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How to Create an Initial Animal Care and Use Protocol

This how to guide assumes you have logged into TOPAZ Elements and you are authorized to create protocols.
Only PI's and those authorized by the PI will be granted permission to create protocols.
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1. Under the Compliance ‘¢~ Menu, click Animal Animal Protocols
Protocols Select Tasks from the Menus Below

2. From the Protocols menu items, click =*# Create 7

Original Protocol. @

9 #8 Create Original Protocol R
Note: IF YOU DO NOT HAVE THIS OPTION, it S e
means you are not set up to create protocols.
DO NOT go any further. Request these Topaz Elements Application privileges through the UConn
Health User Access Request system at http://uar.uchc.edu. If you are not a PI, your Pl will need to
complete the User Access Request for your user account to ask that you have these privileges.

3. On the Select Form Grid, click on the Initial Animal Care and Use Form. The protocol form will be

created.
r N
Select Form Q, Quick Finder @
MName Description Type
Animal protocol new form v.2013 Initial animal care and use form Original
MCh- Multiple Chemical Safety Pn Original
SP- Single Biological Hazard Use  Form for Safety protocol for a single biological .. Original
SP- Single Chemical Hazard Use  Hazard protocol for a single chemical hazard Original
I; @ Cancel |
4 v
L 44

4. Complete the protocol form. It is important to understand some of the functions you will have with this
program to write your protocol in an efficient manner.
a. You can get to questions either by the outline or the protocol form itself.

TOPAZ | Elements is maintained by the Office of the Vice President for Research at UConn Health. For technical issues,
please email eRA-support@uconn.edu, call 860-486-7944, or visit http://research.uchc.edu/research-it/topaz/.
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b. You can see that a reference number will automatically generate. You cannot change the
reference number and it will always be associated with this protocol. In fact, once the protocol
is approved, the reference number with an added suffix will be the protocol number.

c. You will notice some questions have red asterisk stars this means that these questions MUST
be answered in order for you to ultimately submit your protocol. You can also see what
guestions these are in the outline section by clicking on the same symbol.

TIP: In order to save your protocol, three fields MUST be completed: 1) the reference number
(b), 2) atitle (d), and 3) the Pl name (not shown). You will not be able to save your document
unless these three fields are completed.

- Protocols & W

g Animal Protocols

Outline - @ G e gy Animal pratocol new form v20130101 > 2 g
o) id [ | ] R EsEsswsee e

711 Administration e 18 ' '

sence of Experimental Frotedures PLEASE NOTE BEFORE YOU BEGIN: 9

aale Subjects 1If you are creating an anvendment,/ modification 1o an approved protocol, scroll down to the Modification/Anwendment Section near the bottom of this form and complete that section (use
the cutling at the It for greatest aase. Follow all instructions ac Faquests for meditications sequirs changes the protocel document,

m Locations
5 Recombinant/Syethelic Kudeie Acd Aeauirement.| | | PLFAST NOTE: YOU CANNOT MAKE MODIFICATIONS TO YOUR PROTOCOL DN AN ANKUAL REVIEW EXCEPT FDR PERSONNEL CHANGES AND RODM CHANGES. IF YOU MAKE CHANGES TO
sl e srten ince ot YOI PROTOCOL ON AN ANNUAL REVIEW, 1T WILL BE RETURNED T0 YOU,
137 Protocel Checklist ) ) )
B you are creating a new, original protocol, please dizregand these instructions.

[8 Minimizing Pain and Distress

= PLEASE NOTE: ORIGINAL SUBMISSIONS MUST 8E PERFORMED BY THE PL IF A PL DOES NUT SUBMIT AN ORIGINAL PROTOCOL, 1T WILL BE RETURNED AND NOT REVIEWED,
19 Dispusition of Animals at the End of the Study

10 Hazards and Compliance

G111 Principal Imvestigator Assurances 5 Title c_ wle
1317 Office Use OHLY ~{ Enter the title of your pratoced, The title should be descrintive of the work being proposed.
Protocol Renewal Information "o

Selact ana of the follawing:

Reference Number w
Automated tracking numbaer - automatically generated. Do not changs of add any Information.

b - wun

Protocol Number w

Assioned by 1ACUC office upon anproval, Do nok change or-add any Information.

Section 10f12 | NEXT j | e

5. Start filling out the protocol form. Refer to the supporting document if you have questions on each

protocol section.

TIP: Even though the protocol will allow you to submit it for review if you have answered only
the mandatory questions, please realize that all questions must eventually be answered. The
more complete you are in filling out the application, the quicker it will be to get your protocol
reviewed and approved.

There are sections that will require an e-signature by the PI. These sections MUST be completed by
the PI prior to submission. In addition, the submission MUST be performed by the PI. If either e-
signatures or submission are performed by anyone other than the PI, IT WILL BE RETURNED. These
sections are clearly labeled in the document. When you answer these questions, a dialogue box will
generate.
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Click Sign Via Shibboleth button.

Enter your UConn Health domain account username.
Enter your UConn Health domain account password.
Click Login button

After successful login, you will be returned to the protocol.
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E-Signature Information

Current User

Current Date/Time [3/27/2016 11:09:49 AM U B D N N H E A LT H
Item Name Principal Investigator Assurances > Assurance

Statements

Please login with your UConn Health network
E-Signature Event | apimal Protocol Question Answered username password.

Description Log in to Unspecified Service Provider

b Username [

C Password [

:

s Sign Via Shibboleth @ Cancel
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7. Once you are sure the protocol is ready to be submitted, click the Submit button. The Set Status

dialog box appears

:=~ Animal Protocols ) Iain  Protocols
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(reate Original Protocol e &

Compare Presubmit  Submit Sianoff  Reports

8. On the Set Status dialog box, click Submitted and then Set Status i\button .

9. An e-Signature dialog appears, please

a. Click Sign Via Shibboleth button.
Enter your UConn Health domain account username.
Enter your UConn Health domain account password.
Click Login button.
After successful login, you will be returned to the protocol.
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E-Signature Information

Current User

Current Date/Time 3/22/2016 11:09:49 AM U c U N N H E H LT H
Item Name Principal Investigator Assurances —-> Assurance

Statements

Please login with your UConn Health network
E-Signature Event | apimal Protocol Question Answered username password.

Description Log in to Unzpedfied Service Provider

b Usernames [

(@ Fassword [

:

| Sign Via Shibboleth @ Cancel

10. Your protocol has been submitted. To confirm that your protocol was submitted using the Product
Selector go to My Dashboard > My Protocols. Look for the protocol you just submitted. The Protocol
Status should report “Submitted”. If it doesn’t, then something went wrong. Simply go back into the
protocol by clicking on it and re-submit by repeating steps 7-9 above.

o ~ L7
i~ MyDashboard 781 My Dashboard P &
sy Add Dashboards My Protocols | (@ - b kS Mot Set... -
My Protocols ] |ation Principal Inve | Protocol Type | T | Submission D Medified Date Assigned Rev | Status Date Protocol Status Product Fami
L | Original ab 2/23/2016 2/23/2016 2:34 PM 2/23/2016 Submitted Animal Studies
My Orders
Deliveries

Receipts/Weanings

My Bills Al 4
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