
Made with Scribe - https://scribehow.com 1

How to Submit an Animal Order in RAMS ACUP
Follow this guide to successfully navigate the RAMS ACUP portal and submit a new
animal order. This walkthrough ensures you accurately input required vendor
information, strain details, and quantity requests to complete your research
procurement process.

Protocol Selection

1 Navigate to https://research.vcu.edu/rams-systems/

https://research.vcu.edu/rams-systems/
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2 Click "RAMS-ACUP"

3 Select the desired protocol the animal order needs to be placed on.

Manage Order Submitters



Made with Scribe - https://scribehow.com 3

Note* PI's must update Animal Order Submitters or their faculty/staff will be
unable to select the "Create Animal Requisitions" button. The person being added
must also be listed in the protocol.

4 Click "Update Animal Order Submitters"
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5 Click "Add"

6 Select the submitter listed on the protocol needing to be added.
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7 Select checkbox for "Submit Animal Orders/Transfers."

8 If applicable, select checkbox "Submit Imports/Exports"
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9 Select OK.

Creating Animal Requisition (Order)

10 Click "Create Animal Requisition" in sidebar.



Made with Scribe - https://scribehow.com 7

11 Select Animal Order

12 Select Research Contact you wish to be the main point of contact for the order.



Made with Scribe - https://scribehow.com 8

13 Click "Continue"

14 Select the appropriate index to charge the requisition to.
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If you don't see your index listed please email Bryan Rowland to have index added
to ACUP and FORCE. blrowlan@vcu.edu

15 Select Research Business Code (RBC) for the DAR Per Diem charges.

Please follow "Creating New RBC" guide if you do not have a RBC set up yet. This is
a specific code that a specified index number is associated with on animal cage
cards for animal husbandry and care fees.

mailto:blrowlan@vcu.edu
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16 Click "Continue"

17 Click 3 dots next to Select Vendor to supply box and select desired vendor.
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Large animal orders are placed typically with Archer Farms. Rodents are typically
ordered through ENVIGO and Charles River. For vendor pricing please contact
Deborah Raedrea@vcu.edu

18 Click "Continue"

Animal Group and Line Items

mailto:drea@vcu.edu
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19 Select Animal Group Species being ordered off of and select Emergency Contact.

20 Click "Add" under Order Line Item Detailer.
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21 Type what strain is being ordered.

For large animal orders "Yorkshire" is typically the main strain researchers use.
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22 Select the appropriate reproductive status. (Can use the 3 dots button on the right
side)

23 Type the Requested weight range. Include unit of measurement. Standard unit is
kilograms.
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24 Type number of animals needing to be ordered.

25 Click this button next to the requested delivery date text box.
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26 Select the desired delivery date.

IMPORTANT** DAR requires large animal requisitions to be placed at least 3
weeks in advance. Animal deliveries must be scheduled on Wednesdays only for
large animals.
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27 Click this button and select which vivarium room animals are to be housed in.

If you are unsure what room your animals should be housed, contact the DAR for
more information and/or email Rob Nelms rnelms@vcu.edudarvs@vcu.edu

mailto:rnelms@vcu.edu
mailto:darvs@vcu.edu


Made with Scribe - https://scribehow.com 18

28 Select the appropriate cost center.

29 Click "OK"
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30 Click "Continue"

31 Select "Submit Requisition Now" checkbox, then "Finish."


