
Batch Amendments Instructions 

“Batch Amendments,” a new feature in eACUC, allows you to amend multiple approved substances 
and/or procedures in the same amendment without manually copying substances or procedures. 

Please keep in mind since approved substances are embedded within procedures, amending an 
approved substance will also amend the approved procedure in which the substance is embedded. The 
same goes for Anesthetic Regimens, which can and will be embedded within surgical or other types of 
procedures. 

“Batch Amend Procedures or Substances” is located under “Create Personnel Amendment(s)” in the PI 
Library. Click the link to begin. 

The system will display any protocols are currently unavailable to amend via batching within a red box 
after you click the “Batch Amend Procedures or Substances” link. 

1. First, select whether you are amending a substance or procedure. You may select both, if applicable: 

 

2.1 If you select “Substance(s),” you may select any approved substance in the 2.1 field by clicking the 
purple “Add” button: 
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2.2 If you select “Procedure(s),” you may select any approved procedure in the 2.2 field by clicking the 
purple “Add” button: 

3. After you select the items you wish to amend, click the purple “Build Amendment List” button below: 

 

The system will then generate a list of ALL possible usages for the substance/procedure(s) you have 
selected. If you need to add an additional substance or procedure to your list, the purple button under 3 
will have changed to “Rebuild Amendment List:” 
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4.0 The substance or procedure you have selected to amend will appear at the top of the list, followed 
by all possible usages for the substance or procedure and a list of active protocols in which the 
substance or procedure is used. 

If you wish to amend all substances and procedures in the list, you can simply provide an amendment 
description in the text box and click “OK” at the bottom of the screen to initiate creation of the 
amendment. 

If you wish to remove certain associated procedures or protocols from the amendment, click the 
“Update” button and you will see the pop-up screen below: 



Batch Amendments Instructions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Batch Amendments Instructions 

1. If you have selected a substance to amend that is an anesthetic, the associated Anesthetic Regimen 
procedures will appear here. 
If you have selected an Anesthetic Regimen procedure to amend, the associated “parent procedure(s)” 
(i.e. surgeries, blood collection, imaging, etc.) that contain the Anesthetic Regimen procedure will 
appear under 1. You can remove any procedures you do not wish to amend.  

2. If you have selected a substance to amend that is an anesthetic, the “parent procedure(s)” will appear 
here (i.e. surgeries, blood collection, imaging, etc.) in which the Anesthetic Regimen procedure is 
embedded. Otherwise, no data will populate in this list. You can remove any “parent procedures” you 
do not wish to amend here. 

3. All protocols that utilize the substance/procedure you are amending will appear on this list. You can 
remove any protocols you do not wish to include in the amendment. 3. will again indicate whether you 
currently have any protocols with open or submitted amendments. 

4. If you entered an Amendment Description on the previous page, it will populate here. If not, enter 
your Amendment Description here, then click “OK.” 

 

The procedures you have removed will not appear on the list after you have clicked “OK,” like in the 
above image. If the procedures listed are the correct ones you wish to amend, click the “OK” button 
under 4. The system will verify if you would like to continue. Repeat this process for the substance(s) 
and procedure(s) you initially selected to amend. 
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You will then be taken to the Dashboard screen: 

 

The system will create any clones/copies of the substance(s)/procedure(s) you have selected so that you 
may edit them. This process may take several minutes depending on how many items you are 
amending. 

You can use this screen as a Dashboard to navigate to the copies of each substance or procedure to 
make the necessary edits, then click on the protocol title to be taken to the amendment screen for that 
protocol: 

  

If you close this dashboard screen and want to re-open it later, simply click the “Batch Amendment 
History” tab in the PI Library and then “View Status:” 

 

Any substances or procedures you have selected to amend will also appear in your PI Library as Draft 
copies with the date of creation beside them: 
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Any procedures you have amended via Batching will automatically: 

• Retain the personnel attached to the previously approved procedure. 
• Retain the lab location (on the “Animal Housing and Use” page, 3.0 Animal Use) attached to the 

previously approved procedure. 
• Anesthetic Regimens embedded within other procedures will automatically be updated to the 

newly created version, as long as you have elected to amend the other procedure the 
Anesthetic Regimen is embedded within. 

Any substances you have amended via Batching will automatically: 

• Replace the original substance with the amended version in the procedure(s) they are used in, 
as long as you have elected to amend the procedure(s) the substance is used within. 

If you are amending multiple substances and procedures, each “Amendment Description” you provide 
will populate automatically. So if you have three substances you are amending on the same protocol, 
the three Amendment Descriptions will auto-populate on one amendment. 

You will still need to submit the protocol amendments one-by-one and edit any additional Sequence and 
Timing information if that needs to be amended as well. 

If you need to also add a brand new substance or procedure, you may during the batch amendment 
process, but will still have to create the new substance or procedure and add it to the Experimental 
Groups page. 


