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Questions and Issues 
 
For policies related questions and issues including how to fill out the application, 
please contact the Department of Animal Resources: 
 Email: daradm@usc.edu 
 Phone: (323) 442-1689 
 
For technical related issues, please contact the iStar Technical Support: 
 Email: istar@usc.edu 
 Phone: (323) 276-2238 
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New Protocols 
 
1. After logging into the iStar system, click on the IACUC tab under the red banner.   

Click on New Animal Protocol to start a new animal protocol. 
 

 
 
2. After clicking on the button for a new protocol, you will be directed to the first 

page of the application.  Be sure to save often by clicking on Save towards the 
middle top or middle bottom of the page.  Clicking on the Continue button will 
also save your work.  However, clicking on Back button will not.   
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Continue filling out different parts of the form and save your progress.  It is not 
necessary to fill out the form completely to save.  You can always save changes 
and fill out remaining sections at a later time. 

 

IMPORTANT:  It is highly recommended that you can complete the protocol 
chronologically since your answers in earlier sections would dictate what would be 
required to be completed in subsequent sections. 

 
3. Section 1.4 – Add Personnel 
 

 
 

When you reach Section 1.4, make sure a PI is specified.  If there are any other 
people working on the protocol, please specify them in this section as well.  For 
individuals doing administrative work, you can designate the person as a Study 
Staff Member.  Depending on the role, you can specify whether or not the 
person will be in contact with animals. If there is no contact with animals, no 
training is required for the individual. 

 

IMPORTANT:  Personnel designated as PI, Co-PI, Study Contact Person will get 
email notifications at various phrases of the protocol. 
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4. Section 3 involves Species: 
 

 
 

You need to first click on the Add Species button to add the species related to 
your protocol.  A popup will appear allowing you to select the species to be 
added.  Once the species are added, an Edit Procedures button will appear to 
allow you to modify its associated pages. The Remove button next to the species 
will remove it from your protocol. 
 
After everything is completed in the Species section, be sure to click Exit in the 
upper middle section or lower middle section of the page to exit the Species 
section and return back to the main protocol section. You can add as many 
species as necessary in section. Repeat editing all the associated pages for all the 
species that you have added to your protocol. You will need to complete all of the 
relevant sections for each of the species selected. 

 
5. Go through the additional sections of the protocol to the last section.  Once you 

in the last section, select the Finish button.  If you ready to submit, you can click 
on the Submit Protocol button. 

 

 
 
6. Alternatively, you can also submit the protocol by clicking on the Submit 

Protocol activity in the main protocol page.  If you change your mind about 
submitting the protocol, you can choose to Withdraw the protocol.  If you have 
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questions regarding your protocol, you can Send Message to IACUC.  All these 
things can accessed in the Activities section in the left hand navigation of the 
main protocol page. 

 

 
 

IMPORTANT: Only the Principal Investigator can initially submit and withdraw the 
protocol.  Authorized Submitters can do subsequent submissions of changes, 
renewals and amendments on the behalf of Pis. 

 
Congratulations, you have submitted a new protocol! 
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Authorized Submitters 
 
Beginning in late 2017, Pis can now designate individuals to do submissions of 
changes, renewals, amendments and withdrawals on their behalf at the time of 
protocol submission and anytime thereafter in activity called Adjust Authorized 
Submitters.   
 

 
 

 
Authorized Submitter section in Submit Protocol activity 

 
 

The PI still needs to do the initial submission.  However, after the initial submission, 
authorized submitters can do everything else.  In order for an individual to appear 
in the checkbox list to be selected, they need to be added as personnel in section 1.4. 
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Addressing Stipulations 
 
Protocols, amendments, and renewals can be returned to the PI to address 
stipulations.  These stipulations can be found in the History Log.  Anybody listed in 
section 1.4 of the protocol can address the stipulations by using the Edit Protocol 
button.  However, only the PI and Authorized Submitters will have the Submit 
Changes activity to submit the changes.  The Submit Changes activity is located in 
the Activities section on the left hand navigation of the main protocol page. 
 

 
 
A new popup would appear after clicking the Submit Changes activity: 
 
In the space provided, describes the changes that were made.  You can also attach 
any related documents.  When you are finished, click the OK button to submit. 
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Amendments and Renewals 
 
Amendments and Renewals can be created in Approved and Expired protocols by 
clicking on the respective activity in the Activities section of the left hand 
navigation. 
 

 
Main workspace for IACUC Protocol 

 

If you are due for an Annual Renewal and you need to make changes, it is 
recommended that you create a renewal and choose the Continuation with 
Changes category.  If you are due for a Third Year Renewal, you can select it here 
as well.  Through this method, you can renew your protocol and make the necessary 
changes to it at the same time.   
 
If you are due for Annual Renewal without Changes, you can submit your renewal 
directly after creating the renewal because no changes need to be made. 
 
 

IMPORTANT:  Only one Amendment or Renewal can be opened at one time. 
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Popups for Create New Renewal and 
Amendment activities 
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Withdrawing Protocols, Amendments & Renewals 
 
Protocols, Amendments, and Renewals can be withdrawn at any time by using the 
Withdraw activity located in the Activities section of the left hand navigation by 
the PI or Authorized Submitter.  This activity is only available when the item is Pre 
Submission. 
 

 
 
A new popup would appear after clicking on the Withdraw activity. 
 

 
 
In the space provided, state the reason for the withdrawal.  You also attach any 
documents related to the decision.  When you are finished, click the OK button. 
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