnmmmumhvmmnu.

Colanoravon
L) Pursanned
Protocol Associates Progress Report ‘ w3
Porsoonst Qualifications (Offica tse) :zndu information on h“m made durig this spproval perod tomards
: X o> ing the spechc ams of the protocol, speafically pertaming to the animal
B4 Soeces u Permits or research conducted at another institution 4
5] Selart the Snackea hare M OSMS“M I Mm' OWW ) ﬁ II | “i i m’l"

To display only the questions that have been modified in the Outline, click the Questions with
Changed Answers filter icon.

Outline 2P0
54 0 6 5 0 0 o 0
Q Quick Finder A o
El Renewal
=K t
B Yes, leave it ope
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5. Finalizing A Review

Step 1: When all comments have been entered, click the Summarize button at the top of the
screen.

—

Open My Reviews ';' .

Summarize Compare Raports

Step 2: A Set Closing Remarks window pops-up.

e Choose to Approve, Not Approve, or Return for Modification.
e Select yes/no for a Full Committee Review (if necessary).
e Provide remarks and review remarks from other reviewers.

Step 3: When finished, click Save.

Set Closing Remarks (]

Select Vote

Enter Closing Remarks o

Verdana ~g12 |-

-

|:Ei Save )(\@ Cancel )4
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Step 1: Upon saving the closing remarks, the protocol will be on screen. Navigate back to the
dashboard by clicking on My Dashboard in the Product Selector menu.

= Animal Protocols @0 1a

Product Selector

@ TOPAZ Technologies
* My Dashboard
# Administration

A lr"")l ance

B Animal Protocols

{ Staff Training

{(Inaratinnc

Step 2: On the My Dashboard screen under My Reviews, today’s date will appear in the
Completion Date column for the completed review for the given protocol.

= MyDashboard = T° MyDashboard Ltﬂ
ey Py
o Add Danbboards by vy = W s ot e -| &
st .Wu:u Falerarcs 8 Nike Do Bk Campletcn Dt Panrpal iwvenigsiss  Proaccal Type Lubrwivenn Bute  Busgresee s asgred Fuses | Lubeasss Fosraer ok Piams  Pusw Frowssed
- n foG: e (sdin | e Comme, B4 mesdnest 18w eRr AT e SR AIATE S Aot HIE 1R
trie
aaaaaa
psrgn. Weanag
e
s Hage
by e
Ml v

Click the User Silhouette in the upper-right-hand corner. In the dropdown menu, select Logout
to exit Topaz.

& Logout

g Change Password

’| ﬁ' Set as Home Page
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