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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. 
 

 
 
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: 

 
 
After login, users arrive at the Dashboard page. 
 

 
 
  

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

 
 
 
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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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. 
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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. 

• 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 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. 
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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. 
 

 
 
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: 
• First, name the substance in Question 1; 
• Categorize based on the substance types listed in Question 2, noting that more than one selection can be 

made; and 
• 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. 
• If there are any supporting documents or safety documentation, please attach under Question 4 by 

selecting the Add button. 
• Once the page is complete, select the Save and Return to Workspace buttons. 

 

 
 
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: 

• First, name the procedure in Question 1; 
• Select the procedure type based on the task to accomplish in Question 2; and  
• Choose the species in Question 3.  
• Once the page is complete, select the Continue button. 
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The procedure type selected in Question 2 will dictate which questions appear on the second procedure page. All 
questions 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. 
 

 
 
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: 
• Procedure: Euthanasia 
• Procedure: Substance Administration, Anesthesia 
• Any Team Specific Substances 
• Any Team Specific Procedures 

 
5. Create Protocol 

 
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 – 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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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. 
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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. 
 

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

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