cayuse

ANIMAL INVENTORY

How to:  Complete an Animal Transfer

https://cal.esirius.cayuse.com/

1 Login to Cayuse

Practice site: https://cal.stg-esirius.cayuse.com/

Census Coordinator

2 | Select Animal Census

Coordinator Role
ACCOORD v )  SignOff Berkeley

UMIVERSITY OF CALIFORMLA

Relocate Cages (No change of Pl and/or AUP)

T OICE —alas

PO OeT

3 Select desired AUP | Animal Inventory _
& Alert Inbox . :
. Action -
Select Animal Inventory SR TR SR fot
AEEITE A E e B Activate Cards for VWeaned Animals
drop down menu Mew Cage Card Reguests 2
Maobile Inventory - 20
el el & c Weaning Schedule Deactivaie Cards for Used Cages
elect Relocate Cages Un-Fimished Quick Cards 7 N
Animal Transfers 13 Change Activation Date b
Relocate Cages [20
Card
ards =0
Cage Account Transfer
¥
Housing Type Transfer R
Reports 20
DWW Census Reporis
20
Room Reporis
Cage Reporis 20
5 b
earches =0
Cage Search

Cage Transfer Search f20

4 | Fill out form using the
information from the email
request
e Effective Date: The
day after transfer is
scheduled to be
completed
e Card Status: Active
e Choose Option:
Relocate for
Selected Room
e Transfer From
Room: Choose
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current animal
housing
building/room

e Principal
Investigator: Type
Pl

e Transfer To Room:

Choose new animal

housing
building/room

Effective Date
Card 5tatus

Choose Option

Transfer From Room

Principal Investigator

Transfer To Room

% Close Results

' Relocate Selected Cards

Relocate Cages

List of Cages

0O Card Activated On Protocol Building Room Housing Type
O |ooooo02400 09/18/2020  |AUP2016018322 F‘a"cﬁm*“’“"i”“' [151 [Mouse (cage 7x11)

O |ooooo02401 09/18/2020  |AUP2016018322 F‘a"c'i'fm'“m"‘m" [151 [Mouse (cage 7x11)

O |o000002501 00/18/2020 | AUP2015027236 F‘a"c'i'fm'“m"‘m" [151 [Mouse (cage 7x11)

4 Fill-Down Housing Type

Select desired cage(s) from
list (see email request for
cage card ID)

% Close Results ' Relocate Selected Cards

Card Activated On

000002450
Jooocoz4e1

0000002501
O |ooo0oD2402

[ 0000002440
O 0000002483

09/18/2020
00/18/2020
00/18/2020
00/18/2020
00/09/2020
09/18/2020

Protocol
AUP2016018322
AUP2016018322
AUP2015027236
AUP2016018322
AUP2015027236
AUP2016018322

4 Fill-Down Housing Type

EBuilding

Housing Type Account

Morthwest Animal | 51
Facility

12345

[Mouse (cage 7x11) Lawsan, Gregory

Northwest Animal | 51
Facility

12345

|Muuse {cage 7x11) Lawson, Gregory

Northwest Animal | 51
Facili

12345

|Muuse {cage 7x11) Lawsaon, Gregory

Northwest Animal
Facility

12345

[Mouse (cage 7x11) Lawson, Gregory

[151
Northwest Animal 151
Facility

12345

|Muuse {BCF2 cage) Lawson, Gregory

Northwest Animal | 51
Facility §

12345

[Mouse (cage 7x11) Lawsen, Gregory

Relocate Selected Cards

Note: No new cage cards
will be generated.

% Close Rasults

! Relocata Selected Cards

0 Card Activated On Protocol Building
0000002400 00/18/2020  AUP2016015322 L‘a“c"itlfl‘t‘;ﬁm"‘mﬂ' 151
0000002401 0G/18/2020  AUP2016018322 L‘af::"itlfgﬁ“‘"‘"‘m“' 151

} Fill-Down Housing Type

Animal Transfer (Change of Pl and/or AUP)

Mailbox
Cage Card Management

C| animal inve |1toDD

Ale Inbox
Request Options 322
Draft Cage Card Reguests 4
Mew Cage Card Reguests 2
Maobile Inventory

Weaning Schedule

Un-Finished Quick Cards T
Animal Transfers 38

I [ Quick Cards
Total
322 Pl =
4
2
Hayes, Tyrone
7
EL)

Hayes, Tyrone

Hayes, Tyrone

b lRequest Oplionsl Draft Cage Card Requests *I New Cage Card Req

List of Approved Protocols

[ Request Cage Cards «+ Animal Transfers

Protocol Title

EVOLUTIOMARY DEVELOPMENTAL

AUP201 40365 AMPHIBIANS AND THE ROLE OF E|
DISRUPTORS IN AMPHIBIAN DECLI

EVOLUTIONARY DEVELOPMENTAL
AUP20140865(AMPHIBIANS AND THE ROLE OF El
DISEUPTORS IN AMPHIBIAM DECLI
EVOLUTIONARY DEVELOPMENTAL
AUP20140855(AMPHIBIANS AND THE ROLE OF E|
DISRUPTORS [N AMPHIBIAM DECLI

VA | TV kI A W WCLFC| DA ACATT AL
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Select the PI/Protocol for
the requested transfer (the
Pl & protocol that the

Ekequmominns Draft Cage Card Requests x | Jsiaaaaaqd Requests x | Mobile Inventory x | Weaning Schedule x | Un-Finished Quick Cards x | Animal Transfers x [
il
[ Quick Cards || [ Request Cage Cards Animal Transfers Transfer Ownership | & Print Cage Cards
\ T . e > —

Protocol Title

|-
Barton, Greg

Species  Authorized | Balance Expires  USDA | Ereeding?

. AUP201 50272 Gnotobiotic mouse colony Mouse 3838 3888/05/14/2021 |C Yes
Cage(s) are bel ng Lawson, Cregory AUP20150272 Training in Laboratory Animal Methods Mouse 2050 2690 03/31/2021 D Mo
Lawson, Gregory AUP201 50272 Training in Laboratory Animal Methods Rat 1466 1466/03/31/2021 D Mo
w) Lawson, Gregory AUP201 50272 Training in Laboratory Animal Methods Frog 000 800|03/31/2021 D Mo
& Lawson, Gregory AUP20150272 Training in Laboratory Animal Methods Bat 500 497|03/31/2021 D No
. Lawson, Gregory AUP20150272 Training in Laboratory Animal Methods Guinea Pig 600 600|03/31/2021 D No
Select Animal Trans_fers Lawson, Gregory | AUP201 50272 Training in Laboratory Animal Methods Rabbit 30 30/03/31/2021 D Na
9 Fill out Protocol Transfer
Request form. No PI
Are you Tranferring from your Own Protocols Yes @ Mo O change
First, determine if request OR :
is Transferring from your : oL eh
Are yvou Tranferring from your Own Protocols o change
Own Protocols (no Pl yo g ¥ ves O No ®

change)

9a

Transferring from your
Own Protocols (Same P,
changing AUP)

Fill out form
- Date you would

like animals
delivered to room:
Generally 3
business days after
request date. No
transfers on
Tuesday’s.

=

| Protecol Transfer Request |

Person to Motify
Phone
Email Id

Are you Tranferring from your Own Protocols

# of Females |0 |

# of Males |0 |

# of Either o |

# of Cages {é. ----------------------------- }

Requested Stran [

Housing Type .

I 2

S

Date you would Like Animals Delivered to Room. [~~"7""77"7"7"mmosmomm=m==oee 1
S —— 4

Motes to Facility Staff (include instructions on
housing /grouping of animals)

Lawson, Gregory
510 642-4613
john.farley@cayuse.com

Yes @ nNo O
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9b Not Transferring from your L Protocol Transfer Request e —
Own Protocols (Pl & AUP
change) Person to Notify Lawson, Cregory
- Enterin the Pl that Phone 510 642-4613
the cage is Coming Email Id john.farley@cayuse.com
from :
Are you Tranferring from your Own Protocols Yes (O No @
. Requesting Animals from Researcher .- ----------------------------------------------------- 1
Fill out form
Date you would like aebiaees 0 |
animals delivered to room: s E |
Generally 3 business days # of Either 0 |
after request date. No # of Cages o T 1
transfers on Tuesday’s. Requested Strain o ;
Housing Type ]
Housing Location/Room 2
Housing Account T v
Notes to Researcher
Notes to Facility Staff (include instructions on
housing/grouping of animals)
10 | Save
&
Review information
&
Submit Request
11 | Selectthe Pl & Protocol  Select Transfer from Protocol

that the cage(s) are being
transferred from

&

Select Transfer from
Protocol

Protocol # Title Species Category Authorized # Approved

Transfer from Pl

AUP20170205 Probing somatosensory function in— yoyse £ 4800 03/31/2020

Page l:‘ of 1

Bautista, Diana

A Find
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12

Review Transfer Request
Info

&
Enter in any previously
performed procedures

&
Add Cage Card Identifier(s)
and # of animals

&
Select Add Card to List
Repeat add cage cards until
all are listed.

&
Submit Request

Transfer Request Info

Person to Notify
Phone

Email Id

Requested Strain
Transfer To Location
Transfer To Room
Date to Transfer Animals
# of Cages

# of Females

# of Males

# of Either

Requester Motes

Transfer from Protocol

USDA Category

Notes ro Facility - Flease include any previously
performed procedures completed on animal(s) to |

be transferred. If no procedures have been
completed please state, No procedures
performed.

Please use this section to specify the source cards from which the animals will be transferred. You do not

Card ldentifier

# of Females

# of Males

# of Either

Enter any Specific Instructions for this Card

List of Selected Cards

+ Add Card to List i Remove Card from List

i Clear Cards List

Lawson, Cregory
510 642-4513

john farley®cayuse com

Morthwest Animal Facility
151

08/18/2020

1

0

1

AUP2018018322

|2442 |

13

Update Selected Records
for Cage Mapping by
“checking” the boxes and
Select Update Selected
Records Cage Mapping

* Update Selected Records Cage Mapping

Medical Record Il | From Location From Room

Nerthwest Animal |74

booooasos  mmoovoisia  Nomhw
0000002310 MR-00001615  Northwest Animal p; 7,
0000002311 MR-00001615  Merthwest Animal g,

Facility
1

Choose Option

# of Females

# of Males # of Either Map to Cage # Current Map #  Tray
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14

Approve Request
- Select Debit
Requester Protocol

Add any notes to Facility
Staff

&
Select Submit Request

Debit Reguester Frotocal with # of Transferred

Animals

Credit Source Protocal with ¥ of Transferred

Animals

Nares to Facility Staff

(< Submit Requeast

O

Mo Procedures Performed

15

Finish Request Info
- Verify or edit
Housing Location
- Verify or edit
Housing Type
&
Download new cage cards:
- Select Print Cards
- Choose Card
Layout
- Select Generate
New Cards
&
Select Finish Request

16

Download cage cards, if
applicable.

Select File Name from
download list

Note: Check date and time
to verify correct cards

[ File Download

File Name =
STZOYMEES.
I

STZOHVENX PDF

# of Records

STZ0HUZE1 PDF
STZ0HT84B PDF
STYQWYYDS.PDF
STYQPONZS PDF

Double check
date & time

STROWTWEL POF
STROTKSOQ PDF
]
A Find

Created Time Created Download File Description

21 08/06/2020 16:09:49
67 082020

082015

0819:59

081837

2/08/05/2020 15:22:59

1/08/05/2020 11:59:02

1/07/2972020 1519:03

1/07/29/2020 13:47:35
Page \:‘ of 1

Print Cage Cards—Print cards for a selected Delivery Date Range

Print Cage Cards--Print cards for a selected Delivery Date Range

Print Cage Cards~Print Cards for selected Order Number and/or line item
Print Cage Cards—Print Cards for selected Order Number and/or line item
Print Cage Cards—Print Cards for selected Order Number and/or line item
Print Cage Cards—Print Cards for selected Order Number and/or line item
EWE( IEFJE%: Cards—PRINT CARDS FOR SELECTED ORDER NUMBER AND/OR

Print Cage Cards—PRINT CARDS FOR SELECTED ORDER NUMBER AND/OR
T

LINE ITEM
Print Cage Cards-Print Cards for selected Order Number andor line item
view 1-00f 0

Census Coordinator

17

Email facility PAT’s (if
transferring to different
facility, include all PAT’s)
and CC:
supervisor@berkeley.edu
the following information:

e Date to transfer

e PI(s)

Edited 11/3/21 by AL
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e Building(s)

e Room(s)#

e CageID(s), and
Animal numbers

e Barcode ID range
of cage cards

Assistant Supervisor

18 | Check email daily for new
transfers (they will be sent
by Census Coordinator
inbox)

19 | Print new cage cards using
the barcode range sent in
the transfer email (for AUP
change only):

e [f the transfer is
going to a new
facility, the original
location personnel
will print the new

| VL

cage cards
19a
- UMIVERSITY OF CALIFORNIA y
19b
Mailbox Service Requests
| —
& 4+ Mew Service Request

Select Print Cage Cards

Cage Card Management h )
Action
sl

I Service Charges Print Cage Cards I
Alert /2

Inbox TOwowy T
Service Requests 7 T S00001050 08/31/2
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19c

Choose Option from drop
down menu: Print cards for
selected range

Choose Option
From Card ID
To Card ID

Choose Layout

Sort By

& Print Cards

Print Cage Cards

Number of Labels to Skip

19d

Type in card ID range (see
transfer email for card ID
numbers)

Select Layout: Standard
(unless special instructions

are given in transfer email)

Select Print Cards

Choose Option
From Card 1D

To Card ID

Choose Layout

Sort By

& Print Cards ,

Print Cage Cards

Number of Labels to Skip

Order

]

b

19e

Select File Name from
download list

Note: Check date and time
to verify correct cards

Print Cage Cards

File Download

File Download

File Name
TZ0Y N POF
E——

STZOHWBMNX PDF

o
# of Records Created Time Created Download File Description
21 |08/06/2020 16:00:40 Print Cage Cards—Print cards for a selected Delivery Date Range
a7 33 Print Cage Cards—Print cards for a selected Delivery Date Range
08:20.15% Print Cage Cards~-Print Cards for selected Order Number and/or line item

STZQHUZE1 PDF 08:19:50 Print Cage Cards-FPrint Cards for selected Order Number and/or line item
ST704TS48 FOF Double check Tosroer2000 081837 Print Cage Cards-Print Cards for selscted Orasr Numbsr and/or ling item
STYOWYYDS POF d t & . 2|08/05/2020 15:22:50 Print Cage Cards-Print Cards for selected Order Number and/or line item
|STYDPONZS POF ate & time 1|ogros/2020 1150:02 m&t ﬁ"tﬁ\e Cards—FRINT CARDS FOR SELECTED ORDER NUMBER AND/OR
STROWTWE] POF 1072072020 1510:08 mgﬁ_ ) Cards-PRINT CARDS FOR SELECTED ORDER NUMBER AND/OR
STROTKGOO POF 1|07/20/2020 13:47.33 Print Cage Cards—Print Cards for selected Order Number and/or line item
“ »
2 Find Page[r |of 1 Ex3 iew | -0of @

20

Locate transfer cages and
verify the following before
moving cages:

- Barcode numbers

- Cage totals

- Sex

- #ofanimals

- Room/Facility

- Special instructions
Make sure to transfer
cages on the date they
assigned in email!
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21

Physically transfer cage(s)
& update caging, cage
cards (if applicable)

Leave transfer sticky on
front of cage card

Complete an Animal Transfer

21a

Original facility (if AUP
changes):
- Deactivate all old
cage cards*
- Activate all new
cage cards*

*email will specify if cards
need to be
deactivated/activated

New Facility:

- Place into new
housing location
after verifying new
cards are on cage.

Edited 11/3/21 by AL
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21b

How to Activate cards:

1.

Select Animal
Facility Supervisor
Role

Select Animal
Inventory &
Activate Cards for
Weaned Aniamls
Enter real # of
Animals, Select
Debit Protocol and
enter cage ID
Press enter

Note: Process must
be repeated (steps
1-4) for each cage
card.

Mailbox 4

l Animal Transfers (Out) -

@ Preview Request

Transfer Id Submit

1ACUC

Animal Procurement

Cage Card Management

Animal Procurement  »

\

Inbox T

@Cards for Wea ned@

Deactivate Cards for Used Cages

I Animal Inventory
Alert

Animal Transfers (Out)
Animal Transfers (In)

Actiop

Service Charges

Discard Inactive Cards

Reports

Cage Reports

Room Repaorts

Searches

Cage Search
Activate On Mo/26/2020
NMumber of Animals |4 ______________________________ .
Debit Protocol
Type or Scan Card 1D .12345 ________________________ .

_________________________________

Press Enter
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21c

How to Deactivate cards:

1. Select Animal
Facility Supervisor
Role

2. Select Animal
Inventory &
Deactivate Cards
for Used Cages

3. Deactivation date
(today’s date)

4. Choose option:
Deactivate by
Scanning Cage

5. Press enter

6. Note: Process must
be repeated (steps
1-5) for each cage
card.

22

Reply ALL to the original
transfer email, confirming
the transfer has been
completed.

If the transfer can not be
completed, reply to the
original email with the
reason why.

Mailbox 4

l Animal Transfers (Out) -

@ Preview Request

Transfer Id Submit

1ACUC

Animal Procurement

Cage Card Management

Animal Procurement  »

¢

Inbox T

I Animal Inventory
Alert

Animal Transfers (Out)
Animal Transfers (In)

Action

Activate Card

Reports
Cage Reports

Room Repaorts

Searches

Cage Search

o/26/2020 |

Deactivation Date

]
i
i
L

Choose Option

Type or 5can Card 1D

Press Enter
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