
 
Instructions for IACUC Members to Review IACUC Protocol/Amendment 

 

Logging onto CAYUSE, use this link:  https://msstate.app.cayuse.com 

Log on using your 2-step MSU NetID and Password.  

When a protocol is sent out for Review/Call you will receive an email: 

This email is when a Call is sent out – for protocol #68  

 

 

 

 

 

 

 

 

 
 
 

Committee Meeting Monthly – Reviewing Protocols  

How to get to the Committee Meeting:  

On the top right of the screen, you should see your name and ‘Products’. On the drop-down menu 
under ‘Products’ select ‘Animal Oversight’ (orange).  

 

 

 

https://msstate.app.cayuse.com/


Find the drop-down under ‘Role:’ (orange) and select ‘IACUC Committee Member’ (blue): 

 

 

 

 
On the left side of your page, you will 
see a box with 3 dots at its top 
right(yellow).  
Click on these dots.  
 
This will give you a drop-down. Select 
the ‘Committee Meeting’ (purple).   
 

 

 

This will bring you to the IACUC Monthly Meeting Pane.  
*Note: The system automatically puts you at the bottom of this page, so make sure you scroll up to 
the top of the page.  
 
 
 
The main tabs that we will 
be looking at are the:  
‘New Protocols’(green) 
‘Amendments’(orange) 
 

 

 



  
 
 
Click on the ‘New Protocols’ 
tab (green), this will show you 
the Protocols (yellow) that 
are to be reviewed during our 
meeting. 
 

 
 
 

 
 
On this same Monthly Meeting Pane you can scroll 
over to the right, you can also see the ‘PI’ of the 
protocol (red).  
 
  
  

Click on the blue hyperlink ‘Protocol #’ (yellow) of the protocol you are wanting to view and/or 
review.  

 

  

 

 

 

 

 

 

This will open a new window and bring you to the ‘Protocol Document’ (below).  
 



 
On the protocol document you will see the 
‘Table of Contents’ (green) to the left.  
 
 
You can navigate through the protocol to review 
by clicking on the different areas along the table 
of contents. 
 
 
 

 

How to leave a ‘Review Note’:  
When you are on the page that you would like to leave Review Note – you will click on the ‘Review 
Notes’ tab (blue).  

 

 

 

  

This will open up the ‘Review Pane’ and the ‘Review Notes’ text box (magenta). You will enter your 
review note here. (See my Review Note within the text box below).  
Make sure you click ‘Save’ (yellow) once you have put your Review Note in.   

 
 

 

 

 

 

 

Once you “Save’ the review pane will minimize. If you need to view it or make changes, simply 
click back on the ‘Review Notes’ tab.  
 



You can continue to review the protocol and leave more ‘Review Notes’ on any of the sections you 
need.  
 

 
How to Leave an in-line ‘Comment’:  

While on the page to leave an in-line comment, you will click directly in the text (ex: in the red 
outline below) where you want to leave the comment. 

 
 

 

 

 

 

 

 

 

Once you click within the text, where you want to leave your comment, your Review Pane (see 
below) will open on the right.  

 

 

 

 

 

 

 

 

 

 



This is your ‘Review Pane’ where you will leave in-line comments.  

1 – Click on the ‘+Add Comment [1]’ button (orange). The button will highlight in green.  
2 – Click within the line of text where you want to put your comment – this is in the red box below.  
It will leave a yellow comment bubble numbered 1 (purple) within the text and will pop another 
comment bubble #1 in the lower box (green) where you will type your comment. 
3 – Within the lower box (green) type your comment after the comment bubble #1.  
As you leave comments the ‘+Add Comment’ button’s numbering will increase.  
4 – To leave a 2nd comment, click the ‘+Add Comment [2]’ button , it will highlight in green.  
5 – Click within the line of text you want to leave your 2nd comment. This will leave a comment 
bubble #2 there, and pop another comment bubble #2 in the lower box (green).  
6 – Type your 2nd comment within the lower box (green).  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



To DELETE a comment – Click the ‘Delete Comment’ button (red) and then click the comment 
bubble (blue) of the comment you wish to delete.  
‘Resequence Comments’ button (yellow) will renumber the comments after you delete one. 

 

 

 

 

 

 

 

When you have added all the comments you would like, be sure to click ‘Save’ (green) at the top of 
the Review Pane.  
 
Click the ‘Submit’ tab **START  
 
 

 

 

On the Table of Contents an icon: will show to the left of that section you left a review or 
comment on.  
 
At the top of the Table of Contents there is a  that you can hover or click on to show you the 
key for the different icons that can be seen on the Table of Contents.  

 

 

 

 

 

 

 



 

 

 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Protocols that have actions for you to complete will be listed here (green).  

This also shows you ‘From’ ‘To’ and ‘Action’ (orange) – this shows you who the protocol was sent 
to and who it was sent from and then what action is being requested.  

To view the protocol, click the ‘Protocol #’ (yellow) that shows as a blue hyperlink.  



 

 

 

 

 

  
Once you click on the blue hyperlink ‘Protocol #’ it will bring you to this page:  
 

 

This brings you to the 

At the top of this page there are tabs – the ‘New Protocols’ tab (green) shows you the protocols 
that are to be review for this meeting – FCR (yellow). 
To review a certain protocol, click on the hyper-linked protocol # (purple).  
 
  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Here on this page is where all your protocols will be listed. 
On the left side of the page (yellow), your protocols will be organized in levels: 

 

 

‘Protocol Actions’ here you will find a list of your approved protocols.  
You can:  
Start a New Protocol.  
Clone a Protocol.  
Start an Amendment.  
View your Entire Approved Protocol – Print your protocol.  
Register – Shows animal numbers: Approved. Amended – added. Ordered. Balance.  
  

 
‘Draft Protocols’ are protocols that are still being entered and/or have not yet been 

submitted to IACUC.  
 

 
‘Protocols in Review’ are protocols in review. Here it will show you where your protocol is in its 
routing.  
 



 
‘De Novo Protocols’ are protocols that are due to expire. The system moves protocols into De 
Novo 3 months before their expiration. Once protocols are moved into De Novo amendments 
CANNOT be submitted for them.  

 
‘Draft Amendment’ are any amendment that has been started on a protocol. It also shows the 
status where the amendment is. 

 
‘Transfer Ownership’ are protocols that the PI is being changed to a different PI. It also shows the 
status of the change in PI.  

Creating a New Protocol: click ‘Start a New Protocol Application’. This will start up the 
questions that build your protocol. As you click through answering, it will populate the section you 
will need to fill out.  
 



 
Selecting ‘Yes’ a button will 
appear. 
Click this button to officially start up a new protocol 
with an IACUC protocol number. 
 
 

 
 

On the left side of your screen, you should see a Table of Contents. As 
you continue entering the information into your protocol it will build your 
Table of Contents.  

 
Using this Table of Contents, you can navigate between various sections 
of the protocol and revisit them to finish entering information. 

 
 
 

 
On the upper right corner of the Table of 
Contents you will see (purple ?)  
that you can hover over and it will pop-up a 
key for the symbols on your Table of 
Contents. 
  
 
As you fill out each section of your protocol 
the boxes beside each will start to fill in. This 
will help you know which sections have been 
completed or still need information.   
 
 
 
 
 

 
At the top of your newly started protocol, there are some tips to help you navigate:  
 

• Preview Protocol: To preview your protocol or to save a PDF, please click Preview Protocol 
from the Table of Contents on the lower left side of the screen. 



• Attachments: Please click the Attachments page on the lower left of the Table of Contents 
to check the list of attachments. 

• Cancel Draft Protocol: If the study is no longer active, or submission is no longer required, 
you can cancel this submission by going to the Cancel button in the Table of Contents on 
the left side of the page. 

 Options:  
 

 
Funding: If you have funding for your study, check the box for this. If you do not know all the 
information for the funding just yet, please enter what information you do know.  
Collaborating: If you are collaborating with a researcher outside of MSU check ‘Yes’.  
Field Studies: If this protocol is for a field study, i.e. wildlife study – check ‘Yes’.  
Animals in Public Areas or Outside Vivarium: if you are transporting your animals within 
hallways or outside, check yes.  
 
Species 
On the bottom part of the ‘Options’ page, you will see where to add Specie(s) to your protocol. 
Click ‘Add’ 
 

 

Click +Add to add a specie to your protocol. And click on the drop-down under Species column.  
 
 

Choose your specie(s)and mark all the options that apply 
to your protocol. 

 
If you are using more than one specie, you will need to add 
them individually and check their boxes for that specie. 

 
 
 
 
 



 
 
 
Note: If you are using USDA Regulated animals, please make sure 
you select the appropriate specie:   
 Example:  
   
These are not ALL the USDA  
options.  
If not USDA regulated, select the   
 Non-USDA specie option.   
 
I have selected Catfish spp. and checked all the options to show all sections.  
 

 
After selecting all that are needed, click Save under the Species chart.  
 
Then click ‘Save Changes’ at the bottom of the page and save this 
page of the protocol.  
 
This will popular more sections within your Table of Contents (TOC), including your specie(s).  
 
 
 
 
 
Here, I have selected Yes on all these options to show 
you what populates within the protocol.  

 
 
 
 
 
 
 
  
To move on to the next section, you can either click on the button at the bottom left 
or click on the page title listed on the TOC. 
 



Main Body of the Protocol 
 
Most of these pages and tabs are self-explanatory. I have placed the corresponding section in 
MyProtocol within brackets [MyProtocol]  
 
Title: If you are moving over a protocol from MyProtocol that is yet to expire, please add the 
original protocol number at the beginning of the title.  
Ex: “23-001 - IACUC Testing Protocol” 
 

All these below should be in lay language, around an 8th grade reading level, so that non-
scientists and others can interpret.  
 

Lay Abstract: State the purpose of your research and outline the goals and objectives you hope to 
accomplish. [Rationale: 1a]  
Benefits: How the procedures affect animal well-being versus the expected benefits for humans, 
animals, or scientific progress. [Rationale 1b] 
Experimental Summary:  
This section should provide the committee with a clear overview of your project’s scope, explain 
your reasons for selecting the specific species involved, and describe how these choices align 
with your overall research objectives. [Rationale 2a]  
Vet Info: This is required. [Personnel Veterinary Care]  

 

 

 

 

 

After all of these tabs are completed, make sure you click the 
‘Save Changes’. Your box for ‘Protocol Overview’ should then 
be filled in green – to show this section have been completed.  
 



 

Funding:  
Here is where you will enter your funding information for this protocol.  
 
+Add from my List of Funds: this will be a list from previous funding entered in previous 
protocols. You will select the funding you wish to list on the protocol and click +Add Selected 
Records.  
You will not have anything on your list for your first time entering funding in CAYUSE.  

 
 
+Add Funding Source: Here you will enter new funding. 
Clicking on this button will pop-up this box to enter the 
information for the new funding source and Save Changes.  
 
Edit Funding Source: You will select the funding you want to 
edit and click this button to make any changes you need.  
 
Remove Funding Source: Select the funding you wish to 
delete and click Remove.  
 



Outside Collaboration: here you will enter the information for any collaboration personnel that is 
outside of MSU.  
The Edit and Remove Outside Collaboration works the same as in the previous Funding section.  
 
+Add from my List of Outside Coll: this list will be 
built from collaboration information entered in 
previous protocols. You will not have anything listed 
here during your first time entering collaborations. 
After you click this button – you will select the 
information of the collab you wish to add to this 
protocol and click +Add Selected Records.  
 
 
 
+Add Outside Collaboration: Here you will enter in any 
new collaborators. You will enter in their information. 
The link to OLAW allows you to look up the institution 
and find their Assurance Number. You will also enter 
their protocol number if applicable.  
 
 You will enter their experience and training that have 
had as it pertains to the procedures and species within 
your protocol.  
 
You can also attach any documentation for them here 
at the bottom of this page. 
Transporting Animals 
 
 
 
Enter the description of any animal 
transportation, if applicable.  
 
 
 
 
 



 
Animal Use Types 
 
You will select what type of research this protocol will be covering. If 
‘Other’ you will check the box and enter in the type.  
 
 
 
 
Field Study 
 
 
Here, you will enter the information about your field 
study. The explanation of why you are using the 
species you chose.  
 
If you are capturing or handling animals you will 
select ‘Yes’, which will open another section for your 
to complete: describe trap/net, when, how often, 
non-target animals, precautions taken possible 
injury, euthanizing or recapturing. ALL the details for 
obtaining your animals will be entered here.  
 
Housing: if ‘Yes’ here, another section will show for 
you to complete.  
 
Prolonged Capture: if ‘Yes’ here, another section will 
show for you to complete.  
 
You can attach any documents you need at the bottom 
of this page.  
 
 



Species Information 
 
 
Each species listed on the protocol will have 
these next few pages to be completed.  
The upper left will show you what species it is 
asking information about. (yellow) 
 
 
This is your basic information about the species you are using. [Specie] 
 
 

 
 
Justification: Justify your specie choice and why 
one lower on the phylogenic scale cannot be 
used.   
 
 

 
Simply the source of your species.  
[Species to be Used. 11]  
Vendor: enter the name. 
 
Non-MSU Collaborator: name them along with 
their institution.  
 
 
MSU Colleague: name them and protocol number 
from where the animals are coming from, if 
applicable.  
 
 
MSU Breeding Population: 
Client Owned: make sure you attach the Client 
Consent Form 
 
 
If the animals have previously undergone any 
procedures before this protocol, please select 'Yes' 
and provide a detailed explanation. Include protocol 
numbers if available.  
 
 

Marshall, Jess
Where do they find the consent form now? 



 
 
 
Mark and explain if your animals are socially or single-
housed, and if they will have enrichment.  
 
 
 
 
 
 
 
 

 
 
 
If you will be quarantining, explain if you will be 
following the SOP or not.  
 
 
 

 
 
 
 
 
 

 
To list your locations, buildings, rooms, pastures or pens. 
‘List of Locations’ will be empty until you save from previous protocols. 
  
 
+Add Use Locations click here to enter your 
locations from the list.  
It will bring you to a new page where you will 
have a drop-down for your ‘Location/Room’.  
 
 
 
 
 
 
 



 
Once you select from this drop-down you will have another 
drop-down option for specifics for that location.   
 
Example: I have chosen the Bio-Med and you can see the room 
numbers specific for that location.  
 
 
Location Type: make you selection from the drop-
down.  
The complete what live animal work will be done at 
this location.  
 

 
 
 
 
 
 
 
 
 
 

Mark the appropriate boxes for your study.  
To add a stain and its information, click on ‘+Add’ at the bottom left of this box.  
Enter your strain name and mark appropriate boxes. Select your breeding scheme from the drop 
down. Fill in the ‘Phenotype’ and what ‘Monitoring’ will be done.  

Click ‘Save’ here and then  at the bottom of this page.  
 
 
 
 
 
 
 
 



 
 

 
 

 Your procedures will be added here for the each species – you can see we are still under our 
Catfish spp. (yellow).  
‘My List of Procedures’ will be empty until you save from previous procedures being entered. 
You can also ‘Attach File’ (green) to add any helpful documents about your procedure.  
Attachments cannot be used in place of listed procedures on the protocol.  

 
 
Click ‘Add Procedure/Exception’ (orange) to add a procedure and it will bring up another set of 
drop-downs.  
 

 
Click the ’Select the Type’ drop-down menu (orange).  
 
 
You will usually use the ‘Protocol Specific Procedure’ 
option unless you have an exception, which you would 
select 1 of the other options with exceptions. 
 
 
 

Once you select a Type you will then select a 
‘Procedure/Exemption Name’ (yellow) from the 
drop-down menu:  
 
Note: If your do not see your procedure listed, please contact the IACUC 
office, JMarshall@orc.msstate.edu, and we can get it added for you.   
 
 
 
 



ALL procedures must be listed on the protocol. Procedures CANNOT only be listed on a 
document and attached to the protocol.  
They must be selected from the drop down within the protocol form and a detailed 
description be given.  

 
 
Once you have chosen your Procedure/Exception, 
provide a detailed description of the procedure (green).  

Next, enter information about any special care or 
monitoring required. As well as the criteria or indicators 
that would necessitate removing an animal from the 
study (orange). 

 
 

 Once you enter everything, click ‘Save Changes’ (purple).  
 
You will be brought back to the ‘Procedures and Exceptions’ page, where you should see your 
newly added procedure on the chart (red).  

 

If you need to edit your procedure, you will select the row of your procedure (red) needing edits 
and click the ‘Edit Procedure/Exception’ button (yellow), and make your changes.  

 

                                                                                                                                                                                                                                                                                                                                                                         
On the ‘Food/Water Restriction’ page, 

indicate if restriction is is taking place by 
selecting Yes or No (yellow).  
 
If Yes, include the details of the restriction 
such as: how long and the reason (orange).  
     



Click the ‘Save Changes’ button. This will take and it will take you to the next page.  

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

 

 

 

If “Restraint’ is checked on your species, this page will be next.  
There will be nothing under ‘my List of Restraints’ until you save from a previous protocol.  
 
You will click ‘+ Add Restraint’, which will bring 
you to a new page:  
 

 

  

Clicking on the drop-down menu, ‘Restraint Type’ you 
will select the option that applies:  
 
 
Clicking on the ‘Restraint Type’ drop-down menu, you will choose the 
option that best fits your situation: 
      Note: If you are unsure, reach out to the attending veterinarian.  

 
 



 
Once you select ‘Restraint Type’ you will 
then:  
 
 
 
Describe and give Rationale if using 
prolonged or chronic restraint.  
 
 
Specify the duration of the restraint.  
 
 
Explain how the animal is acclimated to the 
restraint.  
 
After all the information has been entered 
you can click ‘Save Changes’  
 
 

 
Here you will list all of your surgeries.  
Your ‘List of Surgeries’ (orange) will be empty until you save from a previous protocol.  

Click ‘+Add Surgery’ (yellow) and it will bring your to a new page.  
Select your “Surgery Type’ (green) on the drop-down – here shows part of the list of available.  
Note: If you do not see your surgery listed, please reach out to the IACUC office, Jess Marshall 
JMarshall@orc.msstate.edu, so it can be added to the available options. 

Next you will select your ‘Recovery Type’ (red): Survival or Non-survival. 



 
 
 
 
 
 
 
 
 
 

 
 
 
 

After selecting your recovery type, another question will appear to ask if there will be multiple 
survival.  

 
 
 
 

 
 

Explain your Pre-Op instructions (yellow).  
 
 
 
 
 

 
If your animals have undergone previous our Pre-Op instructions 
 
 
 
 
 
 
 
 
 
Personnel 



Personnel: Here you will list ALL your MSU personnel that will be involved in this protocol. Co-PIs, 
Lab Technicians, Students, Post-Docs, Volunteers. ANY and ALL Personnel.  
+Add from my Personnel List: this will be a list of personnel listed in previous protocols. The first 
time you are entering personnel on a protocol, you will not have a list to pick from.  
+Add Personnel: This is where you will enter personnel not listed on any of your previous 
protocols.  

 
 
Personnel Info: To search, you will enter the last name and choose the correct name from the 
drop down menu that populates and fill out any areas that pertain to them. 
 
 
 
 
 
 
 
 
 
At least one personnel must be designated 
as an ‘Emergency Contact,’ but you may 
assign more than 1 if needed.  

 

You must contact the IACUC office to 
designate a personnel member who can 
submit protocols on your behalf. 

 
Personnel Activities: you will select ALL the procedures you have listed on this protocol that they 
will be involved in.  
Edit and Delete Personnel: these work the same as the previous sections. To make changes or 
remove that selected personnel you will select the row the person is listed on and then click the 
Edit or Delete button.  
 
Database Searched  this is when you have a Pain & Distress Category D or E.  
 



End Points follow the instructions here.  
 
Attachments ALL of 
your attachments will 
live here. Even if you 
attach on a certain 
page, you will be able 
to find them all on 
this tab. It will show 
you where it was 
attached – under the 
page column.  
 
 
 
 
Cancel Draft: do not 
worry if you click this on accident. It will take you to a question on why you are cancelling. This will 
come to me, the IACUC office, to then withdraw it for you if it is a true cancellation.  
 

 
Preview Protocol this gives you a printable view of your protocol! You can also use this to search 
you protocol.  
It will only show the table of your attachments – it will NOT print out your attachments as it’s 
document.  


