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How to create an IACUC protocol 

 
1. LOG IN: Go to https://www.umb.edu/orsp/kuali_research and log in using your   
             NetID and Password. 

 
2. Select Switch Apps on the lower left margin (the icon has 9 dots). 
 

 
 
3. Click Protocols  

 
 
4. Click + New Protocol in the upper right of screen. Then select IACUC. 
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5. Sections: 
 

 
 
6. Type in your name in the Principal Investigator field; your name will populate from a 

drop-down list. Select your department in the Lead Unit field. Type in your protocol 
title, then click Next in the upper right-hand corner. 
 

7. You will then be asked your application, protocol type, and funding. 
 

 
 

8. The screen you see next will look like this: 
 
The Animal Welfare Act and the PHS Policy requires that personnel are appropriately trained 
in animal care and use matters, and that the professional training is documented. The PI is 
responsible for ensuring that s/he has read and understands the approved protocol, 
completed all applicable CITI trainings, and enrolled in the Occupational Health and Safety 
Program.  
 
List all personnel who will work with live vertebrate animals as part of this protocol below. 
Include PIs, Co-Is, Post-Docs, Students, lab technicians, etc. Select either Full Access or Read 
Only Access for each individual. Note: Full Access provides editing abilities to this protocol. 
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You will already be listed in the People section because you are the PI, however, you 
must click the Pencil icon to add information and answer additional questions about 
yourself. If you forget to do this, it will not let you submit your protocol.  Here is what it 
looks like when you click the Pencil: 
 

Special Considerations 
Note: 'progressive disclosure' is used throughout this form which means by answering the 
questions displayed, required sections of the form will populate for completion. 
 
Check all that apply: 
9. Special Considerations: Note ‘progressive disclosure’ is used throughout this form 

which means by answering the questions displayed, required sections of the form will 
populate for completion. 
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10. Project Summary  
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11. Species  
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12. Housing and Husbandry  
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13. Substance Administration  

 
 
 
 
 
 
 
 
 



 
 

8 

14. Hazardous Agents  

 

 
 
 
  
15. Attachments  
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16. Guidelines  

 
 

17. Certification: The Care and Use of Laboratory Animals 

 
 
 
 
18. Once you feel you have completed the protocol, click Submit in the upper right-hand 

corner of the page. 
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19. If you have not completed areas of the form which are required, you will get something 
that looks similar to this: 

 
 
 
Scroll through the form to find the fields that need further completion.  
 
For example you may see that species has a red!  next to it.  Click the Pencil icon to open the box 
to see what is missing. 
 

 
 
 
20. Complete the missing information. 
 
21. Click Submit 

 
22. Once your protocol has been submitted you will receive an email that it was submitted. 

The top of your form will look similar to this: 
 

 


