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Signing in

1. Open any browser and go to: https://elementsweb-n.urmc-sh.rochester.edu/Elements/

2. Elements log-in screen, type in your [URMC-SH domain] username and password.
ae
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3. Click Log on.

4. The following screen will appear: (appearance may vary depending on peoples access rights
in Elements)
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Creating a New Animal Order

1. In the Operations Row Click on Animal Orders:

- (2 TOPAZ Elements x l !

| Elements

Operations

Animal Orders
Animal Census
Animal Billing
Cost Accounting

2. The following screen should appear Animal Orders (appearance may vary depending on your access):
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3. Hover your mouse pointer over Orders and the following options will appear:

Animal Orders
Select Tasks from the Menus Below

Orders

ﬁ Create New Order
% Open Unsubmitted Orders
» Open Submitted Orders

/ Open Approved Orders

4. Click Create New Order and the following screen will appear:

cheome-oxtor: hehigbigleikmfkfipbibammjbdenacd inhe_hemeuri= httpy172.16:136.22% Elements/si screen« Animal Crdershiair L@e0 - =0

L L

5. Click on the option Animal Order Form

6. Once Animal Order Form is clicked the animal order process will begin.
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7. Your screen should look like the one below:

| ¥ qre— ) 275 24

|
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8. On the left side you will see the outline with 4 sections:

Protocol Information

Vendor Information

Delivery Information
Administration (Office Use Only)

P whe

9. If you click the little plus button it will expand all items in those sections, as seen here:
o

17216106225/ Tiements/sl/ Tscreens Animal

Fila Edit  View Favodtes Toole Haelp

i Animal Orders = 7 Man  Forms

Create New Order

Outline

Q Qurck Frnder

=11 Protocol tnformation
Request 1d
Requisition Number
Protocol and Species
Principal Invastigator
Requester

= 2 vendor Info
vendor Cataleg

=13 Belivery Info
Dealivery Informaticn
Mota:

[E4 Administration (Office Use Gnly)
vendor Confirmation Number

Comments

Section 1 Protocol Information

1. Click on the Green + symbol on the left to select the Protocol and Species you are ordering against:

o

Select Protocol Species
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2. You should see the following screen with the list of Protocols you are authorized to order animals on:

Select Protocol/Species | (0 Filter: | Not Set...

Protocol # Version # Protocol Title | Species Species Desar | Principal Inve
-

UCAR-RC-33-1BR. Laboratory in N RAT #1 NORDEEN, KAT
UCAR-99-53R Development of  MOUSE #1 FRELINGER, 10/
UCAR-99-29R Target Antigens  MOUSE #1 ZAUDERER, MA
UCAR-99-255R Pulmonary and = MOUSE #1 PRYHUBER, GL¢
UCAR-99-122R Cellular immuni = MOUSE #1 TOPHAM, DAVIL
UCAR-99-115R Studies of the f = MOUSE #1 BOYCE, BREND:
UCAR-98-184R Effects of Acid ¢ MOUSE #1 BUSHINSKY, D/
UCAR-97-91R2 Elucidating the MOUSE #1 SCHWARZ, EDV
UCAR-96-68R Platelet Activati  RAT #2 GELBARD, HARI
UCAR-96-68R Platelet Activati MOUSE #1 GELBARD, HARI
UCAR-95-98R Enhancing imm = MOUSE #1 FRELINGER, 1O/
UCAR-93-185R Ah Receptor Dy = MOUSE #1 GASIEWICZ, Tk
UCAR-88-260R Generic Animal | RAT #1 MOORMAN-WH]
UCAR-88-260R Generic Animal ~ MOUSE #1 MOORMAN-WH]
UCAR-2015-012 Ex Vivo Method = MOUSE #1 KUO, CATHERIP
UCAR-2015-011 Genetic Regulat = MOUSE #1 ACKERT-BICKN
UCAR-2015-010 Regulation of A MOUSE #1 ELBARBARY, RE
UCAR-2015-009 Study of amyloi  DOG #1 HUNTER, JENNI
UCAR-2015-008 Neurophysiolog = MWP #1 MITCHELL, JUD
UCAR-2015-007 Cellular and mo = MOUSE #1 YAROVINSKY, F

. Page 1of 1,
| P 1000 _'| 339 total record(s) found.

LR
3. Select the Protocol you wish to order the animals on and then hit the save button EE:

B e T

—

e bt
= et = .

4. Once you hit save, the PI's information should populate and then you can proceed to Section 2.

Section 2 Vendor Information

1. You can get to the Vendor information section two ways, either by clicking the next button as seen
below or by clicking the Vendor Info in the Outline area:

|E| 2 Vendor Info
Vendor Catalog

Or
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2. Once you have selected make your way to the Vendor info section the following screen will appear:

T o
[ S T e s Bl 1 ]
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s i eaar el
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Probocol and Spedies Click tha Gresn + wymbsl b sabect the Vendor yu are crdering the arimals rom. Yeu will be able 1o select the apecic Strais/Stock/Bresd of the snimal from the Vendor Catalog.
Priscipal [aveitigater
Faniadaar 1L Add Catalog lum from |
52 vender info StrsinsStoch/Beved Descripaisn Geader | Sam Weght | Age Coat Catsiog #
Vesdsr Cataleg
57 Detvery Info

Delivary Information

Ncta:
[E4 Administration [office Use Oely}
Veadsr Confirmation Numiber

Commists

3. Click the Green + symbol to select the Vendor you are ordering animals from, you will be able to
select the specific Strain/Stock/ Breed of the animal from the Vendor Catalog:

f

4. The Select Vendor Catalog window should appear (you will only be able to see the vendors of

whichever species is on the protocol segement you selected i.e. mouse segment will only see the mouse
vendors):

Select Vendor Catalog  (Q. quick Finder 1 @

|Char|es River Laboratories (CRL)

Envigo(Formerly Harlan)

Jackson Laboratory

National Institute on Aging

NCI (National Cancer Institute)

Non-Routine Vendor (Office Use Only)

Taconic Biosciences, Inc.

U of R TG Facility-Office Use Only

University of Rochester, Vivarium-Office Use Only

6 Revised 11/2023



Animal Resource Office Elements Order Guide

5. Click on the vendor you wish to order from, the window should close and the screen should look like
this:

| TCPA Neraeats - Wt et lala
I e ————— Tl 8 T0RT Meres ]

R fa Viee Peotm Teek Mol
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L

( @ Add Catalog Item from I Jackson Laboratory €

6. Click on: A -

7. The Select Vendor Catalog window should pop-up, this is where you can select the Strain/Stock/Breed
you are looking for the default gender is male but you will be able to select the genders later on in the
ordering process: (If you are ordering males and females of the same age than you can do one delivery,
if they are different ages then you need to do separate deliveries for separate ages. You can only order
one strain per Animal Order, so if you have multiple strains you need to make multiple orders.)

Select Vendor Catalog Item \ (Q, Quick Finder ) E Mot Set... -| | g
|| Strain/Stock/Breed | Gender | Catalog # | Age | Cost | Weight Size
a
1] 129X1/5v1 Male 691 a 0.00 1] o
(] A1 Male 646 o 0.00 o
O B6(Ca)-Tlratm1.1Karp/J Male 24872 0 0.00 0
O B&(Ca)-Tyre-21/1 Male 58 0 0.00 0
(] B6.129(Cg)-Cer2tm2.11fe/] Male 17586 0 0.00 0 L
O B6.129{Cq)-Gt(ROSA)2650rtm4(ACTE-tc  Male 7676 0 0.00 0
(] B6.129P2(Cg)-CdhitmiCle/] Male 16933 a 0.00 a
J 86.129P2(Cg)-Cx3critm2.1(cre/ERTZ)Li  Male 21160 ] 0.00 0
(] B6.129P2-Apoetm1Unc/] Male 2052 ) 0.00 o
] B6.129P2-Gt(ROSA)2650rtm1(DTA)Lky/.  Male 9669 a 0.00 a
=] B6.129P-Cx3eritmiLitt/] Male 5582 1] 0.00 o
(] B6.12952-Cd28tm1Mak/] Male 2666 ) 0.00 o
(] B6.12954(FVE)-Insrtmikhn/] Male 6955 o 0.00 o
=] B6.12956-5h2d 1atm1Pls/] Male 25754 1] 0.00 o
(] B6,12957-111ritm1Imx/] Male 3245 Q 0.00 )
(] B&.125-Tg(Pcp2-cre)2Mpin/] Male 4146 1] 0.00 1]
(] B6.129X¥1-Gt{ROSA)2650rtm1(EYFP)Cos  Male 61438 1] 0.00 1]
(] B6.Cg-Acantml(cre/ERT2)Crm/] Male 19148 1] 0.00 1]
= B6.Cg-Acdtmi.1Cek/] Male 21983 o 0.00 o 3
o S, —_— - - =
Page 1 of 1. —
% = P¥ | 1000 * | 128 total record(s) found. ( WOK )( @Cam:el )
A AN 4 4
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8. Once you have selected Strain/Stock/Breed your screen should look like the one below:

i A Cataog B o | o Lty 0
PR—— f— G G gt ke Ged e
e - * )

o

el A | sl 01 e

Section 3 Delivery Information

1. You can get to the Vendor information section two ways, either by clicking the next button as seen
below or by clicking the Delivery Info in the Outline area:

[=] 2 Delivery Info
Delivery Information

Mote:

8 Revised 11/2023



Animal Resource Office Elements Order Guide

2. The screen will look like this:

allal@l
* 080 - i

LGS

an  Foms Ordes Revlews flaceipss - Complaints &.ﬁ

DEMSGET, DM

wincisal Imvetipatos
Fecuester
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ik the “Sibadele Defveres” uaton, and #dd £ reqeséed Defvery Cates, Cick on enber the hanigal i 0 the e o
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1 veachr e Tblsimils 20 anDebwen: VY% At 0
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B Te Account 2
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3. Click the "Schedule Deliveries" button, and add the requested Delivery Dates:
[#

Add Deliveries &
Delivery Calendar o Deliveries

4 May, 2016 » # Expected Date Remove

Su Mo Tu We Th Fr Sa Z| 5/10/2016 (=]

24 25 26 27 28 29 30
W23 WEEC 7
8¢ 9¢ [10] 11 12 12 14
15 16 17 1€ 19 20 21
22 23 24 25 26 27 28
2¢ 30 31 1 20 3 3

4 June, 2016 4

Su Mo Tu We Th Fr Sa
29 230 31 W 2 3¢ 3
3, 60 7 8 9 1M M
12 12 14 15 16 1¥ 18
19 20 21 22 23 24 25
26 27 28 29 30 1 2
L 5 6 M 3¢ 9

(&? cm) (@ Cancel )

A
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4. Click Ok and then click on either the Navigate to Delivery icon or Show Deliveries (bottom left) to fill
out the information on the selected Delivery/Deliveries:

/f

Mavigate to Delivery

5/1

5. The screen should look like this:

109 e e e

Q_._.__:,vlr-. e/ TLI6136.105 Blaments/ e Tscrean Al

deriMan Dx| 4 [ TOPAZ Hements

v Animal Orders D Main Foms. Orders. Reviews  Receipts - Complainis

o Show Deliveries

-la|x]@
kAl I

Protocel and Spedies
Prirgipal Irvestigater
Reguester
=12 Vendor Info
Vendor Catalog
£ Dolivery tnfo
[ Delvery tnformatien
[ Delivery 1 - 510/2016
Bl To Aocount
Per Diem Account
Note:
Housing Lecation
(=1 Select all hazands that these animals wil be ¢
Bivhazard
Chemical
Radiotsotope
Heoe
=} Enrichment Devier Exrmption
Yes
Na
[ Species selection
Hodents
Uther species
Humber of Animas
AgeiWeight/Timed Pregnant/Mom with Litter
Mumbes of Arimals per Cage
For Transgenics Ordy - Genolype

10

BillTo Account
Scheet the account the Animal Purchase will be charged to,

Pee Diem Account
Srinet the account the Per Divms for ths defivery will e eharged te.

| Mote:
| 1f yew plan tn use the Xenogen Imager or the KMRA Irradiator, you must select the KRR tn iniflally howse your mice.

[——

Sedect the preferred Location/Room Number for these animais,

I hazards thatthese animals il be A1 in the dei

{required]

Enrichment Device Exemption

o%

Per the Arkmal Resourcr Enrichment Plan for Laberatory Animals, all animals recedve an enrichenent device in thelr primary enclesucrs. Do any of these andmals have 2 UCAR approved exemption from this plan?

Jves

o Ne

Species selection
Desigriate whether this is a rodent order or other species,
J Redeats

) Cher spoces

B Shom Sections

[
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6. Bill to Account click Green + to bring up the bill to accounts you want this order billed to (you will only
see the accounts of the PI’s that are associated with the protocol you selected):

Select StaffAccount | @ Filter: | ot Set L )

Staff Account |

MOORMAN-WHITE, DIANE - OP211430

MOORMAN-WHITE, DIANE - OP343381
BATES, WENDY A. - OP211430

—— Page 1 of 1.

an i DU SRR 1“““7'|3totalremrd(sjfuuﬂd.

—_—
I\@ Cancel ) y

7. Per Diem Account click Green + to bring up the per diem account you want this order to be charged
to(you will only see the accounts of the PI’s that are associated with the protocol you selected):

e [ [=
Select Staff Account | (@ ) filter | Not Set... -] & g
Staff Account
MOORMAN-WHITE, DIAME - OP211430
MOORMAN-WHITE, DIANE - OP3433381
BATES, WENDY A. - OP211430
—— Page 1 of 1. "%
QP PR | 1000 _'l 3 total record(s) found. |\® Cancel )
- £

11
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8. Housing Location click Green + to bring up the animal housing room where you want your animals
placed in(you will only be able to search and select animal rooms that the protocol segment shows i.e.
mouse should only see mouse rooms). Use the Quick Finder to help your search go faster and then click
Ok:

Select Location ]

4 All Locations
4 UOFR
4 MRB
4 BASEMENT
4 B9B36

BS836D

I& OK I I@ Cancel I

A

9. Select hazards or choose none if you are not using a hazard with these animals in the housing room
you selected previously.

10. Select Yes or No for the Enrichment Device Exemption question

11 Species select, if you are using rodents select the Rodents wait for the addition questions to
populate. If you select Other species please proceed to step 14.

12. Rodents question choose 1-way or 2-way.

13. Housing Strategy question choose Micro or Standard.

14. Acid Water question choose Yes or No.

15. Number of Animals Enter the number of Males, Females or Either for this delivery.

16.Age/Weight/Timed Pregnant/Mom with Litter field:

e Time Pregnant should be entered as TP 10 day/arr

e Mom with Litter entered as Mw 5 (M, F, or Mx) pups 15 day/arr.
17. Number of Animals per Cage field is the number of animals you want per cage.
18. For Transgenics Only-Genotype field leave blank.
19. CO-PI field enter CO-PI if applicable
20. Comments field leave comments if necessary.
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21. Click to save all the information you just entered and then click
submit your order. The Set Status screen should appear as seen below:

Set Status %]

é | ﬂ Submitted

Submitted

22. Click the Set Status button and if anything of the questions were missed you will receive this pop-up:

r a |
Save Failed

Missing Reguired Answers

Age/Weight/Timed Pregnant/Mom with Litter
Mumber of Animals per Cage

o

k. A

23. Click Ok, close the Set Status window and then fill in missing fields. You can also click on the red *
button in the Outline area to see if you missed any of the required questions.
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24. Click Save again and then click on the Submit button. The Set Status pop-up will reappear, click on
Set Status and if everything is complete the order will be placed.

*To verify your order was placed the save and submit buttons will be greyed out.*

**0Once the order is submitted you will not be able to make changes. Please contact the Animal
Resource purchasing coordinator at 275-2654 or daniel _demagistris@urmc.rochester.edu.
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