






4

16. To identify the PI and other IRB personnel, they will need to be added to the Cayuse system.
17. An initial upload of user data has been entered into Cayuse, but this ONLY included faculty and staff.
18. Students need a request submitted by the PI to be added.
19. Use this link to make the request. If you have a large group, please contact Angela Bingham to put in the request.
20. If you cannot find a person using the People Finder tools on the IRB Personnel page, use the Microsoft Office link to 

request they be added.
21. As all required fields are filled in on the application, Check-boxes appear on the left sidebar (below). If a section is missing 

a check-box, you need to click on that section and see what is missing.
22. Multiple people can work on the IRB application, but only the PI can certify.  Once the application is complete, the person 

filling it in can click Complete Submission in the lower left corner.  This only sends it to the PI to verify it is ready for 
review. 

23. The PI still has one more step.

24. The protocol is routed to the PI (if you are the PI, it simply takes you to the screen, below.
25. The PI can review the IRB if it was prepared by someone else, and determine if it needs to be returned for more work, or 

if it is ready to certify (sign) to send out for review. If more work is needed, the PI can click Return and set up a meeting if 
needed to review the draft protocol with the person who prepared it.

26. Clicking Certify will bring up a screen of Assurances, for the PI to read, and confirm that the IRB is ready for review.  
27. Click the green button on the lower right corner.

28. Once the PI certifies, the individuals in the Office of Research and Innovation, Research Compliance who are assigned the 
IRB Analyst role will receive an alert within Cayuse as well as an email.

29. The Analyst will verify that everything is present and nothing to prevent review is evident.
30. The Analyst can assign the appropriate review path, and the entire protocol as submitted will route to the appropriate 

reviewer(s) or be places on the agenda for the next IRB Convened Full Board meeting.
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31. The Analyst will continue to work with the reviewer(s) and PI to secure approval.
32. The PI can check the status of the IRB within Cayuse using the Submission Details screen, as seen below.
33. Note the flag now reads Under Pre-Review
34. In the lower part of the screen, under Task History, the steps the protocol has gone through are date and time marked.  

This will also show when the reviewer has been assigned, when comments have been made or approval granted, and will 
log renewals and amendments for the life of the protocol.

35. The PI can export a PDF of the protocol as needed.
36. Upon approval, a letter will be generated and sent, and will be logged within the software for retrieval. 


