
 Cayuse Human Ethics:
Organizational Approvers 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 is 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



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.



Certifying a New Protocol

Organizational Approver



Certification

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

The Organizational Approver/ 
Department Chair will receive:
 E-mail Message with Link
 Notification Bubble
 Task
 Added to Awaiting Authorization

Display Button

There should be two designated 
approvers for each department:
 Both will receive notifications
 Two approvers in case there is a COI

and one cannot review the study.
 Required for Initial Review Only.



Review
Click on Study Number

Switch to 
Org Approver Role

All Awaiting Certifications will appear in 
this section. Click to open the list. 
You will also have a task assigned.



Review
 Click on View Button to

view the protocol.
 After Review Click on

Return to send the
submission back to the
study team or on Certify
to approve the study and
send to the IRB.

 If you RETURN the
submission, you will need
to contact the study team
and communicate the
revisions required to
obtain organizational
approval.

IRB recommends using the 
Task feature on the Cayuse 

Home screen for this 
purpose.



Attestations
 After clicking certify, you will need to

accept the Organizational Approval
Attestations

Useful Tip: The Approved Studies 
section of the Org Approvers 

dashboard will record all studies 
you have certified in this role.



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

	Seeing Through the Fog: �Navigating the IRB Submission Process�Cayuse Human Ethics
	Learning Objectives
	What are IRB’s and Why do they Exist?
	Multiple Regulations & Guidelines
	Cayuse Orientation
	Access to Cayuse Human Ethics�
	Slide Number 7
	My Profile
	Slide Number 9
	Slide Number 10
	Studies Tab
	Study Details
	Creating a New Protocol
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Initial Submission
	Certification
	Pre-Review
	Credentialing
	CV’S & Conflicts of Interest Requirements
	CITI Training�
	Under Review
	Legacy Studies
	Legacy Study Shell
	Legacy Study Conversion
	Exempt & Expedited Conversion
	Checking the Status of an Existing Protocol
	Slide Number 31
	Slide Number 32
	Status
	Editing and Re-submitting a Reopened Submission
	Slide Number 35
	Slide Number 36
	Requires Changes
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Where to find your approval documents
	Slide Number 44
	Slide Number 45
	Modifications/Amendments
	Creating & Submitting a Modification
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Continuing Review/Administrative Check-In
	Renewal or Continuing Review Requirements
	Administrative Check-In
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Incidents/Reportable Events
	Slide Number 63
	Slide Number 64
	Incident Report
	Slide Number 66
	Closure Request
	Slide Number 68
	Slide Number 69
	Study Closures
	Notable Changes in Initial Submission
	Project Selection
	Study Team
	Secondary Data
	Exempt Studies
	Slide Number 76
	Initial Application Submission Process
	Initial submission requirements�
	HSR Initial Review Form
	Research Plan
	Writing the Local Protocol
	Templates Available: Click Here
	Consent Process
	Writing the Consent Form
	Slide Number 85
	IRB Routing & Review Process
	Slide Number 87
	Slide Number 88
	Slide Number 89
	Processing Options – �Full Board/Convened IRB
	How long will initial review take?
	Important:�IRB review and approval is required before initiating, modifying, �or extending your research projects.
	IRB Procedure Updates Summary
	IRB Resources
	Get Help – IRB Staff Consultations
	Looking Forward



