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PROTOCOLS IN REVIEW

Ø Protocols will be shown in 
the column Animal 
Oversight under, 
“Protocols in Review”;

Ø PI can view # of protocols 
currently in review;

Ø Click on “Protocols in 
Review”;

Ø PI will see the protocol 
processing stage;

Ø If listed with the IACUC 
Office, the number will be 
shaded in italicized grey;
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PI REVISIONS

PI will receive an email if revisions are required from Cayuse <no-reply@esirius.cayuse.com>
The “Pencil” icon indicates the section where the Reviewer commented and requires revisions.
Click on the section with comments, then click on “Edit” Procedure
to review the comments.

December 14, 2023



Review Comments

Ø Refer to “Review 
Notes” to see the 
comments

Ø Address the 
comments then 
click “Save 
Changes”

Ø A green check 
mark ✔ appears 
when requested 
changes have 
been made to the 
secJon

December 14, 
2023



Rebu/ng Reviewer’s Comments

Ø PI may rebut if 
they disagree 
with the 
Reviewer’s 
comments;

Ø Click “Review 
RebuMal”, enter 
comments

Ø Click ”Save 
Changes”
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Submit Protocol
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Submitting Renewals

Ø Renewals will 
show in PI’s inbox

Ø Review Date 
Approved, Review 
Date, and 
ExpiraJon Date

Ø To iniJate the 
renewal, click on 
the protocol 
number
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Submi=ng Renewals

Ø General informa,on will be 
provided about the 
protocol, such as protocol 
number, PI, Title etc.

Ø Enter the progress report on 
the status of the protocol in 
the text box below
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Ø General information 
will be provided about 
the protocol, such as 
protocol number, PI, 
Title etc.

Ø Enter the progress 
report on the status of 
the protocol in the 
text box below;

Ø Select the Renewal 
Action;

o “Protocol will be 
renewed” 

o “Lapse upon expiration”
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Ø If PI selects 
“Lapse upon 
expira4on” 
another drop-
down menu 
appears

o Euthanize
o Leaving with PI
o Transfer to 

another protocol

Ø If PI selects 
“Protocol will be 
renewed”; 
review the 
current info then 
click ”Save 
Changes”.



Submitting 
Renewals

Once PI clicks “Save 
Changes”, a buEon appears 
where the PI may, “Start 
Renewal Review”.

The system will generate 
the approved protocol 
where the PI reviews each 
sec,on, click “Save”, then 
“Submit”.

December 14, 2023



SUBMIT PROTOCOL FOR RENEWAL
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Annual Reviews
On the homepage, 
refer to “Annual 
Reviews” and click. The 
protocols up for Annual 
Review will appear.

Click on the Protocol 
number and you will be 
taken to the Annual 
Reviews page.
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Annual Reviews
Open the Annual Review 
and various tabs will appear 
at the top; “Progress 
Report”, “Project Personnel”, 
“Adverse Events” (all 
required)

“Alt to Animal Use” and “Alt 
to Painful Procedures” are 
not required.
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ANNUAL REVIEWS

• Clicking on “Withdraw” 
will ask about the 
disposition of the animals.
- Euthanize,
- Leaving with PI, or
- Transfer to another 
protocol

• Clicking on “Continue As 
Is”, will activate the other 
tabs to complete.
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Annual Reviews

Ø Project Personnel Tab

v Lists everyone on the 
project;

v PI may remove personnel 
at this Jme;

v No new personnel may be 
added, this can be done 
only with an amendment.
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Annual Reviews

Ø Adverse Event Tab
v Comple3on is required, the 

other tabs are not required.

Ø Future Plans Tab
v PI may inform the IACUC 

what the intent is, but no 
ac3on is required at this 
3me;

Ø Click “Submit” and the 
protocol is sent to the 
IACUC for review.
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Annuals in Review
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Other PI Actions
Ø Refer to 3 dots … next 

to Animal Oversight

Ø Allows for certain 
acIons to the protocol 
such as,

Ø -Transfer Ownership of 
the Protocol to 
Another Researcher;

Ø -Run protocol reports

Ø -Reference AccrediIng 
Agency AAALAC 
Compliance Reports 
etc.
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Thanks for A,ending
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Contact Information:
Tricia Mayhew-Noel, Director, Research Compliance and Ethics 
Office
Located in Shepard 108B
212-650-7902
IACUC@ccny.cuny.edu
tmayhewnoel@ccny.cuny.edu
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