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DCM LARS Login 

 

To log on to LARS you must have a UTOR ID and password. Open a browser on a desktop 

computer.    

Do not use IE.  Mozilla or Chrome are recommended. You must deactivate the pop-up blocker 

for the smooth operation of LARS. Once you have finished those tasks, do the following: 

 Open the DCM LARS web page (https://lars.dcm.utoronto.ca). 

 Enter your UTOR ID and password. 

 Land on the LARS Investigator home page. 

 

Figure: DCM LARS Login Page 

 

 

When you log in to LARS as a Business Personnel, you are directed to the Investigator 

Homepage. The Homepage is the action center for pending and completed animal orders. A list 

of available animal use protocols is also available.  

To view account details, the relevant menu items are Invoices Report, Purchase Invoices Report 

and Reports. You can navigate to the above functions through the Investigator Submenu.   
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Figure: LARS Investigator Homepage 

 

 

Figure: Investigator Submenu 

 

  



  
 

Invoice Reports/Account Details 
 

The DCM LARS system provides three accounting reports.  

The Consolidated Invoices Report – this is a summary of the total costs for all accounts for a 

specific billing period. Currently, this report is only available to the Principal Investigator. 

Contact the PI for a copy of this report.   

The Invoices Report – this is a list of the per diem charges for each active animal use protocol.  

You can refine searches by choosing a specific billing period and/or a specific animal use 

protocol. 

The Purchase Invoices Report – this is a list of the charges for the purchase of animals for each 

active animal use protocol. You can refine searches by choosing a specific billing period and/or a 

specific animal use protocol.   

The total cost for supplies and services is found on the consolidated invoices report. If you have 

specific questions about service and supply charges, contact DCM (dcm@utoronto.ca). In your 

email, reference the account number and the associated protocol number. 

 

How to Access Invoice Reports: 

Consolidated Invoices Report 

Menu Path: Investigator>Reports>Consolidated Invoices Report 

 

Make the appropriate billing period selection, and click okay. 

 

A pdf file downloads automatically.  
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Open up the file. 

This report typically contains at least two pages. The first page is a summary of the total charges 

for each account belonging to the investigator. It is not an invoice. 

 

 

 

The second page and any subsequent pages are the statements/invoices. There is a page for each 

account number belong to the PI.  

If you have already provided DCM with your FIS numbers, please consider this report a cost 

summary only. No payment is required.  

If you pay through direct deposit/ wire transfer or by cheque, note that invoice numbers start 

with prefix “M300PAI”. Remit payment referencing these invoice numbers. 

 

 

 

 

 

 

 



  
 

Details by cost category are on this page, 

 

 

For details of charges, see the following reports, 

 Animal Purchase charges for animal orders: Investigator>Purchase Invoices Report 

 Animal Per Diem charges: Investigator>Invoices Report 

 Services and Supplies Charges, and if applicable, a credit: Contact DCM 

(dcm@utoronto.ca) (Please reference account number and associated protocol numbers.) 

Note: the Purchase Invoices Report, Invoices Report, Services and Supplies Charges, and Credit 

are listed by Protocol, not Account Number. Only the Consolidated Invoices Report provides 

invoices by account number. 
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Purchase Invoices Report 

Menu path: Investigator>Purchase Invoices Report 

 

For an overall view, select the billing period and the PI name.  

 

If you work with multiple accounts, copy the above chart to an excel sheet, then add an “Account 

Number” column for a better view of cost distribution based on account/protocol numbers. 

At this level of the Purchase Invoices Report, the total cost per protocol is listed. (See image 

above and below). 

 

For further details on the Purchase Invoices Report, click on the hyperlink (in blue) at each level. 

There are 3 levels of detail that you can access. 

 

 



  
 

Level 1 displays the account number and the total being charged for each account number. 

 

Level 2 lists all orders placed for a given account number. 

 

Level 3 lists the order details with pricing information. 

 

 

 

  



  
 

Per Diem Charges –Invoices Report 

Menu path: Investigator>Invoices Report 

 

For a complete summary of per diems, select the PI, the billing period and then select All for 

protocol ID. If you want specific costs for one protocol then select the specific protocol. 

Similar to the Purchase Invoices Report, there are 4 levels of invoice report details. 

 

Overview:  

Provides the total per diem charges associated with the selected protocol.  

Click on hyperlink (Invoice #) to access Level 1. 

 

 

Level 1:  

Provides the total per diem amount for a specific account number.  

Click on hyperlink (Species/Cost Code) to access Level 2. 

 

 

 

 

 



  
 

Level 2:  

Provides total number of cages and the total number of care days charged to a specific cost code.  

Click on hyperlink (Species/Cost code) to access Level 3. 

 

 

Level 3:  

Provides total number of care days for each cage (barcode ID).  

Click on hyperlink (barcode ID) to access Level 4. 

 

 

 

Level 4:  

Provides total number of care days for a specific cage with check in and check out dates. 

 

  



  
 

Supplies and Services Charges 

If you require specific details of the supply/service charges for an account, make a request to 

DCM by email. We will provide the supply/service charges detail as an excel file for the protocol 

you request (one protocol per excel file). 

 

 

Credits 

Credit details will be provided as a screen capture, 

 



  
 

Summary of All Available Reports 

The table below provides a description of all reports available to the Investigator. 

Report Name  Description 

Search Document Search for a specific document related to a specific 

document number: protocols, requisitions, orders, 

barcodes, split/weans, transfers and receipts. 

In Preparation Document Details Report  Requisitions which are in preparation are displayed 

for the selected Investigator. 

Monthly Room Census Report On selecting a specific month and year in the 

search criteria, the Monthly Room Census Report 

pops-up with Barcodes, PI, RP, Protocol ID, 

Species, Strain, Cost Code, Check in, Check Out 

dates, Account details and Total Days indicated on 

the report. 

Daily Room Census Report On selecting a specific day with the search criteria 

the Daily Room Census Report pops-up with 

Barcodes, building, room, PI, RP, Protocol, 

Species/Strain, Cost Code, Check in, Check Out 

dates, and Account details. 

Cage Room Census  On selecting the search criteria with specific from 

and to Dates, the Cage Room Census Report pops-

up with Barcodes, PI, RP, Protocol, Species/Strain, 

Cost Code, Check in, Check Out dates, Building, 

Room, Last Seen Date plus more. 

Cage Card Report Click the binoculars icon next to barcode textbox to 

open the search cage card dialogue box. 

Select the desired search criteria and click OK to 

display the related bar codes.  

Select the radio button next to the barcode and click 

Add. This directs you to Cage Card Report 

related to that barcode. 

Click OK to display the barcode details. 

Pending for Receipt You can view the details for any orders placed but 

are yet to be received from the vendor. 

Select the format; either HTML or PDF and click 

OK. 

 



  
 

Report Name  Description 

Consolidated Invoice Report  

(Note that this report is only available to 

the Principal Investigator.) 

You can view in one location the total cost for all 

your animal purchases, per diems and service 

charges for all your AUP’s for a billing period. 

 

Invoices Report 

(Note: this report can be found through 

the Investigator main menu) 

You can view the invoices of per diems by AUP 

and/or billing period. 

Purchase Invoice Report 

(Note: this report can be found through 

the Investigator main menu) 

You can view the invoices of animal orders by 

AUP and/or billing period. 

Protocol/Account Report You can view the protocol and the account linked 

to it.  Choose a date.  Click OK.  Click export to 

excel. 

Invoice Account Report You can view the Invoice Account details within a 

specific time period in HTML or PDF format.  

Click OK to display information specific to that 

account with respect to protocol, run #, invoice # 

and amount. 

Fully Ordered Requisitions You can view the fully ordered requisitions and the 

details of the requisition.  

Select Protocol Id, PI Name and click OK to 

display the details. 

Pending for Order You can view the protocols/species details for 

orders that have yet to be sent to vendor.  

Select the From Date, To Date, and HTML or 

PDF and Click OK. 

Fully Received Orders You can view all the fully received orders and the 

order details for specific protocols. 

Select Protocol Id, PI Name and click OK to 

display the details. 

 

  



  
 

Logging Out of DCM LARS 

When you have completed your work in LARS exit the application completely by clicking on the 

Sign Out link in the upper right corner of any page. 

Figure: Sign Out Link 

 

 

Do not close the application without signing off. Click the Sign Out link to sign off from 

the application 

 


