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HOW DO | LOG ONTO CAYUSE HUMAN ETHICS?

1. Emailrb@stockton.eduto gain access to Cayuse.



mailto:irb@stockton.edu
https://stockton.edu/research-sponsored-programs/irb.html

HOW DO | NAVIGATE THE DASHBOARD?

1. In Draft
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Submissions by Type provides a quick summary of the
types of submissions associated with a researcher.

My Tasks lists all outstanding tasks regarding active
studies.
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HOW DO | CHECK THE STATUS OF MY APPLICATION?

Submission Status
Flag Icons







HOW DO | CREATE A STUDY?

Products = & YourName ~

Click the blue “+ New Study” button in the upper rigitand corner.
This will create a study repository, essentially a folder for all your
submissions for a singular project.

Enter the title in the text box then click on the blue check

Click the blue “+ New Submission” button in the top rightand corner
then select “Initial”. This will begin a new study submission.
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HOW DO | CREATE A STUDY?

The individual filling out the submission will automatically be assigned as the PC or Primary Contact, which is whyntREA
button is crossed off. To access the full submission, click the “Assign PI” button or the “Edit” button on the study degails p

The first page is the Getting Started page. Read for information on key contacts for assistance, a general summarytiofr
that may be requested of you throughout the form, and access to CITI Tra (I)-1 5>40d [(eOg O Tc 0 59-4 (0).62 -1.2 Td [(
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HOW DO | CREATE A STUDY?
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HOW DO | CREATE A STUDY?

PRINCIPAL INVESTIGATOR

Enter a last name into the search bo

and click the magnifying glass butto
Organization Email

Select the name and click the green OF of Ressarch &

Sel n Britny Dileo Sponsored Program - britny.dileo@stockton.edu
Org 210010
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Sections
Getting Started

Qf‘roject Personnel

alsalaVWael FisaFal.

T o e e




HOW DO | SUBMIT AN INITIAL APPLICATION?

Once the form is complete, a Routing and Complete

.. . Sections L4
submission button will appear. Select “Complete :
Submission”, then confirm. el I A
L. . . 'oject Personnel v Pr
Once the completed submission is confirmed, the use - :
. . . . . asic Information " Bz
will be redirected to the Submission Details Page.The
HSR or Not Enga... " NI

user and all research team members must click the
“certify” button on the study details page to route the adennt v A
submission to IRB review.

NOTE: If research personnel are having issues certifying the submissio
contact the IRB Administrator to administratively certify on their behalf ¢ T T E AT &

By suting

prevent review delays. In cases of student research, administration OMPLETESUBMISSION $  C
certification requests will not be accepted by students and must be discl - 7
by the faculty advisor associated with the project.
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HOW DO | CHECK CITITRAINING CREDENTIALS?

Once research team members are saved into the
application through the “Find People” buttons in the
Project Personnel tab, PIs can check if those individuals
CITI trainings are up to date.

Select “View” under Trainings in the personnel table.Thi
will bring up a list of all CITI trainings associated with th
individual along with completion and expiration dates.
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HOW DO | ADDRESS REVISION REQUESTS AND COMMENTS”

Comments from a reviewer or the IRB

administrator will appear as a bubble next to the
sections the comments are located.

Type “Ctrl + F” and search for “expand” to locate

all comments on the page. Click the “Expand
Comments” button.

Sections

Getting Started

To address comments, reply to the comment, a
fix the issue in the actual submission.

After replying to the comment, click the “Not
Addressed” button then select “Addressed.” Afte

all comments have been addressed, resubmit y
submission.
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HOW DO | SUBMIT A MODIFICATION?

Select the study to modify under the “My Studies,” bo
My Studies

If you do not see the study on your main dashboard, makg —— _
sure to use the “View All” option at the bottom of the “My A At )-na Insert Study Title Here
Studies” section.

Click the blue “New Submission” button and sele
Modification.

P T S R T Y VT YT Y SN\ VT YT AT NN N

Submissions Study Detan._

Full Study Title Here
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HOW DO | SUBMIT A MODIFICATION?
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HOW DO | RENEW MY INITIAL APPLICATION?

Select the study to renew under the “My Studies” box.

Click the blue “New Submission” button and select

Renewal” from the list. onsew Insert Study Title Here

Complete the renewal or status update form, depending
on the study’s review leveDnce the form is complete,
select“Complete Submission” and ensure all resea
team members “Certify” after.

Study Details
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HOW DO | FIND PRIOR APPROVAL LETTERS?

Select the study you are trying to locate approva
letters for under the “My Studies” box.

Toggle the screen to view individual submissiong
associated with a protocol.

Select the submission you need an approval lett
for (e.g.: Initial, modification, incident)
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HOW DO | SUBMIT ATECHNICAL SUPPORT TICKET?

« If you are experiencinggechnical issuewith the

Cayuse Human Ethics system, please email Cayus
Tech support asupport@cayuse.com

» Please be sure to include your name, contact
information, study number, a screenshot of the erro
(if applicable), and a description of the issue.

TIP: TROUBLESHOOT FIRST.

If you have confirmed your access to Cayuse Human Ethics with
the IRB administrator but are met with a blank page or cannot
load Cayuse, try troubleshooting. ORSP recommends clearing

your cache and browsing history and reloading the page.

If the issue persists, contact support@cayuse.com .
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CONTACT US

Office of Research and Sponsored Programs
609.626.3567
iIrb@stockton.edu

https://stockton.edu/researciiponsoredprograms/irb.html
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