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The objective of this Quick Guide is to help Principal Investigators (PI) and research teams get started in the Click 
IACUC module with the structure and organization of animal numbers. 
 
1. Protocol Structure and Planning. 
 
Within the Click IACUC module, the protocol construction process is based on the building block approach. 

• The Standard Library houses IACUC approved procedures and substances 
• The research team will house the team procedures and substances 
• To create a protocol, a PI builds experiments based on the procedures and substances, then combines the 

experiments into a comprehensive research protocol 
 
Understanding the protocol structure will allow the PI to develop a protocol plan. This includes defining which 
specific procedures and substances will be needed to be created for their team prior to initiating a protocol within 
the system. 
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2. Protocol Creation. 
 
Briefly, to create a protocol, begin at your Research Team workspace and select the Create Protocol button. 
 

 
 
The first page of the protocol is the Basic Information page. Once all questions have been answered, select the 
Save button at the bottom of the page. 

After saving, more options appear on the left side of the page – File Menu. This menu allows the user to easily 
navigate between protocol pages. 
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3. Animal Numbers. 
 
The File Menu is a tool for navigation between protocol pages. There are three pages that relate to animal 
numbers within the Click protocol: 
 

• Funding Sources – identifies all internal and external funding sources to be used within the protocol 
• Experiments – defines which species and how many of each species will be used for each experiment 
• Animal Justification – provides clarification to update the animal total per species 

 
The objective of these specific protocol pages is to define which animals will be associated with specific 
experiments. Once the funding sources are identified, the animals are defined within the Experiments and Animal 
Justification pages. 
 
Each protocol page’s purpose is described in more detail using examples in this Quick Guide. 
 

 
 

a. Protocol Page: Funding Source 
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For the funding source page, all external funding sources (Question 1) and internal funding sources (Question 2) 
related to the protocol are identified. 
 

 
 
To add an external funding source, select the Find Now button under Question 1. A pop-up window appears that 
connects directly to the university’s external funding system, Kuali Research (KR). 
 
In the pop-up window, enter the investigator’s last name and select Search KC for Proposals/Awards button. 
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Select the funding source and click Ok. The page will display the funding source under Question 1. 

 

Each external funding source requires a KR (KC) search. Add all applicable external funding sources for the 
protocol. 

External funding sources can be found by searching by the Investigator’s last name, Institutional Proposal (IP) 
Number, or Award Number. 
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To add an internal funding source, select the Add button under Question 2. 
 

 
 
A line item appears that requires text to be entered for the funding source title. Enter a descriptive title that 
defines the internal funding source. 
 

 
 

Answer Question 3 and Question 4 regarding funding categorization and sub-awards. 
 

 
 
Select the Save button. 
  



        
 

Click IACUC: Animal Numbers 
 

Page 7 of 10 
 

b. Protocol Page: Experiments 
 
On the Experiments page, the researcher defines which species will be used and how many of each animal. Within 
this example, Experiment #1 defines use of 100 rats, Experiment #2 defines use of 100 rats, and Experiment #3 
defines use of 500 mice. 
 

 
 
For additional detail on how to build experiments, please see additional support materials at 
https://animalcare.msu.edu/click/resources.html. 
 

c. Protocol Page: Animal Justification 
 
The Click IACUC protocol sums all the species defined within the Experiments page on the Animal Justification 
page. The Animal Justification page allows the researcher to clarify (and confirm) the actual animal count of the 
protocol. 
 
For the example described listed above:  

• Experiment #1 defines use of 100 rats, 
• Experiment #2 defines use of 100 rats, and 
• Experiment #3 defines use of 500 mice.  

https://animalcare.msu.edu/click/resources.html
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The Animal Justification page appears with a total per species and USDA category: 
• There are 200 rats in category C  
• There are 500 mice in category C 

 

 

The information within the Actual Animal Count can be updated to define how many animals will actually be 
needed to conduct the research. 

 Example: 
For the rats, the animals used within Experiment #1 will be used within Experiment #2. Select the Update button 
and enter ‘100’ into the field; click Ok. 
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Because the rats are going to be used in Experiment #1 and in Experiment #2, the system requires a written 
rationale under Question 2. 
 

 
 
Finally, select Yes for Question 3. Then select the Save button. 
 

 
 
 
4. Protocol Submission. 
 
Once all protocol pages have been successfully completed, return to the protocol workspace and select the Submit 
activity along the left side.  
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After selecting the Submit button, the PI attestation window will appear for verification; select Ok. 
 

 
 

The protocol has now been sent to the IACUC administrative office for processing. 
 
For further support within the Click IACUC Module, please contact the IACUC Administrative Office 
(iacuc@msu.edu, 517-432-8103) or the Click Help Desk (clickhelpdesk@msu.edu, 517-355-2000). 
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