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QUICK GUIDE 

How to create an IACUC protocol 
 

1. LOG IN: Go to https://umass.kuali.co/dashboard and log in using your NetID and Password. 

2. Select Switch Apps on the lower left margin (the icon has 9 dots). 
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3.  Click Protocols. 

 

 

4. Click + New Protocol in the upper right of screen. Then select IACUC. 

 

 

 

 

mailto:rescomp@research.umass.edu


 
 

Office of Research Compliance   rescomp@research.umass.edu  
 

 

5. Type in your name in the Principal Investigator field; your name will populate from a drop-

down list. Select your department in the Lead Unit field. Type in your protocol title, then click 

Next in the upper right-hand corner. 

 

 

6. You will then need to describe your protocol and answer if your protocol contains category D 

or E procedures. 

 

 

7.  The screen you see next will look like this: 

 

mailto:rescomp@research.umass.edu


 
 

Office of Research Compliance   rescomp@research.umass.edu  
 

 

You will already be listed in the People section because you are the PI, however, you must click 

the Pencil icon to add information and answer additional questions about yourself. If you forget 

to do this, it will not let you submit your protocol.  Here is what it looks like when you click the 

Pencil: 
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As you can see, you need to check whether or not you are Working with animal models and 

then describe your Role and Experience.   

 

8.  Next you will be able to add additional personnel if there are others you want to list on the 

protocol. 

 

You do this by clicking +Add Line or +Add Info   

Both tabs do the same function.   

The Columns tab will then organize what information you can see on the page. 

9.  The form continues to save as you add information and advances to the next section as you 

complete sections.  On the left side of the screen you will see the different sections of the form 

and a green check will appear next to sections that are complete: 
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The description and the pain category question you already answered are here and then 

Species is next.   

10.  Click +Add Line to add Species.  You will be able to select from a drop-down, or if your 

species is not listed you can select Other.  You will need to complete information about your 

selection.   

11.  Continue through the form to answer YES/NO questions.  Depending on your answer this 

may prompt further information that is needed.  This is generally self-explanatory and uses a 

similar system of +Add Line or +Add Info as described previously. 

12.  Some of the sections may ask personnel responsible for, or working with, this substance or 

procedure.   

 

When you click +Add Line there will then be an arrow, you must click the arrow and there will 

be a drop-down list.  Only Personnel listed on the protocol can be selected.   

13.  Additionally, throughout the protocol there may be guidelines that you will need to read 

and agree to.  They will look similar to this: 

 

mailto:rescomp@research.umass.edu


 
 

Office of Research Compliance   rescomp@research.umass.edu  
 

 

You must click +Add Line or +Add Info. This will open up the guideline which you must read, 

check the box that you agree, and click Done 

It will look similar to this: 
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14.  Once you feel you have completed the protocol, click Submit in the upper right-hand 

corner of the page.   

 

 

15.  If you have not completed areas of the form which are required you will get something that 

looks similar to this: 

 

 

Scroll through the form to find the fields that need further completion. 

 

16.  For example you may see that species has a red !  next to it.  Click the Pencil icon to open 

the box to see what is missing. 
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17.  Complete the missing information. 

18.  Click Submit. 

 

mailto:rescomp@research.umass.edu


 
 

Office of Research Compliance   rescomp@research.umass.edu  
 

 

19.  Once your protocol has been submitted you will receive an email that it was submitted.  

The top of your form will look similar to this: 

 

 

With the status and date that it was submitted. 
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