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The objective of this Quick Guide is to help Principal Investigators update Procedures and Experiments within the 
Click IACUC module. 
 
1. Login to Click System. 
 
Access to Click is available through EBS: http://ebs.msu.edu/. 

 
 
Access to various Click modules is also available via: 

https://orrs.msu.edu/click/index.html  

Example: Access the Click IACUC module via selection of the IACUC tile: 

 
 

After login, you will arrive at the Dashboard/My Inbox page. 

  

http://ebs.msu.edu/
https://orrs.msu.edu/click/index.html
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2. How to Update Procedures. 
 
Within your Research Team, procedures can be updated by creating a new procedure or versioning an existing 
procedure. 
 
Note: creating a new procedure or versioning an existing procedure should be done prior to creating a new 
experiment or editing an existing experiment. 
 

• To create a procedure: 
 
Start at the Research Team (select the IACUC tab located at the top of the page). 

 

 

Select the Create Procedure button along the left side and answer all of the required questions on each page. 
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• To version a procedure: 
 
Start at the Research Team. Select the Procedure tab in the middle of the workspace. Identify the procedure that 
requires versioning. Use the filter or wildcard (%) to locate. Select this procedure. 
 

 
 
 
On the Procedure workspace, select the Create a New Version activity along the left side. 
 

 
 
 
A new window will appear, select the checkbox for Question 1, add a comment if required, and then select the Ok 
button. 
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The system will take a moment to execute this activity. From the workspace select the new procedure link: 
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From the new procedure version, select the Edit Procedure button along the left side and make any updates to 
the procedure within the questions, then Save. 
 

 
 
Return to your Research Team and navigate to the submission that requires updating (Section 3). 
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3. Select Existing Submission. 
 
From either Dashboard/My Inbox upon login…: 

 
 

 
 
Or from your Research Team..: 
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4. Edit the Submission. 
 
Select the Edit Protocol or Edit Amendment button from the workspace. Example below demonstrates the 
amendment workspace; identical steps are followed for protocol submissions. 
 

 
 
For an amendment, after completing the required questions, select Save and then Continue to enter the 
amendment information into the protocol pages. 
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Use the File Menu to navigate between the protocol pages and update information as required. 
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5. How to Update Experiments. 
 
Use the File Menu to navigate to the Experiments page. 
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On the Experiment page, select the Experiment that requires updating: 
 

 
 
After selecting the Experiment that requires updating, a separate window (slide-in window) will appear. There are 
15 questions on each experiment and once the separate window is opened all questions can be edited. 
 

 
 
To add/delete procedures within an experiment, scroll to Question 6. 
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• To delete a procedure: Select the “x” to remove a procedure from the question: 
 

 
 

• To add a procedure: Select the ellipsis and the procedure listing for the species will present in a new 
window. Then, use the filter feature to locate a procedure, select the checkbox, and select Ok: 
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After editing questions within the Experiment window, scroll to the bottom of the window and select the Ok 
button. 
 

 
 
 
At the bottom of the Experiments page, select the Save button. 
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Using the File Menu, go to the Procedure Personnel Assignment page. Review/confirm listed procedures 
associated with each experiment/species. 
 

 
 
6. Submit the Protocol or Amendment. 
 
After all updates have been completed, select Save and Return to Workspace and return to the submission 
workspace. 
 

 
 
From the workspace, select Submit along the left side to send the submission to the IACUC office. The example 
below demonstrates the amendment workspace; identical steps are followed for protocol submissions. 
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The PI attestation window will appear for verification; after reviewing, select Ok. 
 

 
 
The submission 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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