
Submission of Animal 
Use Protocols through 

tick@lab
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https://lar.utrgv.edu/tickatlab/
default.aspx

***ALLOW POP-UPS***

Tick@lab URL
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https://lar.utrgv.edu/tickatlab/default.aspx


1. Click on 
“AUP”
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2. Click to expand protocol lists
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Make sure to be working in the AUP tab



3. Click on “New”

5



Remember you need to allow Pop-ups in order to open new windows.
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Follow the steps.



4. Select AUP on the document 
template option

5. Click “Next”

7



6. Click inside the box to 
title your AUP

NOTE: The protocol number will 
generate automatically.
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9. Click “Save and 
open document”

8. Select 
“UTRGV”



10. Click on “General 
Information” Tab

NOTE: Note that there are 
several tabs on the left 

side. Go through each one 
of these and complete 
each applicable field. 

Please note that some 
fields will be mandatory; 
tick@lab will not let you 

submit the AUP if these are 
missing or if there are any 

other errors.
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Save Often, Tick@lab does not save information automatically. 
Make sure you save information after completing each tab.

12. Click on “Save” under the 
“Action” button located in 
each tab

• Note, you have 3 ways to save forms:
1. Save and Check-In: saves the file and checks the 

document in so that another person could check it out 
and edit it.

2. Save: saves the document and allows you to keep 
working on it.

3. Save New Version: saves a separate and new version of 
the file (duplicate).

ALWAYS SAVE YOUR WORK!



Example of error you get when there is missing information on a required field (s).
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Personnel
HOW TO ADD PROJECT TEAM MEMBERS TO YOUR PROTOCOL
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1.You can type the Name (first or last, or both) and click “Apply filter.” Or,
2.You can click on Teams and select from the list, then click on “Apply current selection”. 

Note 1: You can add as many personnel as you want. 
Note 2: If you cannot find a researcher from the list, there is a slight possibility that the researcher does not 
have access to Tick@Lab and will need to be manually added by ORC staff. Please contact Office Research 
Compliance (ORC) for assistance.

From the “Personnel” Tab on the left, go into each of 
the questions and click “Edit selection” to 
assign personnel as Co-Investigators, Key Personnel, 
Faculty Advisor and Reviewer and Signers 
from the Pop-up window.



Application sections
REVIEW AND ANSWER THE DIFFERENT SECTIONS ON YOUR  PROTOCOL 
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Click on “Personnel” tab on left hand side, click on Edit 
Selection button to fill in information.
Under the Personnel tab, you will be able to add the 
individuals who will play a role in your AUP. Make sure to 
add them under the correct area (e.g., co-investigators, 
research personnel, or student research personnel). You 
can also add a peer reviewer. This will send the AUP to 
your colleague for review prior to sending the AUP to the 
IACUC Coordinator.  If a particular individual is not listed, 
add their name and role under the “Request Addition of 
a New User” section. DON’T FORGET TO SAVE!
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Click on “Species” tab on left. Fill in 
required information.
Add your animal species information 
and USDA Pain Categories and animal 
numbers in each category. Note that 
this number has to match to the Animal 
Numbers in the next tab (Study 
Grouping). If numbers do not match, an 
error will be flagged and you will not be 
able to submit the AUP to the IACUC 
Coordinator. SAVE your work!
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Click on “Study Grouping” tab.
In this tab, you can add different 
study phases or research groups. For 
each group, you must indicate the 
animal numbers and procedures that 
the animal will undergo. Procedures 
not listed may be added manually. 
Once again, be mindful of the animal 
numbers listed under species and 
study grouping. Remember that 
these must match. SAVE!
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Click on 
“Anesthesia/Analgesia” tab.
You will be able to select the 
appropriate 
anesthesia/analgesia 
depending on the 
procedures listed in the 
previous tab. SAVE!
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Click on “General Training” tab.
MANDATORY for all involved in the Animal 
Use Protocol. Check with the IACUC Office for 
more details on which trainings will be 
mandatory. Basic CITI Trainings and species-
appropriate training must be completed for 
IACUC approval. Click on the Refresh button 
to see which personnel is compliant or 
pending to complete the designated 
trainings. SAVE!
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Click on “Protocol/Forms 
Links” tab.
Complete if applicable, 
direct your questions to the 
IACUC Office. SAVE!
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Click on 
“Rationale/Alternatives”.
Complete all applicable 
fields. SAVE.



23

Click on “Animal 
Husbandry/Housing” tab.
Contact LAR if you have any 
questions on animal housing or 
husbandry. Ensure that they have 
the appropriate caging, 
enrichment, and feed. Deviations 
from standard husbandry and 
housing must be listed here and 
discussed with LAR Director. 
SAVE.
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Click on “Safety & 
Hazards” tab (Part A).
Safety & Hazards: 
Complete all applicable 
fields. SAVE. 
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Click on “Safety & Hazards” 
tab (Part B)
Complete all applicable 
fields. SAVE.
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Click on “Transportation” tab.
Check with LAR if you plan to 
house or transport animals 
between campuses or 
buildings. Indicate if you plan 
to transport them outside 
the vivarium. SAVE.
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Click on “Field 
Studies” tab.
Complete if 
applicable and SAVE.
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Click on  “Teaching 
Protocol” tab.
Complete if applicable 
and SAVE.
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Click on “PI Certification”.
Select “I certify that the 
above statements are 
understood and will be 
followed.”
PI Certification: Mandatory 
field!
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Click on “Workflow History” tab.
Check the status and any comments under this tab.



Attachments
HOW TO ADD ATTACHMENT TO YOUR PROTOCOL
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You can add attachments by using any of 
the “Attachments” buttons.

Please include your attachments on their respective tabs. This is will facilitate the review 
process once your submit.

E.g. Attach your consent form documents on the Informed Consent tab. Attach your 
recruitment materials on the Recruitment tab.
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1. Click on “Choose File” and 
upload file from computer or 
other devices.   You can add a 
description of the attac hment
on the box.

3.Click on “All” to view all the 
application attachments.

2. Click “Apply to document”
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How to locate an attachment… 

How to remove an attachment… 
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Note: by changing the workflow, the attachments will be locked and can no longer be deleted. I.e., while in 
draft mode and pre-review revision mode you may delete any attachments that you do not need. However, 
once you submit to the IRBCO Administrative Review attachments will be locked.

Right click on top of the name of 
the file and select “Delete 

Attachment”



Validating and Saving
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• Once you have completed the application (General Information tab through
• PI Assurance Statement tab), then you need to Validate and Save your application
• Mandatory questions are marked with (*) at the end of the questions

“Validate & Save” is a feature to check for ant incomplete mandatory 
questions. 
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Pending Mandatory questions.

All required questions are answered correctly. 

Application Validation… 



How to find comments, questions, 
and concerns from the reviewer. 
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Click on “Review” button to see all feedback from the reviewer.
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Once you have checked-out the document, then you can navigate all the revisions requested by 
using the review button.
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Click “All“ to see the feedback left on all 
tabs at once, instead of moving from tab 
to tab.

• As illustrated in the red box above, you will find a list of items requested by reviewers for the entire protocol.
• To respond to the feedback, please click on each topic under the “Subject” column to open a pop-op to 

respond. 

To open the feedback items double click 
on the subject
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If a document has to be uploaded as a response, you must go back to the 
“attachments” tab and upload the document in the respective section.

1. Enter comment/answer in 
“Response” Text box.

2. Click “Save & Back”

3. Click “Close Window”



Resubmitting a Protocol
SUBMITTING BACK TO WORKFLOW, AFTER MAKING REQUIRED 

REVISIONS
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1. Click “Workflow” and select “IACUC 
Administrative Review” from the list box.
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Please use this box to communicate with the next Workflow user.

You may leave a comment inside the text 
box, then please click “Ok”
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Make sure your project was submitted by looking at the document status tab. The status 
should be “IACUC Administrative Review”.
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This is how your approved protocol will appear on the AUP tab ‘Approved Protocols’ filter

***Your project has been APPROVED***


