
 Cayuse Human Ethics:
Investigators Guide



Cayuse Orientation

Access
Home Screen
My Profile
Dashboard



Access to Cayuse 
Human Ethics

• Request a Cayuse Access for Non-Wright State Users
• https://www.wright.edu/research/research-and-sponsored-

programs/cayuse-and-redcap-access-request-for-non-wright-state-users
• Normally granted in one week

• Request Cayuse Access (have existing w-number)
• https://www.wright.edu/research/research-and-sponsored-

programs/cayuse-access-for-wsu-students-staff-and-faculty-form
• Normally granted within two days

Cayuse Human Ethics Link

VPN Not Required!

https://www.wright.edu/research/research-and-sponsored-programs/cayuse-and-redcap-access-request-for-non-wright-state-users
https://www.wright.edu/research/research-and-sponsored-programs/cayuse-access-for-wsu-students-staff-and-faculty-form
https://wright.app.cayuse.com/


Cayuse Home
 Assign tasks to yourself and research team
 Does not connect with individual products but 

will show up on this home task page and 
individuals assigned will receive e-mail 
notification to complete task.

• Product Switcher
• My Profile



To Add a CV
Click My Profile
Click Documents
Select CV
Click the Upload button

To add Annual COI:
Click My Profile
Click COI Disclosures
Click +New Disclosure
Select Research Based
 Note: Annual only completed in January

My Profile



List of Expired Studies:
Submit Renewal or 

Closure

List of All Studies 
in Progress

List of All 
Approved Studies

• Role Switcher
• Notifications
• Product Switcher
• My Profile

Review Status

Assigned Tasks

Dashboard

Interactive 
Help



Submissions Tab
 Can filter and sort

Note about Assignment:
 Four Roles:

 Principal Investigator
 Primary Contact
 Co-Principal

Investigator
 Investigator

 View Only
Access

Each application will specify exact 
role in that study. It will not be 
reflected here.



Studies Tab

Toggle to 
Archive to 

view closed 
studies



Study Details

Status Flag

Approved & Stamped Documents

Study Information

PDF Button:
 Converts Application to

PDF. Does not include
attachments.

Letters Tab:
 If there are letters

associated with the
study, a letters tab will
appear next to the
attachment tab.





Creating a New Protocol

Starting the Initial Submission
Question Types
Workflow













Initial Submission
 Save Often!! Cayuse saves when you hit 

next arrow, not if you manually navigate 
sections.

 The person that starts the application is 
automatically assigned as Primary 
Contact (PC). This can be changed. You 
can have as many PC’s as you need. 

 You must designate one Primary 
Investigator (PI). This must be manually 
indicated in the application.

 Access Rights:
 PI, Co-PI, PC: Edit Rights
 Research Site Coordinators: Edit Rights
 All Others: View Only Rights





Types of Questions



Types of Questions - Images



Types of Questions:
Person & Sponsor Finder



Types of Questions:
Attachments







Certification
After study is submitted, the PI, PC, and 
all Co-PI’s must sign in to certify their 
involvement in the project. 

The PI, Co-PI, and PC will receive:
 E-mail Message
 Notification Bubble
 Task
 Added to Awaiting Authorization 

Display Button

After all study personnel have certified it 
will be forwarded to the Organizational 
Approver (i.e., department chair).

Note: No signature delegation ability in Cayuse. 
Against IT policy to share passwords. Everyone must sign for themselves.



IRB recommends 
using the Task
feature on the 
Cayuse Home 

screen to 
communicate 

requested 
changes.

Return to Investigator during Certification



Pre-Review
IRB Quick Overview Occurs

 Correct Application Type 
Completed
 Quick confirmation of review 

path
 Required Documents Attached
 Investigator Credentialing

 CV’s
 CITI Training
 Project-Specific SFI
 Annual COI

 Identification of required ancillary 
review & regulatory 
determinations needed



Under Review
The IRB has accepted the study and it is 
starting the review process.

Step 1: 
 Risk Management Pre-Review (WSU)

 Conflicts of Interest
 Export Control

Step 2: 
 Premier Health HIRC Committee
 VAMC Research Committee
Step 3: 
 Wright State IRB Review
Step 4: 
 Risk Management Post-Review (WSU)

 Biosafety
 Laser/Radiation Safety
 Institutional Research/Registrar
 CoNNECT MRI Center

Note: Contact the IRB for an update if your study is in the same 
status for more than two weeks.



Legacy Studies
Study Shell
Initial Submission



Legacy Study Shell
Basic Study Details will 

be imported into Cayuse 
for Approved Studies 
Only
Cannot import application 

details or documents, just 
basic study information.

Will be listed under RSP 
Gateway study number.

Click + New Submission
Select Legacy



Legacy Study 
Conversion

Must complete the legacy 
initial application and 
submit.
 Needs to be completed and 

approved before you can 
complete a modification or 
renewal (CR). 

 If you do not need to submit 
a Mod or CR, then no action 
is required.

The Legacy Initial 
Application is identical to 
the initial application BUT 
no required fields.

If you only need to close the 
study, this option will bypass 
the legacy initial application.



Exempt & Expedited 
Conversion
When processing the Legacy 

Study Conversion, all exempt 
and qualifying Expedited studies 
will be converted to an 
Administrative Check-In 
process.
Removes renewal (CR) 

requirement.
Add annual e-mail reminders.

Note: Exempt with limited review 
and Expedited studies are subject 

to post-approval monitoring.

Contact IRB Office to:
Set up individual appointments 

to assist with legacy transfer
Obtain copies of previously 

approved applications to assist 
with data transfer



Checking the Status of an Existing 
Protocol
Navigation
Study Statuses







Status
Task History
Indicate where in the process the study is 
currently in queue.

Review Board:
Indicates which Committee is reviewing
 Dayton VAMC Research Committee
 Premier Health HIRC Committee
 Risk Management Review (WSU)

 Conflicts of Interest
 Biosafety
 Laser/Radiation Safety

 Wright State IRB

Note: Risk Management is generally first. 
Wright State IRB is generally LAST. 



Study Status Descriptions



Editing and Re-submitting a Reopened 
Submission
How to address changes requested by the IRB







Requires Changes
Click on the Active 

Submission Type
Initial
Modification
Renewal
Incident
Closure













The PI, Co-PI, and PC will receive:
 E-mail Message
 Notification Bubble
 Task
 Added to Awaiting 

Authorization Display Button



Where to find your approval 
documents
Documents
Letters







Modifications/Amendments

Create & Submit a modification
Revising the application
Comparison Tool



Creating & 
Submitting a 
Modification
Note: You are only able to 
have one modification in 
process at any given time. 





 Complete 
Amendment 
Details 
Section



Note: A copy of your 
last approved version 
of the application is 
generated.
 Make all changes.
 This ensures 

proper version 
control. 



Comparison Tool
 Select COMPARE on 

Menu Bar
 Shows the changes 

made between this 
application version 
and previous one

 Can be used for 
uploaded documents

 Number indicators 
for number of 
differences

 Green for additions
 Red for deletions



Updated Documents:
 Add Date or Version 

Number to Title.
 Keep unchanged 

documents
 Add New Documents





The PI will receive:
 E-mail Message
 Notification Bubble
 Task
 Added to Awaiting 

Authorization Display Button



Continuing Review/Administrative 
Check-In
Starting a submission
Submission requirements
Procedure Change



Creating & Submitting a Renewal





Please answer 
all questions in 
each section.





Incidents/Reportable Events

What needs to be reported
How to create and submit an incident







Incident Report
 Complete all questions
 When finished, click COMPLETE 

SUBMISSION
 Recommend submitting all minor study 

deviations once per year for 
Exempt/Expedited studies



Closure Request

How to create and submit an closure request







Study Closures
Complete all sections on the 

left menu
Submit when complete
Will follow same process as 

modifications, renewals, and 
incidents by being routed to 
the PI for certification prior to 
review by the IRB.
Once closed, there is no re-

opening the study.



Virtual Office Hours
Wednesdays at 11am –

12:30pm
By appointment

 IRB Chat via Teams
 IRB Help Line: 

 937-775-4462

Email: irb-rsp@wright.edu

Get Help – IRB Staff Consultations

mailto:irb-rsp@wright.edu
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