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Creating Procedures
If you belong to more than 1 research team, you may copy a procedure from one team to another.

It can then be edited, as needed.

From Submissions page, open the Research Team.

You can now access prefilled library of Procedures 
and Substances reviewed and approved by the 

IACUC, available to all teams.

If you do not see the procedure needed,  you will 
create one that can be then used by all teams.



Click Create Procedure.
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Enter all appropriate 
selections for each question 

pertaining to your 
procedure.

Click Continue lower right corner of 
screen.
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Add your substance.4
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IF YOU HAVE AN EXISTING 

SUBSTANCE:

Click the ellipsis to add the 
Prednisolone substance. 

Then, answer all questions 
about your substance for the 

protocol you are creating.
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Click OK or OK and Add Another, if needed.



To ADD a new Substance:

Click YES, new screen will 
appear to enter select 

substance.
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Answer all questions 
pertaining to the substance.

Click OK, if you do not need 
to add another. 

Select substance by clicking 
the radio button next to it, 

then click OK.

Click OK.
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Fill in Steps for administering 
the substance and fill out 

remaining questions.

Click Continue.
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Add any supporting 
documents for instructions 
on administration of steps.

Click Finish.
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You can now select your procedure to copy into another Research Team performing 
experiments using the same procedure.
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Copying Procedures
To Copy:

Click on Actions down arrow 
to reveal more actions.

Click Copy Procedure.

Enter New Procedure name.

Select New Research Team to 
copy the procedure to.

Click OK.
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Once procedure is copied, go 
into a different Team 

Research Procedure it was 
copied to,

Click Edit Procedure to make 
appropriate changes for that 

team procedure.

After clicking on Procedure, 
you can also copy the 

procedure from the left quick 
options.
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For general ERMS-IACUC questions, please contact ermshelp@uthscsa.edu.
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