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IACUC FORM (Version 2.00) 
 
Creating a New IACUC 
 
The IACUC form must be completed once you have entered in the project/proposal for animals. 
This form will generate Appendices based on what information is entered. 
There are a total of 9 appendices. 
 

1. Click on IACUC located under New Proposal Form on the menu. (NOTE: 
This option will only appear once you have generated a project/proposal with animals 
involved.) 
 

 
 
 

2. The IACUC menu will appear on the right. Click on Create New Protocol 
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3. Select your species from the drop down menu and click on Save Species 
Information 

 

4. This IACUC message will appear. 

 

 
 

 
5. Click on IACUC Form and the link will automatically load. 
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4. The IACUC/ACORP form will now appear. Click on any of the categories and 
complete each field as needed. Click Save after completing each section. 
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Lu Number: 100811; Species: Calves 

 
Primary Investigator: Tu, John 

 
Title: new 

 
Funding Agency: 3M Foundation 

 
 
 

Based on the information in the ACORP form you may need to complete the following 
appendices. 

 
Appendix 1 

 
Appendix 2 

 
Appendix 3 

 
Appendix 4 

 
Appendix 5 

 
Appendix 6 

 
Appendix 7 

 
Appendix 8 

Appendix 9  
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Selecting an existing IACUC form 
 
1. Click on IACUC for the LU #. This is located under Proposal Activity, New Routing Form, 

and then the LU#. 

 
 

2. Click on the Select Existing Protocol 
 

 
 

3. Click on the Species from the drop down menu. (If you need a new species, then you need 
to click on Create New Protocol from the IACUC menu.) 
 

 
 

4. Choose ACORP from the drop down box. The form will now appear. 
 

 
 



 

  47 

 

 
 

5. Appendices will appear, however they are not available until you complete fields on the 
IACUC form. 
 

6. To complete the appendices, choose the appropriate Appendix from the dropdown box. The 
form will now appear. 
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Duplicating Existing IACUC Protocols 
 
1. Click on IACUC for the LU #. This is located under Proposal Activity, New Routing Form, 

and then the LU#. 
 

 
 
 
2. Click on the Select Existing Protocol 
 

 
 

3. Click on the Species from the drop down menu. Choose the species that hasbeen submitted or 
approved to duplicate the protocol. 

 

 
 

4. A new button appears to duplicate the protocol. 
 

 
 

5. After the Duplicate Current Protocol has been chosen new options appear: 
 

 
 
6. Enter the information needed. The drop down box lists all the species. Then click Next. 
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7. There is the availability of duplicating a current protocol to different LU numbers and to other 
investigators as long as the LU number is provided to you. 

8. A verification screen appears. 
9. This screen notifies the user of what is going to be duplicated. Once Yes, I am sure is chosen, 

the protocol is duplicated. 
 

 
 
10. The IACUC has been duplicated and is ready to be edited and resubmitted to theIACUC 

Committee. 
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IACUC Amendment Process for the End User 
Instituted as of 7/2012 

 
1. Log into the Loyola Information Portal. 

 

 
 

2. Choose Research Channel 
 

 
 

3. Choose Select LU Number 
 

 
 

4. Choose the appropriate LU number under either Approved Projects or Projects in 
Progress that has the IACUC needing an amendment 
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5. On the left hand menu choose the IACUC option 
 

 
 
 

6. The IACUC options will appear. Choose Select Existing and then Under Select Species 
Choose the APPROVED ACORP that you wish to add an amendment to. 

 

 
 

NOTE: The original ACORP will show your species as Calves (1.00). When this 
ACORP has been amended the species will show as Calves (1.01). This number will 
increase when there are new amendments created for this same ACORP (1.01, 1.02 
etc.) 
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7. If the ACORP is approved these are the options that will appear. To make an amendment 
to the current protocol chooses Amend Current. This will duplicate yourcurrent protocol 
and give the ability to edit any information needed. 

 
 

8. You will be asked if you are sure that you want to amend this application. 
 

 
 

9. This is the new menu will appear. You are now able to work on the amendment. Just 
choose the IACUC form that you wish to edit. 

 

 
 

10. After editing all of the necessary information you will not be able to submit the 
amendment until you have completed the Amendment Justification. 
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11. The Amendment Justification has a few sections that need to be completed: 
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You will need to enter in your recent literature searches and terms used. 
 

12. Once all of the above information is entered and the Save Information button is chosen 
you will then be able to submit the amendment. Please remember that in order for the 
reviewers to be able to review your amendment you will need to submit the 
application. Once the amendment is submitted edits cannot be made. 
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IACUC and Amendment Discussion Process 
 

1. The review process is exactly the same as for an original ACORP submission. The 
discussion piece has changed. Once you click on Discussion you will have to choose your 
Discussion Type (ACORP, Amendment, and soon Annual Review) 
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Enter in your point-by-point response in the text box. If it is going to be a large document, 
type the information into a word file and then cut and paste into this section and then click 
submit comment. 


