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Click IACUC: How to Get Started in 5 Steps

The objective of this quick guide is to help Principal Investigators and Research Teams get started in the Click
IACUC module.

1. Login to Click System

The Click system modules are part of Michigan State University’s enterprise systems, so logging in will involve use
of the university’s multi-factor authentication solution (MFA or Okta Verify). There is a tile available within EBS.

Research Compliance
Click™

2

K

New Window Opens

Users can also access the various Click modules via:

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

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

CLICK IACUC
Login

Click IACUC Login

Manage IACUC Submissions Login

After login, users arrive at the Dashboard page.

—
F“ ‘ C LlC [\ Hello, Monique Bauer
Dashboard Admin Facilities IACUC IRB AOPS Safety
Page for Monigue Marie Bauer 22 Components o Help
o | R
. My Inbox
Recently Viewed ¥
Tt Pinned Filter by e ID ¥ | | Enter text to search n+ Add Filter 0
18 PROTO202400139° Demonstratio _ est Protocol > D  Name Date Created  Date Modified State Coordinator:la:'nﬂ:t
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2. Create Research Team

Before a Principal Investigator can initiate a protocol, a Research Team must be created. From My Inbox, select
the Create button at the top of the page to display selection items; select the Create Research Team button.

Page for Monique Marie Bauer

p— My Inbox
——— Filter by e
and by
Create Concemn
ID Name

Create Research Team
0238

Create Protocol

0334

0225

OB B B B B

First, define the team name, Principal Investigator, team members, and default species.
It is important to note that all members of a Research Team defined on this page may view all protocols on the
Research Team. It is possible to create more than one Research Team if needed or assign specific individuals on

the protocol level only.

If your laboratory uses more than one species, a default species is not required to be selected — this question is
optional.
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f& | CLICK

Creating New: Research Team

Research Team
Information

Research Team Information

[ * Research team name: ]
\

* Principal investigator:

Team members:

+ Add

Name Role Involvgd in Animal Auf[horized To Order E- _ Phone Deg_rges _and Emerger]ny Contact
Handling Animals mail Certifications Information

There are no items to display

Team default species:

Select the Save button then select the Return to Workspace button. You are brought to the Research Team
workspace and ready to begin building a protocol.

0 Help

.. > IACUC > Demonstration Research Team

TEAMO0000601
Demonstration Research Team

Next Steps

Principal investigator: Monique Bauer

Phone:
Edit Research Team E-mail: bauermo@msu.edu

Create Procedure Filter by o Activity ¥ | | Enter text to search m'l' Add Filter 0

¥ Activity Date

Activity Author
Create Substance
0 Research Team Created Bauer, Monique 6/12/2024 12:05 PM
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3. Develop a Protocol Plan

Within the Click IACUC module, the protocol construction process is based on the building block approach.
e The Standard Library houses IACUC approved procedures and substances
e The Research Team will house the team procedures and substances
e Tocreate a protocol, a Pl builds experiments based on the procedures and substances, then combines the
experiments into a comprehensive research protocol

Understanding the protocol structure first will allow the Principal Investigator to develop a protocol plan — this
will include defining which specific procedures and substances will need to be created for their team prior to
initiating a protocol within the system.

STANDARD LIBRARY

PROTOCOL

TEAM TEAM
PROCEDURES PROCEDURES

TEAM PROTOCOL
PROCEDURES. PERSONNEL

EXEERIMEN IS

PROCEDURES SUBSTANCES

RESEARCH TEAM

STANDARD TEAM

PROCEDURE PROCEDURES
TEAM PROTOCOL

PROCEDURES PERSONNEL

[EAM

BRAR'

TEAM

- S
PERSONNEL

TEAM

EXBERIMENis

STANDARD STANDARD

PROCEDURE PROCEDURE
TEAM PROTOCOL

PROCEDURES PERSONNEL

SUBSTANCES

Page 4 of 12



2" MICHIGAN STATE

UNIVERSITY

Click IACUC: How to Get Started in 5 Steps

4, Create Substances and Procedures

To create substances and procedures, begin at your Research Team workspace. The Procedures and Substances
tabs are located along the center of the page.

> IACUC > Demonstration Research Team @ Help

. TEAMO0000601
Active

Demonstration Research Team

Principal investigator: Menique Bauer

Phone:
Edit Research Team E-mail: bauermo@msu.edu

Create Protocol IHSM History Research Team Contacts Archived Procedures -_
Create Procedure Filter by @ Activity ¥ | | Enter text to search n+ Add Filter &
Activi Author v Activity Date
Create Substance Y il
(i]

Research Team Created Bauer, Monique 6/12/2024 12:05 PM

Next Steps

These tabs house Standard Procedures and Standard Substances already approved by the IACUC. Standard
Procedures and Substances may be selected for your team’s research at any time. Once team procedures and
substances have been created, these will be available exclusively to your research team.

To create your own procedures and substances, select buttons along the left side of the Research Team
workspace: Create Substance and Create Procedure.
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After selecting the Create Substance button, a page will open where substance details are required:

e First, name the substance in Question 1;

e (Categorize based on the substance types listed in Question 2, noting that more than one selection can be
made; and

e Indicate if the substances is hazardous in Question 3. If the substance is hazardous, select the hazardous
classifications that appear, noting that more than one selection can be made.

e |f there are any supporting documents or safety documentation, please attach under Question 4 by
selecting the Add button.

e Once the page is complete, select the Save and Return to Workspace buttons.

ﬁ | CLICK Hello, Monique Bauer ~

< .

Creating New: Substance CCotoformsmeny @) Help
Substance
Information

Substance Information

ADCe fypess (celect ol that apply; contact Envirenmental Health and Safety (EHS) Team with questions regarding the classification of substances at 517-355-0153 or ehs@msu.edu)
Analgesic

Anesthetic

Antibiotic

Biological Agent

Cell Line

Chemical Agent

Controlled Substance

Human Derived Material
Radioactive Agent
Other

[m]
]
]
a
a
]
]
]
]
]

* |s this a hazardous agent: (Contact Environmental Health and Safety (EHS) Team with questions regarding the classification of substances at 517-355-0153 or ehs@msu.edu)

QO Yes O No Clear

Supporting documents:
Instructions: Attachment of Safety Data Sheet (SDS) may expedite review process.

+ Add

Name Date Modified

There are no items to display
OExt B Save Return to Workspace

After clicking Save, it becomes a team substance available to your Research Team and ready for incorporation
into a procedure.

After selecting the Create Procedure button on the protocol workspace, the first procedure page opens and the
following information is required:
e  First, name the procedure in Question 1;

e Select the procedure type based on the task to accomplish in Question 2; and
e Choose the species in Question 3.
e Once the page is complete, select the Continue button.
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« 4Gotoforms menu @ Help

Procedure Procedure Identification
Identification

* Name of the procedure or surgery:
|

* Select procedure type: @
QO Antibody Production

O Behavioral

QO Euthanasia

QO Food or Fluid Restriction
QO Food or Fluid Restriction Unrelated to Surgery
QO Genotyping/Identification
O Imaging

QO Irradiation

QO Non-Survival Surgery
Q Other Non-Surgical Procedures
QO Physical Restraint

QO Prolonged Physical Restraint

O Sample Collection (Non-Surgical)
O Special Diet

Q Substance Administration

QO Survival Surgery

O Tissue/Blood Collection

(6]

Trapping and Capture
O Tumor Model
Clear

* Species:

The procedure type selected in Question 2 will dictate which questions appear on the second procedure page. All
qguestions must be answered and then the Continue button is selected.

If there are any supporting documents or other documentation, please attach under Question 1 by selecting the
Add button. Select the Save and Return to Workspace buttons to complete the procedure.

Procedure
Identification
S Procedure Documents
Special Diet
FrrEEi T Supporting documents: @
Documents
+ Add
Document Name Date Modified

There are no items to display

This procedure is now a team procedure available to your Research Team and ready for incorporation into a
protocol.
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Prior to beginning a protocol, we recommend at a minimum creating the following items:
e Procedure: Euthanasia
e Procedure: Substance Administration, Anesthesia
e Any Team Specific Substances
e Any Team Specific Procedures

5. Create Protocol

To create a protocol, begin at your Research Team workspace and select the Create Protocol button.

ﬁ | CLICK Hello, Monique Bauer v

Dashboard

> IACUC > Demonstration Research Team © e
TEAMO00000601

Demonstration Research Team

Principal investigator: Monique Bauer
Phone:
Edit Research Team E-mail: bauermo@msu.edu

Create Procedure Filter by e ¥ | | Enter text to search n+ Add Filter ]

Active

Next Steps

ID Name Date Modified State Submission Type Pl First Name Pl Last Name

Create Substance

The first page of the protocol is the Basic Information page — first, answer all questions. For the last question
(Question 6) “What is the intention of the animal protocol?”, please select Experimental Research for all

submissions.

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

* Select research team: @
Demonstration Research Team

* Title of protocol: @
[Demonstration JACUC Protocol

* Short title: @
Demeonstration IACUC Protocol

* Summary of research: @
Demonstration IACUC Protacol

* Principal investigator:

Monique Bauer

f* What is the intention of the animal protocol? 0\
Breeding Only

Experimental Research

Field Research

Holding Protocol

ONONON RO)

Teaching

N J

© Exit B Save
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After saving, the File Menu becomes an available option to select along the left side of the page. This menu
allows the user to easily navigate throughout the protocol pages. Of note, the Experiments page is where the
procedures and substances will be incorporated.

Fi | CLICK

— E-:', Validate QI'.‘-Compare « ..
/a : : . Editing: PROT0202400140
S Basic Information

Protocol Team Members

* Select research team: @

Funding Sources .
Demonstration Research Team

v Experimental Design
Scientific Aims

* Title of protocol: @

Experiments
Demonstration IACUC Protocol

Procedure Personnel
Assignment

Strains
+ Animal Justification
Animal Justification

Alternatives Searches
and Duplication * Short title: ©

Demaonstration IACUC Protocol
nimal Housing and Use
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Once all protocol pages have been successfully completed, return to the protocol workspace and select the Submit

activity along the left side.

fi\ | CLICK

Dashboard 1 Facilities

Hello, Monique Bauer ~

.= IACUC > Demonstration Research Team > Demonstration IACUC Protocol

Pre-Submission PROT0202400140
Next Steps Demonstration IACUC Protocol
Edit Protocol Principal investigator: Monique Bauer Letter:
Submission type: New Protocol Application
Fris Ve Primary contact: Protocol type: Experimental Research
IACUC coordinator: Consulted vet:
Admin office: 1IACUC Pl proxies:

There are no items to display

&4 Assign Coordinator

&+ Assign Primary Contact (

Grace period: -

Pre-Review IACUC Review Post-Review

&4+ Assign PI Proxy

Clarification
Requested

i Manage Guest List Clarification
Requested

ﬁ Manage Ancillary Reviews

Then, the PI attestation window will appear for verification and select Ok.

As the principal investigator | certify that
= 1agree to abide by all federal and state regulations, Mishigan State University (MSU) policies and Insfitutional Animal Gare and Use Gommittee (AGUG) guidelines concerning the use of animals.

- lagree that all use of vertebrate animals will be covered by a protocol that has been reviewed and approved by the MSU IACUC and that IACUC approval must be obtained before ordering
animals andior performing any animal procedures described in this form

= 1 will prompy notity the Attending Veterinarian or designae regarding any unexpscted study results that negatively impact the animals, including any unanticipated pain or distress and/or
morbidity or mortality.

= 1agree that any proposed changes to this protocol will be requested by sending an amendment outining the changes. IAGUG approval must be obtained before performing the revised animal
procedures described therein

= 1 will maintain appropriate animal records e g , census, health, veterinary care, euthanasia, surgery, diagnostic. anesthesia, etc )
= 1 will do everything within my power to safeguard the health and well-being of each animal under this protocol

= 1 accept responsibility that all personnel working on this project are aware of and will follow the approved procedurss outined in this form. 1 assure psrsonnel are adequatsly trained and have
demonstrated competence in the animal procedures

= lunderstand that approval of projects is for a maximum of three years from the date of approval. | understand that the IAGUG can call for a complete re-review of the project as needed

= By submitting this form, | agree to protocolrelated activities including post appraval monitoring, equipment and with of the IACUC at least annually.

Comments: &

Supporting documents: @
+ add

Document Name Date Modified
There are no items to display

(=)=

The protocol has now been sent to the IACUC administrative office for processing.

Review Complete

0 Help
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' Clarification ' ' Clarification ' ' Madifications '

Requested Requested Required

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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