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Basic Information:
Login and Site Orientation
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Login: 
https://www.axiommentor.com/login/shibLogin.cf
m?i=cofc
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https://www.axiommentor.com/login/shibLogin.cfm?i=cofc


Use your regular 
CofC email address 
and password to 
login; you will only 
need to do this step 
occasionally as your 
login will be saved  
for future uses. 
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Once logged in, you will be taken to the home 
page, which looks like this: 
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IACUC Info Page

Select the IACUC tab in the top 
navigation bar to access the 

IACUC pages

The IACUC home page is also the 
Info Page, which includes many 

helpful links and form templates

Left Navigation bar contains all 
the needed links for IACUC 

submission and review
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Documentation Page

Use the left 
navigation bar to 

access the 
Documentation 

page, which 
includes all the 
IACUC-related 

documents and 
forms
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My Applications

Select My Applications 
to create a new protocol 
application or view/edit 

existing protocols

Approval dates, annual 
review dates, and 

current application 
status can be found at 

this link
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Student Protocols- For Faculty Sponsors

Faculty sponsors of 
student investigators can 

view, edit, and submit 
their student 

applications using 
Student Protocols tab.

Only faculty sponsors 
can submit to the IACUC 

and will receive a 
notification from the 

system when an 
application requires an 

action.  
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IMPORTANT NOTE REGARDING 
STUDENT RESEARCH

• If you are a student and are submitting an application, it must first be 
submitted to your faculty sponsor for initial review and approval. 
• Only the faculty sponsor can submit to the IACUC on behalf of the 

student
• Faculty sponsors must follow the steps outlined Faculty Sponsor 

Instructions, below. 
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Required Training for all Researchers and 
Faculty Sponsors

• CITI Program certification is required of all students 
listed on the IACUC protocol. Training must have been 
completed in the past 5 years. 
• See CofC webpage for more instructions and links
• Your CITI Certificates are listed under the CITI 

Certification tab in the left-hand navigation menu
• CITI information is automatically uploaded each night, 

so please wait 24 hours after you complete the training 
at CITI Program for it to appear in Axiom Mentor
• Contact compliance@cofc.edu if you have any issues 

with your CITI Certifications 12

https://research.cofc.edu/administration/documents/policies-documents/irb-training.php
mailto:compliance@cofc.edu


IACUC Application 
Instructions for Researchers
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Create/Edit an Application
Press this to start a new 
application

Select My Applications from 
the left navigation menu

To edit an application, press 
on the Title 
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New Application: Protocol Information
Once you press “Create a New 
Protocol” button, this screen will 
appear where you enter the basic 
protocol information.

When you add Co-PIs, you can also 
select which level of access they 
have-View or Edit

Note: Make sure your Application 
Title is specific to the research, not 
a generic title like, “Senior Thesis 
Research” 

Then press Save to continue to 
Application Page
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Project Type

Project Type: Choose from the options in the 
drop-down menu
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Application Type

Two options: 
• New Protocol
• Three-Year Renewal (aka de novo)

If the application is a three-year 
renewal, provide the IACUC # of the 
previous protocol
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Regulatory Agency

Select USDA if USDA-covered species 
are involved, otherwise, leave as 
None

USDA-covered species: warm-blooded animals used in research except:
• birds, 
• rats of the genus Rattus, and 
• mice of the genus Mus bred for research. 
• cold-blooded animals such as fish, reptiles, and amphibians. 
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Application 
Page: 
You will see this 
page whenever you 
select the protocol 
from the “My 
Applications” menu

Change the information 
displayed here by pressing 
the Edit button

Complete the rest of 
the application by 
pressing “Application 
Sections” 
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Personnel Qualfications

Application Sections can be expanded by pressing on the two arrows. Additional sections may appear 
depending on the answers provided in the basic information section. Sections with unanswered questions will 
be marked in red. 

CITI Program Certification can be found under Personnel Qualifications tab. This data is uploaded directly from 
CITI each night. Please contact compliance@cofc.edu if your CITI certification does not appear here. Additional 
personnel, including students can also be added to the protocol here. 20

mailto:compliance@cofc.edu


View 
Application 
Sections

Press the ”Answer” button to 
begin the application. You can 
begin at any questions, and it 
will automatically take you to 
the next questions as you 
save each answer. 
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Answer questions

Enter responses into the text box and press “Save 
Answers” when finished. 
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Key Tips/Insights:
• Once “Save Answers” has 

been pressed, the next 
question and text box 
will appear



Smart form: drop down options depending on 
responses
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Some of the text boxes are 
dependent upon responses to 
yes/no questions, like this one



Some questions require additional uploads
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Press “Browse” to find the 
appropriate file on your 
computer. Once the file is 
selected, press “Upload.” 

The upload will appear on the 
Application home page. 
Additional Uploads can be 
added there as well. 

Key Tips/Insights:
• Upload options will 

appear, as necessary



Links to resources within application 
questions
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Text in red is hyperlinked, 
and will take you to other 
resources



Attach Images
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You can also attach an 
image to the text box, 
which may be needed for 
more complicated 
procedures. 

Other text edit options can 
assist with scientific 
language



Multi-Choice response options
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Check all that apply

Then provide 
description in the 
text box below



Certify
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Check the box to Certify



Additional Application Sections
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Press the arrows to expand the application section to continue answering 
application questions

Key Tips/Insights:
• New sections added from eForm responses appear 

at bottom of Application sections page



Animal Information

Click here 
to start 
this 
section

Or here
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Then click here to 
add a species;

Can add as many 
as necessary
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Click here to 
add/edit species 
information 
answers



Add Species
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Enter required 
information 
and press 
“Save”
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Add Species Information
Once species information is entered 
and saved answer the questions 
below. 

If additional species are added, 
answer the questions again for each 
species. 



Surgery Section
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Surgery Application section will only appear if you select yes to 
this question



Answered All Questions
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This will appear when all questions in a section are answered

Press Back to All Sections to continue 
working on the rest of the application 



Unanswered Questions
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Any sections with unanswered questions will be indicated in RED



All Sections Complete
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No text in red will appear once all questions in each section are complete. 
However, you can still edit responses or select View Application Page to 
submit the application



Application Page
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“Submit for Review” button 
will be active once all 
application sections are 
complete. 

But first, make sure all 
necessary uploads are 
attached.



Upload Docs
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Key Tips/Insights:
• Select the Upload Documents 

button from the top of the 
protocol page. 
• You can then upload 

individual or bulk 
documents. 



Application Uploads
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For a single 
upload, press 
“Browse” to locate 
file on your 
device, then 
upload. 

To upload multiple documents, 
press “Upload Multiple Files”

For a single 
upload, select the 
File type from the 
drop-down menu



Types of Uploads
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Key Tips/Insights:
• Multiple file types can be 

added
• Additionally, more files may 

be added as necessary



Upload Multiple File
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Then set the file 
type, and press 
“Save”

First press “Upload Files” to 
choose the files from your device. 

Key Tips/Insights:
• You can also bulk upload 

multiple files at once
• You will need to set a 

file type



Application Page- not ready to Submit

If your application 
is incomplete, the 

“Submit for 
review” button 

will not be active
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Application 
Page-
Ready to 
Submit
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Press “Submit for 
Review” button to 
submit application 

to the IACUC



Submit
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Press OK to complete submission. 
You will receive a confirmation 

email upon receipt. 



PI Notified of Revisions Required via email
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If revisions are required, the PI will 
receive an email outlining the requested 
changes



Revisions Required: PI View
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Application will be highlighted, and state “Revisions Required” in the My Applications section



Track 
Changes
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Changes to the 
application are tracked 
and highlighted in 
green. 



Submit Revisions
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Once all revisions are 
complete, check to box 
next to ”Submit for 
Review”  



Approval 

Email approval sent once approved by IACUC
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IACUC Application Instructions 
for Faculty Sponsors
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IMPORTANT NOTE: FACULTY SPONSOR 
ACTION IS REQUIRED IN ORDER FOR THE 
STUDENT TO SUBMIT AN APPLICATION TO 
THE IACUC
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Student Protocols-Faculty Sponsor
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If you are a faculty sponsor, you will find the application under 
“Student Protocols” tab in the left navigation menu. Then press 
on the protocol title to review and submit to the IACUC.



Student 
Protocol 
Page

View all sections of 
application by selecting 
“Application Forms” and 
by opening and 
reviewing the Uploads
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Review Application Sections
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Press “Reader 
Comments” to add 
comments on any 
response

Select the “Request 
Revisions” section to 
open a box to describe 
requested revisions. 

Or edit them directly by 
selecting “Edit Answer” 



Complete review of the student application
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Press “Faculty Sponsor Action” button to 
complete the review of the student application 
and submit to the IACUC



And select the appropriate response from the 
dropdown box. 
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THE STUDENT APPLICATION IS ONLY 
SUBMITTED TO THE IACUC ONCE YOU HAVE 
ACCEPTED AND PRESS “UPDATE STATUS”
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Key Tips/Insights:
• If the application is complete 

and ready to submit to 
IACUC, select “Accepted” and 
the select “Update Status”
• This will submit it to 

IACUC



IACUC Member Review 
Instructions



Assigned Reviewers listed on Page
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If you are an 
assigned 
reviewer, your 
name will appear 
here



Review Assigned
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Press on the title to 
open the protocol

If you are assigned a 
protocol to review, you 
will receive an email 
notification with a 
direct link to the 
protocol. 

Protocols assigned to 
you can also be found 
under the “Reviewer” 
section in the left 
navigation menu, under 
the IACUC tab 



View Application Page
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Click on “Application 
Sections” to view the full 
application

Additional uploads are 
included at the bottom 
of the Application Page



View Application Sections
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Or check the “Expand 
All Sections” box to 

expand all application 
sections

Press the arrows to 
expand the application 
section and view the 
answers



View Application Answers
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Read through the application 
answers. If you have any 
comments or stipulations, press 
“Reader Comments” below the 
answer. 



Add Reader Comment
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Add comment in the text box 
and press save



Comments Highlighted and Timestamped
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Answers with comments 
are highlighted in green. 

Press on the arrows to 
display comment 

To display to other 
reviewers: check the box 
“Display Comment to 
Other Readers” 



Indicates which Sections have Comments
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Go back to Application Page to complete review
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Press “View Application Page” from the top of the page



Complete Review
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From the “My 
Applications Page”, press 
the “Review” button



Review Page
Step 1: Leave any comments and review status: 
approve, recommend full committee review, 
approve with stipulations 

Step 2: Then change the review status from 
the drop-down menu 
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Step 1: Reviewer Comments: 
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Add comments in the 
text box and press Save



Step 2: Change Review Status
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Choose “Completed” if approved with no stipulations 
If approved with stipulations, choose “Pending-Revisions Required” if revisions are 
required. This will pull up a notification message to the IACUC admin



Revisions Required
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Pending-Revisions Required option 
will pull up this message window. 
Write the required revisions in the 
text box and press send. This will send 
the message to the IACUC admin-–not 
the PI. 



Review Complete- Revisions Required
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If revisions are requested, this will be the final screen once you press send. You will 
be notified again once revisions are submitted. 



Review Complete
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If you have completed your review and no revisions required, 
once you see this screen then the review is complete.



While Pending: No application appears
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Revisions Required: PI View
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Application will state “Revisions Required” when in that status. 



Reviewer Notes now listed

PDFs of reviewer notes are now included in 
the application. You can use these as a 
reference if revisions were requested, or 
look at the Reader Comments in the 
Application Sections
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Reassigned DMR after Revisions
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If a revised application is sent back to you for re-review, press “DMR 2” 
for the second review. The first review, “DMR,” is already complete.



Changes tracked in application
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Revisions are tracked in green. Old text is stricken-through. 



Protocol Modification 
Submission Instructions



Modification tab located at bottom of 
Application Page
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To start a new protocol modification, press 
“Create New Modification” button



Choose which application sections to modify

83

Check all that 
apply

Note: Add additional 
students by selecting 
“Personnel 
Qualifications”
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Press “Edit Application 
Sections” to revise 
application information

Press “Modification 
Questionnaire” to provide a 
summary of proposed 
changes. 



Modification Questionnaire

85

Press here to begin 
answering required 
questions. 



Complete Modification Questionnaire
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Press ”Save Answer” once 
complete, then “Return to 
Application Page” to continue 
modification and revise application 
sections. 



Change Application Sections information
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Make changes in the 
text box and press 
”Save Answers”



Submit Modification
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Once changes are 
made and 
questionnaire is 
answered, press the 
“Submit” button  

Press OK to complete submission. 



Annual Review (Continuing 
Review) Submission 

Instructions



Continuing Reviews, Modifications location at 
bottom of Application Page
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Press “Complete and 
Submit” to start the 
Continuing Review

Recommend submitting 2 
weeks prior to Due Date 
provided



Set Continuation Status
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Choose the appropriate year



Answer Continuing Review Questions
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Upload new permits
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Selecting “Yes” will prompt an upload option. Upload any new 
or renewed permits—one file only so compile into a single PDF 
on your device before uploading. 



Upload Animal Use Information
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Use the answer template and fill in the chart. 

Additional rows can be added by 
right-click in the table and choosing 
Row->Insert Row After



Assemblages/Biotic Surveys
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For assemblage/biotic 
surveys with multiple 
species, use the Species 
Chart .xls file instead, 
which can be 
downloaded by clicking 
on  “Species Chart”. 
Upload completed PDF at 
the end of the CR. 



Submit Report
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Once completed, submit report.

See Modification Submission 
Instructions if a modification is 
also needed. 


