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How to: Animal Import or Export Request

1 Login to Cayuse https://cal.app.cayuse.com
The Import/Export Request in Cayuse functions for either rodents or zebrafish.
2 | Check that Research Staff
Members Role is dlsplayed Role: Researcher Staff - Pl Group: Lawson, a Products * -
Members Gregory
| Animal Procurement |
3a | Select Animal Procurement
by toggling arrow next to Role: Rhiseagcherstaff gl Group: Lawson, a Products * -
Products (optional) embers regory
Qﬂ’lﬁ Procurement j
3b | Or - Select Animal
. . cayuse ite: ole: Researcher Sta roup: Lawson,
Procurement in sidebar (D Animal Procurement Berkeley o e Cresory aY Prod
“Mailbox” (dark blue
hlghhght W||| dISp|ay) Animal Oversight OrderAnima\sa Order Animals (%]

Click on Order Animals
button (a list of AUPs as
options will be in table) >
Click on desired Protocol to
highlight choice

Animal Procurement

This tab displays a list of your approved protocols. Start by

Alart Inbax  Total ) selecting a Protocol and then choose any of the available
O Preview Order features (e.g. Order Animals, Import Animals, etc.)
Order Animals 0] 12
QFind & Page/1 |of0 » b (20 w
Draft Orders
Order # # Source Vendor Workflow Order Date
Draft Imports/Exports QFind & Page/1 |of 0 » o [20 v

Draft Standing Orders
New Orders

New Imports/Exports

3c

If you see multiple lines for
one AUP, check for the
correct species and USDA
pain category for your new
cages. > Click on desired
AUP to highlight choice

+ Order Animals + Import/Export Animals + Standing Order B Register
QFind <& Page|1 |of1 0 v
Pl Protocol Title Species  Authorizec Balance  ApproveDate  Review Date E"'g:gm‘ USDA Category
Lawson, Gregory AUP20150%Z Training in Laboratory Animal pecies 1500 1500 02/28/ 2 02/28/2024 D
Used At
Double check Species &
La USDA Category Animal  American 600 600 02/28/2021 02/28/2022 02/28/2024 D
Bullfrog
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4 | Click on Import/Export
Animals button

cayuse
((ro Animal Procurerent Site: Berkeley Role: Researcher Staff Members = Pl Group: Lawson, Gregory  m Pre

Animal Oversight L © .
Order Animals Draft Imports/Exports ¥ NewOrders X NewImports/Exports X Wait Listed %

Animal Procurement

Alert Inbox  Total 4+ Order Animals + Import/Export Animals + Standing Order BB Register
Order Animals 0 12

QFind o Import animals for non—comm?rcTal Pagel1 |of1 0 v

Draft Orders sources such as other academic
Pl s pry_institutionser private companies pecies  Authorizec Balance  ApproveDate  Review Date

Draft Imports/Exports 2 2

Lawson, Gregory AUP201502 Trainingin Laboratory Animal All Species 1500 1500 02/28/2021 02/28/2022
Draft Standing Orders Methods Used At

Uch

New Orders

Lawson, Gregory AUP201503 Trainingin Laboratory Animal ~ American 600 600 02/28/2021 02/28/2022
New Imports/Exports Methods Bulifrog

5 | Fillin Shipping Institution
information with as much (((f) Eﬁﬁ;m Procurement Site: Berkeley  Role: Res
information as known of the

Other institution Import/Export Animals NO08177

Order Number N008177
Fields with an asterisk are Principal Investigatar Lawson, Gregory
required. Enter “unknown” Species American Bullfrog

if needed (must be updated

Import or export is noted Outside Institution (O *

here in the “Type” field. (ON) Principle Investigator *

(Ol) Veterinarian Name *

(O1) Veterinarian Email *

(01) Shipping Coordinator (SC) Name *

(O1) (SC) Email *

(O1) (SC) Phone *

Type* ~
Requested Shipping Date

Ol Address

Select the first line item and click the Edit button. Click the Add button to add additional line items.

6 | Click on Item info table,
high[ight 15t row, # Delivery Date Qty Housing Type PerCage  USDACtgy  Strain Age Sex Housing Location

Click Edit button to create 1 0 0 D

first line item :
+ Ad lete  QFind & Page|1 |of1 20 v~ View1-10f1

Notes to OLAC Staff
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7a | Fillin pop-up window form e 1
with as much info as known. . ® |
. . . 1 R
Fields with an asterisk are . i
. Delivery Date *
required.
Qty 0 *
Note: Delivery day will FEIETETR ¥
depend on courier Per Cage 0 .
availability and shipping USDA Ctgy D =
institution. Strain
Age -
Please allow at least 3
) 3 Sex v o
weeks for processing time
. Housing Locati .
for requested import. ousing tocation v
Room v
Click Save button Housing Account v
Purchase Account v
Remarks
Primary Contact v =
Primary Contact Phone
; Primary Contact Email
x Cancel
o - P
7 b Select the first line item and click the Edit button. Click the Add button to add additional line items.
# Delivery Date Qty Housing Type Per Cage USDA Ctgy Strain Age
Click on the Save changes 1 0 0 D
button at bottom left of
page. + Add ZEdit @ Delete QFind < Page[1 Jof1 20 v
Notes to OLAC Staff
Vz
O Cancel changes
7c To add more or edit line Select the first line item and click the Edit button. Click the Add button to add additional line items.

items, Click on Item info
table,
Click “+Add” button, and fill

in the pop-up window table.

# Delivery Date Qty Housing Type Per Cage USDA Ctgy Strain Age
1 11/28/2022 1 FrogExtraLarge Tank 5 D adult
BullFrog
+ Add Z it W Delete QFind & Page|1 |of1 0 v
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7d | Besure to click Submit on

the subsequent screen to " Delivery Date Qty Housing Type Per Cage

confirm.

1 11/28/2022 1 FrogExtralarge Tank 5
. BullF

If not submitted and the Hirres

window is closed, the

request will be saved as a + Add # Edit W Delete QFind & Page

draft — see Draft

Import/Export tab. Notes to OLAC Staff

& Cancel Order
8 | Check the New
cayuse .
|mp0rtS/EXp0rtS ta b' or from ((ro An\'fﬂa‘ Procurement Site: Berkeley Role: Researcher Staff Members ~ Pl Grou

the side bar, for a list of
requests.

Animal Oversight

Animal Procurement

OrderAnima\sa Draft Imports/Exports ¥ New Orders * New Imports/Exports * \

Alert Inbox  Total DO Preview Order
Order Animals 0 12

QFind & Page| 1 |of1
Draft Orders

Order # # Source Vendor Workflow Order Date Reques!
Draft Imports/Exports 3 3 ~ NO08177 -1 Item(s)
Draft Standing Orders NQ08177 1 Mars Animal Facility 11/07/2022  Turner, H¢
Supervisor

New Orders
New Imports/Exports 0 1 QFind & HazE ]

Return to Cayuse to check
9 | the status of requests.

Please allow at least 3 weeks for processing time for requested import.

10 | Change Requests Contact OLAC Import coordinator at importexport@berkeley.edu ASAP for any
changes needed to import or export requests.
Nov. 2022
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