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a) Login to eSirius Ą Enter the eSirius URL into your web browserĄ http://esirius.uwo.ca/esirius/ 

ĄeSirius Login Screen Ą Enter your USER ID (established in Expert by default = Last Name + 1
st
 

Initial) Ą Enter PASSWORD (the eSirius administrator automatically assigns you the password during 

a training session for your initial login. Please change your password (your UWO password is 

recommended)  immediately after logging in to ensure that your account is secure - see instructions for 

Section 1.2 (b) ï Change PasswordĄClick óLOGIN TO ESIRIUSô ButtonĄ HOME PAGE  Opens 

 

Section 1 - Initial Startup of eSirius  

1.1 ï Login 

http://esirius.uwo.ca/esirius/
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1.2 ï Home Page 
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Two Navigation Tools for the eSirius HOME PAGE : 

a) TOOLBAR  Ą Grey stripe across the top of the window ĄDisplays current location, your name, your 

currently active Security Role and the current date Ą Gives you link buttons to óSIGN OUTô and 

óREFRESH.ô  

 

b) TABLE OF CONTENTS (TOC)  Ą When you click an item in the TOC, you proceed to the selected 

section on your Home Page. In the example above, ALERTS, ANIMAL USE PROTOCOL OPTIONS, 

MEMBERSHIP, ROLES and CHANGE PASSWORD are the main sections. 

TOC: 

 

 

o Alerts Ą Displays different types of alerts (e.g. óNew Protocolsô, óUnfinished Protocolsô, etc.).  

 Alert  ï An AUP requiring an action (form content completion/change, review, meeting 

submission, etc.) by either a PI/Designate, AUS Office staff or AUS Reviewer. 
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o Animal Use Protocol Options ĄDisplays the AUP access options assigned to you by the 

eSirius administrator. 

 Submit Ą AUP creation, copy, completion or submission (see Section 2.1) 

 TransferĄAUP ownership change (see Section 2.3) 

 Search ĄAUP information search (see Section 5) 

 Reports ĄAUP information reports (see Section 6) 
ü  

 

o MembershipĄDisplays any PI group(s) to which you belong (if you belong to more than one 

group).You may click on the link to switch your membership in order to access all information 

pertaining to the listed PI group. NOTE: When you belong to multiple PI groups, you must 

ensure that you pay close attention to the name(s) listed on your Toolbar as eSirius will 

automatically sign you in to the PI Homepage that you were viewing during your last session 

(which may not be your own Homepage). 

 

o Roles Ą  If you have more than one role (e.g. you are both a PI and an AUS Committee 

Member) and you are currently signed in as a PI, your other role option (AUS Committee 

Member = óIMBRô) will appear in the TOC. Click on the link buttons  to switch between roles 

(and protocol management options associated with each role). The following example illustrates 

the different Home Page views based upon the óPIô and óAUS Committee Memberô roles. 
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o Change Password Ą Allows you to change your current password by following these steps: 

Click CHANGE PASSWORD in the TOC on your Home PageĄeSirius Change Password Page 

appearsĄEnter Your CURRENT Password, NEW Password and then RE-ENTER your New 

Password in appropriate fields (see e.g. below)Ą Click óSAVE PASSWORDô buttonĄeSirius 

Password Confirmation Page appears, indicating that password has been changedĄ Click 

óRETURN TO HOME PAGEô Button to open Home PageĄ SIGN OUT and then LOGIN again 

for changes to take effect. 
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eSirius Options Section Page # 
Login to eSirius A 6 

Start Application  B 7 

TOC C 8 

AUP Action Buttons D 9 

Web Page 11 ï Species List E 9 

Copy Species F 10 

Associated Web Pages  G 14 

Required Fields H 16 

Error Messages ï Required Fields I 16 

Conditionally Required Questions J 16 

Error Messages ï Conditional Fields K 17 

Other Error Messages L 17 

Performing Searches Within AUP Lists Using óQuick Findô Utility M 18 

Attaching Relevant Documentation to AUP N 18 

Web Page 15 - Protocol Personnel List O 20 

Un-Finished AUP Applications P 26 

Error Verification  Q 26 

Electronic Signature R 27 

Submit AUP S 28 

PI Designate Completes an AUP on Behalf of a PI T 29 

View/Print AUP  U 30 

Cancel Un-Finished AUP V 30 
 

 

a) See instructions for LOGIN  (Sect. 2.1) and CHANGE PASSWORD (Sect. 2.2b). The following 

example shows a PIôs Home Page: 

Section 2 ïIntroduction to AUP Forms ï Creating & 

Submitting 

2.1 ï User Creates & Submits an Application for a NEW Protocol 
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b) Start New Animal Use Protocol ApplicationĄeSiriusĄPI Home PageĄ Click óSubmit ï Animal use 

Protocol ï AUP Formô linkĄNew Protocol Application Introduction Page opens with Westernôs AUS 

instructions for application submissionĄ Application is assigned an AUP number & first page of 

application appears: 
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c) AUP Table of Contents (TOC) -left of pageĄ Allows you to open any section by clicking section 

title; However, as you are completing the protocol sections, always click óSAVE & CONTINUEô on 

any page where you have entered data in order to move to the next page. Data will be lost if you enter 

information on a page and then click the TOC without savingĄAs you click óSave & Continueô, you 

will automatically be guided through each necessary section. Some sections may not be displayed, 

depending on your answers to certain questions (see examples for section d) - Associated Web Pages). 
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d) AUP Action ButtonsĄ óSave & Continueô, óClear Page Revisionsô, óSave & Return Homeô: 

o SAVE & CONTINUE  ï Saves all data you have entered on current web page and proceeds to 

next web page. NOTE: Do NOT click óSave & Continueô more than once as the information 

on the web page may be duplicated! 

o  CLEAR PAGE REVISIONS  - Clears all data you have entered on current web page. 

o  SAVE & RETURN HOME  - Protocol application is saved and appears on your Home Page in 

the Alerts-Unfinished Protocols section. 

 

 

e) Web Page 11 ï Species ListĄ The following options are available as you are completing the Species 

List of your AUP application: 

 

 Add SpeciesĄ Enables you to add a new species to your AUP; all species information must be 

entered into the subsequent species sections that appear once a species is selected from the list. 

 Edit SpeciesĄ Enables you to update a species that you previously added to your AUP; eSirius 

will take you through the associated sections for the species that you select from the Species List. 

 Remove SpeciesĄ Enables you to remove the selected species from your AUP Species List; All 

associated sections relating to the selected species will be deleted from the AUP. 

 Copy SpeciesĄ Enables you to copy the information previously entered for the selected species 

and apply it to a new species; This option is convenient as you do not have to re-enter duplicate 

information when certain elements (e.g. Housing Location, Euthanasia Methods, etc.) are the same 

for each species. 
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f) Copy SpeciesĄ This feature allows you to duplicate the information entered for one species and apply 

it to another species so that you donôt have to re-enter the same information multiple timesĄ Web page 

11. Species ListĄ Select previously completed species from the list and click the óCopy Speciesô 

buttonĄ Copy Species PageĄ Select a new species from the PickListĄSelect AUP sections that you 

would like to copy for selected species (unselected sections will not be duplicated)Ą Click óCopy 

Speciesô buttonĄ New species will now appear within the Species List on web page 11Ą Select new 

species and click óEdit Speciesô buttonĄ Ensure that you complete Web Page 11.1 ï Species 

Information  in order to update the animal numbers and species related activities, Web Page 11.2 ï 

Justification for Species Choice & Number, Web page 11.12.1 Agents, Materials, Drugs & Devices 

(if applicable) in order to update species drug dosages, and Web Page 11.16 ï CCAC Categories of 

InvasivenessĄ Fill out all pages that were not selected on the Copy Species pageĄ Use the óError 

Verificationô process to ensure that you have completed all of the AUP sections applicable to the newly 

added speciesĄ The following screen captures illustrate the óCopy Speciesô process: 
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g) Associated Web PagesĄ Certain questions within the Animal Use Protocol application form link to 

associated web pages. Once these questions are selected, the web pages automatically appear in the TOC 

and you will be guided through each related page during the óSave & Continueô process. For example, if 

you select óYesô for the Physical Restraints question on web page 11.1 ï Species Information, the 

related web page 11.12.2 ï Physical Restraints will automatically be added to the TOC. If you then 

click the óAdd Physical Restraint Typeô button on page 11.12.2 ï Physical Restraints, you will 

automatically be directed to web page 11.12.2A - Physical Restraint Information in order to complete 

the detail pertaining to the selected physical restraint type. 
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h) Required FieldsĄ Required Fields are marked with an asterisk (* ) to indicate that the page cannot be saved 

until the field is completed.  

 

 

i) Error Messages ï Required Fields Ą Should you attempt to save a page with incomplete Required 

Fields, an error message will appear indicating the field(s) to be completed (see screen capture below). 

You must click óBackô button on your web browser to return to the incomplete page.  

 

 

 

j) Conditionally Required QuestionsĄ Certain questions within the web pages of your Animal Use 

Protocol application are conditionally required based on your answers to previous questions. You will 

NOT be permitted to save the current page if any of the conditionally required questions have not been 

answered. 
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k) Error Messages ï Conditional Fields Ą Some pages contain the conditional fields when a óYesô 

response requires an answer to a subsequent question and a óNoô response does not. Should you attempt 

to save a page with incomplete Conditional Fields, an error message will appear indicating the field(s) to 

be completed (see screen capture). You must click óBackô button to return to the incomplete page. 

 

 

l) Other Error Messages Ą Should any error message other than the two indicated above appear, click 

the óBackô button on your internet browser and use the TOC to advance to next section (please NOTE 

that any data entered into page with error will NOT be saved).  Please contact your eSirius administrator 

(reference the error message) before attempting to óError Verifyô the protocol application (see section 

ónô for detail). 
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m) Performing Searches Within AUP Lists Using the óQuick Findô UtilityĄ Should you wish to locate 

a particular list item within any of the web pages of your AUP application, you may use the F3 button 

on your keyboard to access the web Search featureĄType in the item that you are looking for (e.g. You 

are searching for óIsofluraneô within the Agent/Material/Drug/Device List on web page 11.12.1A 

Agent/Material/ Drug/Device Selection)Ą As the item is entered, the search feature will scroll down 

the current page to find the closest match. 

 

 

 

n) Attaching Relevant Documentation to AUPĄ Should the AUP require supporting documentation to 

be attached, scroll to the bottom of page to Attachments section. Click óBrowseô button to locate file on 

your computer and click óOpenô to select highlighted file. You may choose to type an additional 

description in the óFile Descriptionô field. Click óAttachô button to attach file to protocol. You may 

attach multiple files by repeating the process outlined in this section. 
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[ESIRIUS TRAINING MANUAL ς PRINCIPAL INVESTIGATOR]  

 

  Page 21 of 99 
 

o) Web Page 15 - Protocol Personnel List Ą The Protocol Personnel List is used to record all personnel 

associated with the AUP, including those who will be performing hands-on animal work and those who 

will not. This section is also used to list each individualôs AUP Related Activities (Procedures that they 

will perform, drugs that they will administer, etc.)Ą When a PI completes an AUP application, their 

name is automatically added to the Protocol Personnel ListĄ The PI must first verify  and update their 

information by clicking the óNameô link within the list:  
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Web page 15.1 ï Personnel InformationĄ The PI must then verify all of their personal information 

within the óUpdate Personnel Informationô section and then enter any training experience which is 

relevant to the AUP within the  óAnimal Experience & Canadian Training Historyô section (NOTE: Do 

NOT erase any previously entered information within this section before contacting the AUS Office)Ą 

Answer all questions within the óIndividualôs Live Animal Activitiesô section pertaining to hands-on 

animal workĄ If you answer óNOô to Question #1 (indicating that NO hands-on animal work will be 

performed by the individual), you can scroll to the bottom of the page and click óSave & Continueô as 

Questions 2-10 refer to hands-on animal workĄ If you answer óYESô to Question #1 (indicating that the 

individual will be performing hands-on animal work), please answer Questions 2-10 relating to the type of 

AUP activities that the individual will be performing and select all species that will be handled by this 

person within the AUPĄ Once the page is completed, click óSave & Continueô: 

ü  
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ü  
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ü  
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Web Page 15.2 ï Personnel Protocol Related ActivitiesĄ Web page opens based on the answers selected 

within web page 15.1 relating to hands-on animal activitiesĄ CCAC now requires that you indicate the 

specific AUP activities to be performed by each individual listed on the AUP ï Use the checkboxes within 

each section to indicate the activities which apply (e.g. The surgeries that the individual will be performing, 

drugs they will be administering, etc.)Ą Click óSave & Continueô button once the page is complete: 

ü  
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ü  

ü Web page 15 ï Protocol Personnel ListĄ The answers selected on web page 15.2 are 

now reflected within the personnel list columnsĄ In order to add a new contact to the 

list, click the óAdd Contactô buttonĄAdd Person > Name Search pageĄ In order to 

search for an existing contact, enter as much of the first and last name(s) of the individual 

and click óSearch Contacts Listô ĄAdd Person > Name Search Results List pageĄ If 

the individual is listed within the results, select the correct contact from the list and click 

óSelectô buttonĄ Fill out all of the information on web pages 15.1 and 15.2 for the 
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selected individualĄ If the individual is NOT listed within the results, click the óAdd a 

New Contactô buttonĄ óAdd a Person Who is Not on the Result Listô pageĄ Enter 

all of the personal information for the new contact and click óUpdate Contactsô buttonĄ 

Fill out all of the information on web pages 15.1 and 15.2 for the new contactĄ Web 

page 15 ï Protocol Personnel ListĄ All selected or added personnel will now appear 

within the personnel listĄVerify all of the information and click óSave & Continueô: 

ü  

ü  

ü  
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ü  

ü  

ü  
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ü  

p) Un-Finished AUP Applications Ą If you have selected óSave & Return Homeô during your protocol 

application, your protocol now appears in the Alerts section on your home page as an Un-Finished 

Protocol. Click Protocol Number Link  (see below) to continue with your application on the page 

where you left off. 

 

 

q) Error Verification Ą Last section to be completed in Protocol application processĄChecks Finished 

Protocol for CompletenessĄ eSirius checks to see that all required fields are completed, and if not, 

takes you back to each uncompleted field.  

For example, if you forgot to select the Primary Purpose of Animal Use from the drop list on web page 

9, the Error Verification process takes you to the ó9.Primary Purpose of Animal Useô web page and 

requires you to complete the information here (Please see example below).  

At the bottom of each page, you are given several Action Button options: 

 Save & Continue with Error Verification  ï Saves changes and continues to next required 

field 

 Clear Page Revisions ï Clears all data entered into current web pageôs fields 

 Cancel Error Verification ï Cancels any changes made to protocol during Error Verification 

process and returns you to your Home Page. 
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ü  

ü  

ü  

ü  
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ü  

ü  

r) Electronic Signature Ą Once the Error Verification process is complete, you will be directed to the 

óElectronic Signatureô pageĄ Enter your password (same password used to login to eSirius) in order 

to verify protocol submissionĄClick óContinueô button. 

 

s) Submit AUP pageĄ Click óSubmit to AUS Officeô buttonĄYour protocol application will be sent to 

the AUS Office along with an email notification (see example below) requesting Animal Use Protocol 

reviewĄOnce you submit the Protocol to the AUS Office, it is no longer in your óAlerts ï Unfinished 

Protocolsô section of your Home Page ï you are no longer able to edit the protocol once it is 

submitted. The protocol will now appear in your óAlerts ï New Protocolsô on your Home Page. 
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t) PI Designate Completes an AUP application on Behalf of a PIĄ A PI Designate will be given access 

to the PI Group to which they belong: they will have the ability to sign in the PIôs Home Page and 

complete an AUP application on behalf of the PI, following the same process as described previously Ą 

The PI Designate CANNOT submit an AUP directly   to the AUS Office; the Designate must submit 

the AUP to the PI and the PI can then verify and send the AUP to the AUS OfficeĄ The following 
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example illustrates the Submit Page view for a PI Designate who has completed an AUP application for 

Doctor Blue: 

 

 

ü  

ü  

ü  

u) View/Print AUPĄ Click óView/Print Protocolô link in table of contents or click protocol number link 

to see the View/Print Protocol page at any stage of your protocol application Ą Select the output of the 
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protocol & sections that need to be printed (NOTE: To VIEW the AUP, select óHTMLô output; to 

PRINT the AUP, selected óPDFô output) Ą Click óPrint Draftô button: 

  

v) Cancel Un-finished AUPĄ Allows you to cancel an AUP application that has not yet been submitted 

to the AUS OfficeĄComplete the óReason for Canceling Unfinished Protocolô fieldĄClick óCancel 

Unfinished Protocolô buttonĄ This function will remove the selected protocol from your óAlerts ï 

Unfinished Protocolsô section on your Home Page. 

 

**See Section 3 (Page 23) for AUP Review and AUS Approval Workflow Processes** 

 
2.2 ï PI Submits an Application for a New AUP from an Existing One 


