Principal Investigators — My Research — Animal Protocols (MRAP) Tip Sheet
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System Requirements

Browsers

MRAP is compatible with Internet Explorer, Firefox, Chrome and Safari. Microsoft Edge and mobile
devices are not supported at this time.

Pop-ups must be enabled.
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Landing Page
The My Research — Animal Protocols (MRAP) system is an extension of the My Research — Applications
system. MRA, MROL and now MRAP may all be accessed from the same landing page —

https://easi.its.utoronto.ca/administrative-web-services/my-research-mr/ (bookmark for future reference)

Help | System Availability | EASI | U of T Hom

UNIVERSITY OF Enterprise Applications & Solutions Integration

&:?‘; TO RONTO Administrative Web Services

My Research (MR)

The My Research system is the web-enabled gateway for Investigators, Academic Administrators and Staff for About
research related administrative activities at the University of Toronto.

VP Research & Innovation

System availability: 7:00 AM to 1:00 AM next day.

HELP DESK
Bookmark this page using Ctrl + D (Windows) or 3 command + D (Mac) Mon - Fri 9:00 AM - 5:00 PM
B 416.946.5000 | RAISE@utoronto.ca

This service utilizes your UTORid credentials
User Guide (PDF)

Training Schedule

Login to MR Supported Browsers

@ University of Toronto
www_utoronto ca | Contacts
University of Toronto, 27 King's College Circle, Toronto, Ontario, Canada M5S 1A1

When you click the “Login to MR” button on the landing page you will be taken to a login page

Logon
Enter your UTORid username & password

[ UNIVERSITY OF

® TORONTO

My Research Login
Protect Your Account

UTORid
- | Steps you can take to protect your account: Howto Log Out

Password O Before you begin, make sure this page (URL) starts
‘ | hitps:/fidpz_utorauth_utoronto.ca/.

Finding Help

Q ‘When using a public computer, close all windows and exit

the browser.

Q Keep your password a secret at all times
Tip: U of T will never ask for your password or other personal information
by e-mail.

Site Feedback | Accessibility =~ @ University of Toronto

(Do NOT bookmark the login page — it will only function when you have been passed from the landing
page.)
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Logout

In order to protect your data from unauthorized intrusion be sure to click the
“Log off” button when you are finished working on the system. Closing the
browser is not sufficient. The Log off button only appears on the main page and
not on pop-ups.

As an additional security measure, your session will automatically be
terminated 4 hours after you initially log in. Unsaved data will be lost.

Administrative Web Services Welcome Page

With the addition of new services such as ESS, (and more to come), to the Administrative Web Services
portal, it was necessary to introduce a new welcome page and an additional level of navigation. There
are now three levels of navigation. The top level allows you to move from the Welcome Page to
different systems, currently My Research and My HR & Equity, and the Inbox.

Hint: You don’t need to answer the security questions under the HR & Equity tab to access either the
Inbox or the My Research system.

The Inbox is where you will find protocol documents! which have been returned to you for revision or
Post Approval Review documents? that have been sent to you for completion or revision. (Protocol
documents which have been created but not submitted to the LACC will not be in the Inbox — see
Submitted vs. Unsubmitted for instructions on how to access these documents)

S ToronTo | Administrative Web Services 3 Logan

‘Welcome: Test Userid 02 - RIS Systems

To protect the security of your data, this application will automatically terminate in 03:59:25. Unsaved work will be lost.

U nboc My HR&Equiy My Ressarch o

Landing Page

Welcome to the Administrative Web Services portal

Planned Downtimes

To access individual services please select the relevant application from the

tabs above. ESS & MROL
January 19. 6:00PM to January 20, 7:00AM for Payrall
Need Help? Please see Help Desk Info January 21, 6:00PM to January 22, 7:00AM for Payroll
January 22, 6:00PM to January 23, T:00AM for Payraoll
MRA & MRAP

No planned downtimes for the week.

Chrome users, please be advised that your browser zoom level must be set to 100%.

Microsoft Edge users, preliminary testing has revealed compatibility issues with this browser. Edge is not being supported at this time..

1. Countdown timer
2. Top level navigation
3. Log off button

1 Protocol documents consist of Original applications, Amendments, Renewals and Protocol Completion Reports
2 post Approval Review documents consist of the Pre-Visit Questionnaires and Final Reports
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Submit a Protocol Document

PI’s List of Protocols

ONTO \ Administrative Web Services Logon

Welcome: Test Userid 02 - RIS Systems
To protect the security of your data, this application will autematically terminate in 03:33:51. Unsaved work will be lost
3

Welcome Inbox

My HR & Equity
Research Applications My Research On-ine  [INTDLRUtrlY °

~ Animal PI
My Animal Proficols Protocol Search for P - Submitted (34) Protocol Search for Pl - Unsubmitted (27)
&y Animals

Define New Querg Personaize
k, Designate View: | [Standard View] [~]| & open Foider view [ Greate New Protocel [} Greate Amendment [ Create Renewal [) Create PCR [T]Copy | Export 4 | % Refresh ° 6

Commities Meetings (PI)

Full Screen

Prolocol# Renew#  Protocol Tille Pl Name Animal Species  Committee Expiry Date  Category of Invasiveness
20011443 Monkey Rats Faculies of Medicine and Pharmacy LACC A- Experiments on most invertebrates or on ive isolates

Sample Protocol for FAQs em e Mice Faculies of Medicine and Pharmacy LACC ~ 2017.01.21 A - Experiments on most invertebrates or on lve isolates

20011441 Copy protocol 20011432 by SO v2 Rats Facullies of Medicine and Pharmacy LACC | 2017.01.18 | B- Experiments which cause fitle or no discomfort or stress
20011440 test duplicate SOPs Rats Faculies of Medicine and Pharmacy LACC A- Experiments on most invertebrates or on lve isolates
20011439 doubling??? Rats Faculies of Medicine and Pharmacy LACC  2017.01.18 | A- Experiments on mest invertebrates or on lve isolates
20011438 test sessle issue - revised - revise2 Rats Facullies of ledicine and Pharmacy LACC  2017.01.18 | A- Experiments on most invertebrates or on fve isolates
20011437 test vithdrawal bution on amendment interim i Mice Facullies of Medicine and Pharmacy LACC  2017.01.14 | B- Experiments which cause litlle or no discomfort or stress
20011435 test deletion program - delete only second amendme - 1oy seu = Wice Facullies of Medicine and Pharmacy LACC  2017.01.13 | B- Experiments which cause litle or no discomfort or stress
20011434 Sueta Test can protocol be withdrawn whie waiting for ORE approval? Rats Faculies of Medicine and Pharmacy LACC B - Experiments vhich cause ltle or no discomfort or stress
20011433 Sveta Test can protocol be withdravn whie wiaiting for chair to approve? Rats Faculies of Medicine and Pharmacy LACC B - Experiments which cause litle or no discomfort or stress [

Last Refresh 21.01.2016 11:44:56 EST Refresh[E

Profocol# 20011442 Expiy Date: 21.01.2017
Protocol Title: Sample Protocel for FAQs Approved Date: 21.012016 °
Protocol Type; Regular PCR Status; N/A

Principal Investigator: J

Committee: Faculties of Medicine and Pharmacy LACC
Types of Funding: _|Extemal _ Intemal Category of Invasiveness: A - Experiments on most invertebrates or on ive isolates

nimal Species; Mice Facity: Div of Comp Med / Medical Sciences Bidg

Select My Research from top level navigation bar

Select Animal Protocols from second level navigation bar

Select My Animal Protocols from third level navigation (you may have to open the Animal PI tray)
Protocol list - two tabs

e Protocol Search for Pl — Submitted (x)

e Protocol Search for Pl — Unsubmitted (x)

Action buttons

Results filter

Selection button

Protocol header information

1.
2.
3.
4.

O N U

Create New Original Applications
To create a new protocol click through the following path:
My Research << Animal Protocols << My Animal Protocols << action button Create New Protocol.

This will launch a pop-up with the user interface for the protocol application form. Before proceeding
you will be asked to select the type of protocol you are submitting. Most submissions will be University
of Toronto protocols — the first option.

If your animal research is taking place solely at one of the affiliated institutions listed, but your funding is
administered by the University, choose the second option. If the second option is selected you will be
asked to fill in a very short cover sheet which identifies the funding administered by the University and
to attach a copy of the approval letter from the affiliated institution.
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University of Toronto Animal Protocol Form

The protocol form is broken into ten primary sections and a number of sub-sections. Not all sub-
sections will be activated depending upon your answers to questions in the main screens.

Navigating from one page to the next will save the contents entered on the page.
Fields marked with a red asterisk (*) are mandatory.

Hint: When selecting a response from a long list of items, use the filter by typing a partial Description
and pressing enter to get a shorter list of values.

Extended Value Selector =1 E3
Value Description %
I AL 1.5.1 Dispensing Controlled Substances (DCM)

BAA 1.11.0 Applic ation process for use of controlled substances in animal study
CAL 1.12.5 Procedure room reservation and entry in the BSF (BSF)
EAL 3.2.2 BioSafety Cabinet (BSC) & Wirex 5 for Use in non-sterile mice (Dent)
ZAS 3.2.3 Preparation of Biclogical Safety Cabinets (UTM)
FAL 3.6.1 Containment Level 2 precedures for guinea pigs (DCM)

i GAA 3.7.1 Safe handling of rodents exposed to BrdU (DCM)
HAL 3.7.3 Safe handling of redents exposed to Brdl (LUTM)

] 144 3.8.1 Containment Level 2 procedures for redents (DCM)
JAR 3.10.1 Safe handling of chemical hazards (DCM) |E|
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Help in completing the contents of the form

The “Protocol Form Instructions” on the sidebar opens a help page on the Vice President Research and
Innovation website that provides information on the entire form. The “Page Help” will take you directly
to that section of the larger help document which is relevant to the current page. In addition, examples
and explanations are embedded within many of the questions, either through the use of a standard text
hyperlink, (blue underline) or the “?” icon.

1 - Identification 2. Fuﬂdiﬂg
=» 2- Funding
3-3Rs
[« Previous || Next D Save  |[ Elsendtopsst |[ T Dekete
4 - History of Protecols
5 - Project Page Help
- Animals as been successfully create
6 - Animal UUUUU-‘DEH b fully ted
Drugs & Hazardous Agents Identify existing and applied for funding to whi es.

8 - Endpoints & Final Disposition

8- Handlers & Emergency Contacts U of T-Administered External FundingiApplications: * ' Y&s  ('Ne

10 - Undertaking

Add External
Application/Fund No.  Agencies Status Peer Reviewed
AP #: MNiA
AP Status: New m Mo external funds.
APR # 00000436
APR Status:  Saved by Pl CYes (O No
Bl Name: Dr Al Salahpour Internal Funding/Applications and Non-U of T Administered Funds:
Protocol Title: Add Internal
Content Help Source Status Peer Reviewed

3 Notes (0) [5] Mo internal funds
Status History 4
Change History
Generate PDF | 4 Previous \ | Next ] | \ Save | | ﬁ Send to Asst \ | ﬁ Delete |
Protocol Form Instructions

Submission and Error Messages

To submit the application you must confirm your acceptance of the terms of the Undertaking. When
you subsequently click submit on the Undertaking page, the system will perform a validation check for
completion of all mandatory fields. In the event that validation fails, the document will not submit and
the sections with errors will be flagged with a red exclamation point “!” in the side menu. When you
navigate to the marked page a detailed error message will be displayed.

1- Identfication 3 -3Rs
2 - Funding

+ @ 3-3ms A Previous || Next ¥ [_[Esave |[EiSendtossst | [ ffj Delete |
4 - History of Protocols Page Help

;ne‘AP has I::e? sluccessfulr/ saved. Deta ”ed error message(s)
eplacement detail missing
D Reduction detail missing / on page

1) Refinement detail missing

Consideration of the 3R (repi redction, refinement) is important when proposing to use animals. Please indicate how each of the 3Rs has been considersd in your proposed study
Please consult the CCAC's 3Rs Wicrosite for more information. Al fieids must be filed out as required by CCAC

AP WA Replacement (replacing the use of animals with non-animal alternatives or replacing higher order animals with lower order animals): *
AP Status: WA
APR#: 00001218

APR Status: Saved by Pl
5 Notes (0}

Status History
Change History

Generate PDF
ReductioNgtrategies that wil result in fewer animals being used to obtain sufficient data to answer the research question). An example of a reduction strategy is a power analysis performed
Prolocol Form Instructions to arrive at inimum number of animals required per group: *

Marker identifying section
with errors
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Submitted vs. Unsubmitted Documents
MRAP handles the protocol process by splitting it into two parts using the submission for review as the
dividing line:

1. The development of the protocol document; and,

2. The review, and if required, revision process.

The first part of this process, the development process, utilizes the Protocol Search for Pl -
Unsubmitted (x) tab.o Development of a protocol is time intensive, so MRAP allows users creating
a new protocol, (or amendment, or renewal or completion report) to save a document and return to it
at a later date. At this stage you may also forward a document to a Pl Assistant (PIA) for action.
Conversely a PIA may create a protocol document and forward it to the PI.

These saved, but not yet submitted documents, and any back and forth between a Pl and PIA make use
of the Unsubmitted tab. In order to access the document so that you can continue working on it, you
must access the document through the Unsubmitted tab.

NB: If you forward an unsubmitted document to your PIA, your PIA must return the document to you in
order for you to submit the document for review.

) \ Administrative Web Services Log o

Weicome: Test Userid 02 - RIS Systems

To protect the security of your data, this application will automatically terminate in 03:58:45. Unilved work will be lost.
Welcome Inbosx My HR & Equity m

Research Applications LT LGy

Full Screen
w Animal Pl

My Animal Prolocals Protocol Search for Pl - Submitted (41) Protocol Search for P1 - Unsubmitled (34)
Ml Define New Query Personalize
B View: [[Standard View] | ]| & Open Folder View [ Create New Protocol [ ] Create Amendment [ ] Creale Renewal [ ] Create PCR [ Copy | Export 4 | % Refresh 7

e Profocol# Renew# Protocol Tite Pl Hame Animal Species  Committee Expiry Date  Category of Invasiveness -

20011450 asda Rats Faculies of Medicine and Pharmacy LACC A - Experiments on most invertebrates or on live isclates
20011449 Test Count = Rats Faculies of Medicine and Pharmacy LACC | 2017.01.22 | A- Experiments on most inverlebrates or on ive isclates
20011448 Test - Mice Bioscience LACC B - Experiments which cause litle or no discomfort or stress
20011447 Test Zebrafish Faculis of Medicine and Pharmacy LACC B - Experiments which cause litle or no discomfort or stress
20011445 Sample Protocol for FAQs Mice Faculies of Medicine and Pharmacy LACC 4 - Experiments on most invertebrates or on live isclates
20011445 | 1 Monkey? Rats Faculies of Medicine and Pharmacy LACC | 2016.01.22 | A - Experiments on most inverlebrates or on ive isclates
20011444 Test-h = Mice Facukies of Medicine and Pharmacy LACC B - Experiments which cause litle or no discomfort or stress
20011443 Monkey - Rats Faculis of Medicine and Pharmacy LACC A - Experiments on most invertebrates or on live isolates
20011442 Sample Protocol for FAQs Mice Facuies of Medicine and Pharmacy LACG | 2017.01.21 | A - Experiments on mest invertebrates of on fve isclates
20011441 Copy prolocol 20011432 by 50 v2 Rats Faculis of Medicine and Pharmacy LACC | 2017.01.18 B - Experiments which cause litle or no discomfort or stress [+

Last Refresh 25.01.2016 10:03:14 EST RefreshE]

Once a document has been submitted for review it may be accessed by the Submitted°tab which
links to the Folder View (details below).

NB: If a document has been returned to you from an Animal Care Committee for revision prior to
approval, you must access the document via the Inbox. If

The (x) in the tab marker equals the number of documents contained under the tab.
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Create Amendments

Protacol Search for Pl - Submitted (149) } Protocol Search for Pl - Unsubmitted (103) Create Amendment
View: |[Standard View] «|| &y Open Folder View [ Create New Protocof [ Create Amendment )Y Cieste Renewal [ Create PCR | Exports | % Refresh
Protocol# | Renew # Protocol Title Pl Name Animal Species | Committee Expiry Date | Category of Invas
l:‘ 20010971 Motific ation fest #2 DrdJ David Hulchanski = Rats Fac of Med & Pharm ACC B - Experiments w
l:‘ 20010970 Motificatin of Review #1 DrJ David Hulchanski = Rats Fac of Med & Pharm ACC B - Experiments w
|:| 20010969 Student PIA test 2 - second test - straight forward send to PIA before submission - interim review and return to PI4 = DrJ David Hulchanski | Rats Fac of Med & Pharm ACC | 2016.01.06 | A - Experiments o

0010968 Staff PIA create test - PIA revision test JIRA 462 DrJ David Hulchanski | Rats Fac of Med & Pharry BN Experiments v
010965 Eirefox fry DrdJ David Hulchanski  Rats Fac of Med & Phakpn ACC  2016.01.16 B - fxperiments w
LastF
t 16.01.2016

Select button [ v

Protocol # 20010965

Protocol Title: Firefox try

Protocol Type: Regular MNiA EX ir Date
Principal Investigator: DT Committee: Fac of Med & Pharm ACC p y
S OETTT EE e T Category of Invasiveness: B - Experiments which cause lttie or no discomfort or stress

Animal Species: Rats Facility: Dept Comp Med

Amendments utilize the same user interface as the Original Protocol submission process. Select the
protocol for which you would like to submit an amendment by clicking on the selection button on the
left hand side of the list of your submitted protocols. Then click on the Create Amendment button.
Only approved protocols may be amended (hint - the protocol will have an expiry date). If you have
started an amendment for a protocol but have not submitted it, the Create Amendment button will not
be activated when you select the protocol. The unsubmitted amendment to the protocol will be found
under the “Unsubmitted” tab.
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1 - Identification

| Mext v Save | [ EE Send to Asst. |

Page Help

Pl Name: Or

Personnel #: (

RankiPosition: Professor

Email Address: BLUEFORMUOQFT@GMAIL.COM
Business Telephone: 416-978-

Laboratory Telephone: * | 555-555-5555 |
Emergency Telephone: * |555-555-5555 |
Campus Mailing Address: * |test test

Indicate if this is a minor or major amendment: g}

[] Minor [] Major

Mincr amendments are uncomplicated changes te the protdael that do not affect animal use or welfare.
Major amendments are changes to the pretecel that may affecthgnimal use or welfare, but do not increase the catedqry of invasiveness.

Click the ? for full description and examples.

Justification for proposed Amendment(s) Detailed Minor/Major
List the section(s) which you propese to amend and enter explanation repesed amendment(s) in the sp

Flags

Revise the relevant sections as required.

Amendment Justification

On the first screen of an amendment you will be asked to indicate if this is a minor or a major
Amendment. A brief description of the characteristics of a minor and major amendments is provided on
screen and a more detailed description with examples can be displayed by clicking on the “?” icon.

You will also be asked to provide a brief justification for the proposed amendment and to indicate which
sections of the protocol you wish to amend. The relevant sections of the protocol should then be
amended. FYl—some sections of the protocol may not be amended, e.g. the species cannot be changed
via an amendment.

Create Renewals

Select the protocol for which you would like to submit a renewal by clicking on the selection button on
the left hand side of the list of your submitted protocols. Then click on the Create Renewal button. Only
approved protocols may be renewed (hint - the protocol will have an expiry date). If you have started a
renewal for a protocol but have not submitted it, the Create Renewal button will not be activated when
you select the protocol. The unsubmitted renewal to the protocol will be found under the
“Unsubmitted” tab.

Renewals utilize the same interface as the original protocol and are built on the currently approved
version of the protocol, e.g. if you submitted an original protocol and subsequently amended the
protocol the renewal would be based on the amended version of the complete protocol. As a result
most fields will already be populated. The 3Rs section of the protocol and the History of Protocols,

May 10, 2016 Page 9 of 22



where you outline the progress in the most recent year, will require completion before the renewal can
be submitted.

Protocols may be renewed on an annual basis, to a maximum of three renewals.

Responding to Requests for Revisions

When a document is returned for revision prior to approval you will receive an email notification. To
revise the document log in to MR and go to the Inbox.

\ Administrative Web Services Logoff

Welcome: Test Userid 02 - RIS Systems

To protect the security of your data, this application will automatically terminate in 03:48:08. Unsaved work will be lost.
Welcome My HR & Equity My Research
Full Screen
Animal Protocols (4) RIS Applic aticns
show [A1___ [~] “V¥E
Mumber = Task Doc Type Subject From Due Date Sent Date Status
20011440 Original test duplicate SOPs T B Jan 18, 2016 In Progress
20011422 Revise Original raisemrap-808 clear approval date for new version =n Dec 11,2015  In Progress
20011416 Revise Amendment test email notification - revision of O.SM dasfda [y MNov 30,2015 In Progress
dfdasgdaf dafdf
00000205 Resp Pre-vist Questi aire PAR: 00000205 - PVQ Pl Review ORE Jan 27, 2016 In Progress

Click on the title of the document to be revised.

There are two ways in which comments may be viewed. You may view all the comments by selecting
Reviewer Comments on the side menu.

Protocol 20011451 - test funding - Ready for Revision

Actios  Close
Task Application ElE
Alianis o 11 - Reviewer Comments
2 - Funding
3-3Rs
:
4 - History of Protocols
5 - Project
& - Animals Tray Icon
7 - Drugs & Hazardous Agents | | I, Expand Al ” BT Collapse Al |
8- ints & Final Disposifi I T
9 - Handlers & Emergency Contacts 1 - Identification

=t
= 11 - Reviewer Comments |

2 - Funding
AP # 20011451
AP Status: Pending approval 3-3Rs
APR # 00000447
APR Status:  Revision Mew Version Initial
Pl Name: 4 - History of Protocols
Protocol Title: test funding

5 - Project
<3 Notes (0) 4
Status History
Change History 6 - Animals

Generate PDF
T - Drugs & Hazardous Agents
Erotocel Form Instructions

8 - Endpoints & Final Disp

p

“indicates a mandatory field

@@@@@@@@E

9 - Handlers & Emergency Contacts
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Once you have accessed this screen you may Expand All to view any comments on all the sections or
click on the tray icon to open comments on an individual section.

You may also view the comments as you move through the sections of the protocol. Clicking on Review
Comments in a section of the protocol will generate a pop-up with the LACC's comments.

Comments

‘Committee Comments:
Version: 0001

ype: Interim
Date: 2016.02.01
Revigwer

Please provide additional detail on the 3 Rs

You may forward the Revision task to your PIA(s) but your PIA must return the document to you for re-
submission to the LACC.

Putting Back a Document in the Inbox

When a document is returned from an LACC for revision, the task will appear in the Inbox. If you then
forward the task to your Pl Assistant it goes to the PIA’s Inbox. If you have multiple PlAs it will appear in
all the PIAs’ Inboxes until one of them opens the task. Once opened by one PIA it is owned by that PIA
and it will disappear from all the other PIAs’ Inboxes.

If the wrong PIA has claimed the document, he/she must Put Back the document in order for another
PIA to claim the document.

S [ Wt 3] [ ZE@ [ EiSendiofsst |[ [FWiireu |
4- History of Protocols
5_ Proiect Page Help
& - Animals
T - Drugs & Hazardous nis Pl Name: o em——
8- Endpoints & Final Disposiion RankiPosition: Assoc Professor
- Handlers & Ermergoney G ontacts Email Address: BLUEFORMUOFT@GMAIL COM
10 - Undertaking Business Telephone: 416-978- il
11 - Revigwer Comments 0 T [222-222.2222 |
T [333-333.3333 |
AP 20011440 Campus Mailing Add |afaar
AP Status:  Pending approval
APR#: 00000417
APR Status:  Revision Saved by PI Pratocol Title: lest dupcate SOPs
PiName: [l
Protocol Title: test dupicate SOPs
[ Next ] [ PEdt |[E¥SendtoAsst |[ [T Withdraw | B
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To Put Back a document click on Actions in the upper right of the screen and then click Put Back.

Create Protocol Completion Report

The Protocol Completion Report (PCR) is required when animal research using the protocol has been
completed. The PCR should be completed at the point animal work conducted under a protocol has
been completed. For ongoing research, a PCR on the protocol will be required after 4 years, (Original,
Renewal 1, Renewal 2, Renewal 3). A continuation of work beyond four years will require the creation
of a new protocol. The PCR is built on the History of Protocols questions. In addition to the questions
found in the History section, you will be asked to briefly outline the research progress made over the
entire length of the protocol.

Additional Common Functionality
In addition to the functionality described above, the

- 1 - identification Original, Amendment and Renewal user interfaces
2 - Funding share functionality for Notes, Status History, Change
2-3Hs History, Generate PDF, and Protocol Form Instructions.

4 - Hiztory of Protocols

The Protocol Form Instructions link will take you to the
top of the instruction page. The Page Help links
referenced above are anchored to the page specific

7 - Drugs & Hazardous Agents sections of the help document.
2 - Endpoints & Final Disposition

2 - Project

6 - Animals

The Generate PDF link will create a PDF of the current
document which may be saved locally.

9 - Handlers & Emergency Contacts

10 - Undertaking

AP #: 20011045

Notes
AP Status:  Approved

Notes may be created and read by any user who has
APR#E 00000131

access to the protocol, e.g. a PI, a PIA, an LACC
member. There are two types of Notes; system
generated notes and user created notes. System
generated notes are the notifications which are
generated by MRAP when a task has been assigned to a
user. User created notes are, as the title implies, are
Generate POF created by MRAP users.

APR Status: Saved by PI

. Notes (0}
status History
Change History

The number in the bracket is a counter for the number
of user generated notes for the protocol.

Protocol Form Instructions

*indicates a mandatory field To create or view existing notes click on the Notes link
in the side navigation panel. A pop-up window will be
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generated which will allow you to search and view existing notes or create new notes. Click on New
Note to create a new user generated note.

-~ User Created Hotes System Generated Notes

[C} New Note E’ Show Search

I Open Al |[ BT Close Al

Subject Created By Created On
P

@ There are no notes.

A new pop-up window will open to allow you to enter a subject line and the note text. Both fields are
mandatory. You may then simply create the note, (click Create Note), or send a notification to another
user that a note has been created, (click Create & Notify).

Subject: | Note for Demo |
Note Text: Text Body

[
[@ Create Nnte] [ =] Create & Notify ][ 3% Cancel ]

If you choose to notify another user that the note has been created a search box will pop-up. As it is
likely that many of the notes will be directed toward the PI, a feature has been added to allow the user
to simply tick the box to notify the Pl. When you click the Send button the user will get an email
notification that a note has been added to the protocol. To encourage capture of any protocol related
correspondence within the MRAP system, the recipient must login to the My Research system to see the
note contents.

| Notify Applicant (click here to send the note to the Pl)

And/Or notify someone other than the PI

1. Enter recipient name or email address (you can further restrict by role} and click on Search button.

First Name: | |

Last Mame: [ J

Email: [ |
[] StaffiTechnicians [ Externale/Technicians [] Faculty/Professors
[ Undergraduate [ Graduate [[] Post Doctorate

) Search |

2. Select recipient (click on name) in the list below and click on Send button.

5y | Name Department Rank Email
i

@ Please search for a recipient.

[]Send |[ 3% Cancel |
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Status History

The Status History link generates a report in a pop-up window. This report allows users to trace the
history and current state of the protocol review process, e.g. Under Review by Committee. All status are
tracked by date and time. Where a document has been returned for Revision a new version number will
be displayed in the left hand column.

Protocol Status History Report

Document #: | 00000024

View: [[Standard View]  v| | Exports ¥ &
Animal Protocol Record Version | Sequence Number | Animal Protocol Record Type | Submission Type | User RIS Role | MRAP Status Text Date Time
1 1 o} Original AN_PI Initial 20.032015  11:03:08
1 2 o Original AN_PI Saved by PI 20.032015 | 11:03:08
1 3 o Original AN_PI Submitted by PI 20032015 | 11:05:27
1 4 o Original Under Review by ORE 20.03.2015 | 11:05:33
1 5 o] Original Sent to Committee by ORE 20.03.2015 | 11:11:34
1 g (] Original Under Review by Committee 20.03.2015 | 11:11:34
1 T o] Original Approved by Committee 20.03.2015 | 11:38:12
1 8 (] Original Under Review by Committee Chair = 20.03.2015 | 11:38:13
1 9 (4] Original Approved by Committee Chair 30.03.2015 | 11:19:50

[Ed close |

Change History

The Change History generates a report which outlines the changes made between the current version of
the protocol and the previous version of the protocol. If an original protocol application is sent back for
revision, the change report will display the differences between the current version of the protocol and
the previous version of the protocol. Only those sections and fields which have been altered will be
shown. To see the actual changes, open the tray associated with the protocol section which has been
changed by clicking on the Tray Opener/Closer icon. On the left hand side of the screen you will see the
fields from the previous version of the protocol which have been changed and on the right hand side of
the screen you will see the current version of these fields. When a new amendment (or renewal) is
created, the change report will compare the new document with the currently approved version of the
protocol. In the example below a new amendment has been developed. The Tray Names correspond to
the sections of the protocol with the exception of the Change Summary Tray which displays detailed
identification information on the protocol documents being compared.
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Animal Protocol Change Report

APR Humber 131 Show ONLY changed Fields?(=) Yes
APR Version|0001

Change type |Submission

Change Summary

No, show all fields.

Identification =1
Previous Document Current Document
Justification for proposed Amendment(s). Additional animals are required
New students have been added to the team
Handlers & Emergency Contacts =l
Previous Document Current Document
Emergency Contacts : Emergency Contacts :
Mame Department Rank Email Training History Name Department Rank Email Training History
Robert — Externals/Technicians - @utoronto.ca Robert Externalsi/Technicians Rutoronto.ca
W Singh Graduate Students | utoronto.ca
fma Singh Graduate Students. m—— gD utoronto ca

The Folder View provides access to all documents associated with a protocol; any Currently Approved
version of the protocol, the Original application and any Amendments, Renewals, Protocol Completion

Report and Post Approval Review documents.

To access the Folder View click on the Animal Protocols folder to see a list of your protocols, select the
Protocol Search for Pl — Submitted tab and then either click on the relevant Protocol Title or select the

protocol and click the Open Folder View action button.

Title: Biescience facility

Applicant: Dr .

Current Expiry Date: 201M5-10-22
2014-10-22

Original Approval Date:

Protocol 20010898 - Bioscience facility

[ Go" Wiews Currently Approved ][

G View Last Submitted

Currently Approved | Criginals

Currenthy Approved
Document # | Document Type | Valid From | Valid To

00000863 Original 2014-10-22  2015-10-22

Amendments

Renewals Procotol Completion Report

Post Approval Reviews

The

May 10, 2016

“check” mark indicates that there are related documents under the tab.
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Approval Letter
When your protocol is approved you will receive an email notification. Should you require a copy of the
approval letter for your protocol, open the Currently Approved version of the protocol and click on the

Create PDF link in the side bar. The system will generate a PDF of the protocol and append a copy of the
approval letter to the protocol.

Animal Counting
The functionality for counting animals on a protocol by protocol basis has been provided to Pls,

Research Assistants, Pl Assistants and Facility Staff. To avoid erroneous counting, please be sure to
confirm who will assume responsibility for counting the animals on your protocol.

To access the Animal Counting functionality you must be in the Animal Protocols folder. Click on the
Animals label in the Tertiary Menu in the side panel and you will see two sub-labels; PI's Animal Entry
and PI’s Animal Transfer.

Administrative Web Services (1A TEST SITE

To protect the security of your data, this application will automatically terminate in 03:54:36. Unsaved work will be lost.

Welcome  Inbox

Research Applications

v Animal PI
My Animal Protocols
~ Animals
Prs AnmalEntry |
Ce——
¥, Designate

‘Commitiee Megtings (P1)

Wy HR & Equity

My Research On-ine

Animal Protocols I

Approved APs for P (38)
[~ Fide Quick Criteria Maintenance
Protosol Number: O [ |

Log off

Welcome: Test Userid 01 - RIS Systems

Protocol Title: [

Show Approved Protocols Only:

a

[ —
wl me
wl me

Pupose: |

Category of <

Animal species key:

LN =

o [t

Full Sereen

Faciy: O
anmal Countng Date: & [ |
ul

Shawr Protocols with On Hand Animals Only:

o I
oo\

Show Protecols with Remaining Animals Only:
Shour Protocols without PCR Submitted Only

Action Buttons
Viewr: [[Standaro Viev] [ || @p View Animal Counf [Zh Enter Animal Numbers || Export 4 | . Refresh

B protocol  Protocol Title Pl Name Approved Date  Expiry Date  LACC

oo

Animal Details

Faciity Species CountDate #Remaining % On H;

20011493 | JIRA testBob 1 06.05.2016 17.03.2017 | Faculis of Medicine and Pharmacy LACC | Div of Comp Med / Medical Sciences BKg Fals | 05052075 T
20011494 | JIRA fest Bob 2 23.03.2017 | Facullies of Medicine and Pharmacy LACC | Div of Comp Med | Medical Sciences Bklg  Rats 15
0011495 | Table counting test 06.05.2016 18.03.2017 | Faculies of Medicine and Pharmacy LACC | Div of Comp Med / Medical Sciences Bldg | Rats | 06.05.2016 27
Uuomus HERUG Demensiration Protocol #1 LRl 01042016 23.03.2017 Faculies of Medicine and Pharmacy LACC  Div of Gomp Med / Medical Sciences Bidg Rats 600
20011500 23032016 | 23032017 | Faculies of Wiedicine and Pharmacy LACC | Div of Comp Med | Medical Sciences Bidg | Rats »
20011501 | Count lest 24032016 | 24032017 | Faculies of Medicine and Pharmacy LACC | Div of Gomp Med | Medical Sciences Bklg Rats 15

20011502

PI’'s Animal Entry
Click on PI’'s Animal Entry. Select the protocol for which you want to update the animal numbers by
clicking on the box at the left of the record. Clicking on the title will take you to the Protocol Folder
View. If you want to update numbers for more than one protocol you can hold the Ctrl key while
selecting multiple protocols or by holding the Shift key to select a range.

HERUG demonstration protocsl #2 committes comments

04.04.2016

04042017

Faculies of Medicine and Pharmacy LACC

Div of Gomp Med / Medical Sciences Bldg

Rats

40

Once you have made your selection(s) click on the Enter Animal Numbers icon in the action bar.
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Animal Counting

Protocol # BES, 1 s = ' e e — = =]
Approval Date: 29.07.2015 Expiry Date: 14.07.2016 LACC: Faculties of Medicine and Pharmacy LACC Cat. of Invasiveness: C
Facility: Div of Comp Med / CCER Facility Room: DCcM Species: Mice
Last Updated By: Rhain Louis Last Updated On: 26.05.2015 PCR Submitted: Mo
Source Total Previcusly Additional Assigned Total Previcusly Mewtly Assigned to Total Remaining On Hand
Approved Assigned to  Assignment from Other Assigned  Euthanized/Rel d Euthanized/Rel d Other Removed (J=A-E} (K=E-I}
(A} Protecol (B)  to Protocel Protocol (D) (E=B+C+D) from Study (F) from Study (G} Protocel (H)  (I=F+G+H)
(C)
Purchased/Acquired 300 0 0 25 25 0 0 0 0 275 25
Bred 0 0 0 0 o 0 0 0 0 0 0
Captured 0 0 0 0 0 0 0 0 0 0 0

Number Remaining: 275 Number On Hand: 25 \

| Save | | D Clear Entries| | E?: Check | | 3 Cancel | Enter Numbers

There are two areas on the Animal Counting screen that allow you to enter numbers; Additional
Assigned to Protocol and Newly Euthanized/Released from Study. All other fields in this table are purely
for informational purposes, e.g. Total Approved will display the cumulative number of animals that has
been approved by the LACC from the beginning of the protocol, which includes amendments and
renewals.

Additional Assigned to Protocol

Enter the number of animals that are being newly assigned to the protocol. This number will be
deducted from the number Remaining (Total Approved minus Total Assigned). Please consult the
University of Toronto guidelines for direction on when animals should be considered “assigned to the
protocol”.

Newly Euthanized/Released from Study

Enter the number of animals that have been euthanized or otherwise removed from the study, e.g.
animals that have been adopted. This number will be deducted from the number On Hand (Total
Approved minus Total Removed). Do not use this transaction when transferring animals to another
protocol.

For either transaction, you will receive an error messages; if you enter more animals than have been
approved or remove more animals than have been assigned.

If you have saved your numbers and realize that you have made a mistake and need to reverse your
entry you may do so by entering a negative number. If you enter a negative number you will be
prompted to enter an explanation.

PI’'s Animal Transfer

You may transfer animals from one protocol to one or more of your protocols in a single transaction.
You many only transfer animals from a protocol with animals on hand and when selecting the recipient
protocols you will be limited to protocols with the same species as in the originating protocol.
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Loga

Weicome: Test Userid 02 - RIS Sysiems

+ seamai 1 —
e — Select Source Protocol
~ Arimas Sourca APs for P1{1)
| hang Query Define b ¢
>
Py
+, Deagnate
Comenies tasstnga (P o o
L) s g
a o (a) 4
= = =
| a g
Action Button
e [[Sa0ians v ~ (= Select Target Protoccis ) Export 4 | % Refiesh
B Protocel s Protecel Tile Fitiame Approved Dite Exgiy Date  LACC Facity Species CoutDale ®Remaring #OnHand Category ofinvasveness PR Sul
20011425 363104 908 (50} 3y G OTOVZ06 14122016 Facues of MO N0 PIAIMCY LACS DN O COMp MeO/MASCHISCRNCES BISg Rale 14122015 " 10 B~ Exparmants Which causs W06 of o GRComIon o eSS

Click on PI’s Animal Transfer in the Side Menu. This will open the list of your protocols with animals on
hand from which you may transfer animals. You may only transfer animals from one protocol at a time.
Once you have selected the Source Protocol click Select Target Protocols in the Action Line.

Logan

Waicoms: Test Usenid 02 - RIS Srstems

P @T_;ft Target Protocols

T3 Anmal Enary Source Protocol
P — Sourcs Protocol NUBGT 20011425 T 1490 808 (SO) 181 DUNINESS DrOCHSS - IEUGH Coum
Sousce Spacies Rate 200 Hang 10
v, Designate
‘Commiice Mestings (F1)| Target AP for P1(16)

=
o H 2
H 2
()] &
a =
o w2
= ( &8 Transfer dnimals ) Export & % Rekresh
P p— Pl Hame. Heproved Cate Expry Dste LACC Facity

- 3
— 01122015 0112
oroiamE  omam?

200m1a18

On the Select Target Protocols screen, select the protocol to which you will be transferring the animals.
Only protocols which meet the following criteria will be displayed for selection:
e Target Protocols must be the same species as the Source Protocol

e Target Protocols must have # Remaining > 0, i.e. there is room on the protocol to acquire more
animals

Once you have selected the recipient protocol(s), click on Transfer Animals action button
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Transfer Animals

Source Protocol

Protocol: | | Protocol Title: Developmental sl mon s mmme Pl Name: Dr =
Approval Date: 14.07.2015 Expiry Date: 14.07.2018

Source # On Hand Availabde (s4) # To Be Transferred From the Source Protocol (3B)  # On Hand After Transfer (sC=5A-sB)
Purchased/&cquired 20 ] 20
Bred 5 0 5
Captured 0 ] ]
Total 25 0 25

Target Protocols

Total Previoushy Number To Be Total Previoushy Assigned to Total FETETT On Hand

Source Approved Assigned to Transferred To  Assigned Euthanized/Released Other Protocol  Removed (=AE) (K=E)
(A) Protocol (B)  Target Protocol (D) (E=B+D) from Study (F) (H} (I=F+H)

~ BB [ Engineered lamen-"n solninlls Seemeis sme Dr D Sillaail

Purchased/Acquired 36 (] 0 6 ] 0 0 30 i1

Bred 0 0 0 0 0 0 0 0 0

Captured 0 - 0 0 0 0 0 0 0

Target Protocols Totals

Source MNumber To Be Transferred (D) MNumber On Hand After Transfer (K}
Purchased/fcquired 0 3
Bred 0 0
Captured 0 0
Total 0 6
[ Elsave | [[[]ClarEnties | [ gocCheck | [ 3 Cancel

On the Transfer screen there are three main areas:
e Source Protocol section
e Target Protocol section
e Target Protocols Totals section

Enter the total number of animals to be transferred on the appropriate line in the Source Protocols
section.

In the Target Protocol section enter the number of animals on the appropriate line for the relevant
protocol. (If you have selected multiple Target Protocols, they will be displayed on this screen.)

The Target Protocols Totals section will automatically total the number of animals that have been
entered in the above Target Protocols section. This feature will be of particular use when you have
selected a number of different protocols to receive animals as it shows when the transaction is/is not in
balance, e.g. you are “receiving” more animals than you are “sending”.

The system performs a number of validations in addition to the one previously mentioned. If a

validation check fails you will be prompted with an error message or warning and you will have the
opportunity to correct the transaction before posting.
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Post Approval Review (PAR)

The online portion of the PAR process consists of two steps; an initial Pre-Visit Questionnaire and a Final
Report.

\ Administrative Web Services Log of

Welcome: Test Userid 02 - RIS Systems

To protect the security of your data, this application will automatically terminate in 03:57:46. Unsaved work will be lost.
Welcome My HR & Equity My Research
Full Screen
Animal Protocols (5) RIS Applications
Stow: -
Mumber = Task Doc Type Subject From Due Date Sent Date Status
20011440 Revise Original test duplicate SOPs e Jan 18, 2016 In Progress
20011422 Revise Original raisemrap-808 clear approval date for new version — Dec 11, 2015 In Progress
20011416 Revise Amendment test email notific ation - revision of O SM dasfda dfdasgdaf dafdf - Nov 30, 2015 In Progress
00000206 Response Final Report PAR 00000206 - Final Report - Pl Review ORE Today In Progress
00000205 Response Pre-vist Questionnaire PAR: 00000205 - PVQ Pl Review ORE Jan 27, 2016 In Progress

When you have been selected for a PAR you will receive a notification email and the Pre-Visit
Questionnaire (PVQ) will be sent to your My Research Inbox. Click on the title under the Subject header
to access the PVQ.

PAR: 00000023 - PVQ PI Review Actions,, Close
Task Application Bl
I» 1 2 3 4 5 —+
Protocols Procedures Personnel Documents Comment \ . .
Navigation controls

Pl Dr Fomes i

Please verify that the information below is correct and indicate in column A which protocols currently have active ghimal work or will have active animal work in the next few months:

A} Currently or soon

Protocol # Protocol Title Approval Date Expiry Date pecies Strains to be active? =
20011045 Can approve after fix? 2015-03-11 2016-03-11 Rats @) ves "1 Ne
Previous || Next v [ _[Elsave | [EisubmitTooRE| [ Send o Assistant |

You may complete the PVQ yourself or you may forward the PVQ to your PI Assistant(s) for completion.
NB: If you send the PVQ to your PIA you will still be required to submit the PAR to Ethics Office once
your Assistant returns it to you.

Mandatory fields are marked with a red asterisk*.

The Procedures page will only be activated if you indicate that at least one of the protocols listed on the
first page is “Currently or soon to be active?”

Once the Questionnaire and subsequent visit have been completed the Office will issue a Final Report
Should a response to the Report be required, you will receive an email notification and the Report will
be sent to your My Research inbox for action.
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Further details on the Post-Approval Review process may be found on the VPRI Research Ethics and
Protections web page.

Designate

Principal Investigator Assistants for Animals

You may designate two types of Pl Assistants for Animals; Staff PIAs and Student PIAs. Both types of
PIAs have the same functionality but due to licencing restrictions Student PIAs will have their access to
the system automatically terminated after 90 days.

If a student is being paid by the University you have the option of using the regular (staff) PIA
transaction to set up the student. With this transaction you control when the user’s access to the
system expires.

PIAs may execute all MRAP related Pl tasks with the exception of document submission. This includes
access to any previously submitted protocols and the names and contact information of all animal
handlers listed in the protocols, location of animals, number and species of animals and the procedures
being performed. It is therefore very important that when delegating PIAs, the correct individuals are
selected. The following data points are displayed when selecting a staff member as a PIA:

e Name
e Department
e Email address

When selecting a student as a PIA, the student’s official U of T email address is displayed as a unique
identifier.

Research Assistants for Animals

You may designate University staff as Research Assistants. Research Assistants will have access to view
all protocol documents from the point in time after the Original protocol document has been submitted,
e.g. a Research Assistant will not see an Original protocol document until it is submitted but an
amendment which has been started but not submitted will be viewable. Research Assistants cannot edit
protocol documents.

Research Assistants may perform animal counts in the system.
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http://www.research.utoronto.ca/faculty-and-staff/research-ethics-and-protections/
http://www.research.utoronto.ca/faculty-and-staff/research-ethics-and-protections/

Log off

Weicome: Test Userid 02 - RIS Systems

Start Date
- 24112015 3122016

End Date

Search Criteria =E

First Name: | |

Last Name: [wong e |

Email Address: |

Please enter a validity period
Start Date: * [01.02.2016. EndDate:* [ |
[ B Add Designate o

To Designate:

1.
2.
3.
4.
5.
6.
7.
8.
9

Go to My Research

Animal Protocol Folder

Click on Designate in the side menu

Chose the type of role you want to designate

Click Add Designate

Enter search term(s)

Select the desired individual

Use the email address as the unique identifier

. Enter an end date for the role (for the Student PIA this date is set automatically)
10. Click Add Designate

The person you have designated will receive an email notification regarding the designation. It will take
approximately 24 hours for the role to be activated.

Help Desk

Remember, the My Research Help Desk staff is always pleased to assist you if you run into technical
problems. The Help Desk is staffed during business hours, Monday to Friday and may be reached at
(416) 946-5000 or raise@utoronto.ca

For questions related to the content of the animal protocol, please contact Joshua van Ry, Research
Ethics Cooridnator, (416) 946-3273 or acc.coordinator@utoronto.ca
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