
Cayuse IRB 
for Researchers



Full .pdf presentation for Cayuse IRB for Researchers is available at: 
https://www.memphis.edu/research/researchers/compliance/irb/irb_docs/
cayuse_irb_for_researchers_2017_2018.pdf

3



To begin a new protocol, click
“New Study”

Create a New Study
To create a new study, click the New Study button in the 
upper right of either the Studies page or your Dashboard.
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http://webhelp.evisions.com/HelpFiles/IRB/1.0/en/Content/Studies/Studies.htm
http://webhelp.evisions.com/HelpFiles/IRB/1.0/en/Content/1%20Users/Dashboard.htm


Add study title here

Click to confirm creation 
of new study

Study Title
Enter a title for your study (up to 600 characters). Then, click the Save button.
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Begin Submitting Information & Documents
To begin working on your study, click New Submission to add the Initial submission for your study.
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Study’s Submission
The initial submission appears below the study details. The person who creates the study is added as the PI by 
default. You can change this when editing the submission, if needed. 

Click the Edit button to begin working on the initial submission.
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Once all required questions in a 
section are complete, a green 
check will appear next to the 

section.

Initial Submission Form
You will now be taken to your institution's initial submission form, where you can begin filling out information. 
Your study is saved, and you can return to the Study Details page at any time by clicking on the < STUDY link in 
the upper left of the screen.

Questions marked with a red
asterisk are required. Make 

sure to save your work!

Your Name
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Section 1. General & 
Contact Information

When you create a new 
submission for your study, the 
submission prompts you for 
the information required by 
IRB.  The information of 
includes the Principal 
Investigator’s contact, students’ 
advisor(s), Primary Contact, 
Co-Investigators, and other 
prompted questions.

Questions marked with a red
star are required. Make sure 

to save your work!
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Primary Contact & 
Research Team

You must have a Primary 
Contact.  Select FIND 

PEOPLE, enter the 
contact’s name in the 

search bar and slick the 
search icon.  

When individual appears, 
click the (+) symbol and 
then “SAVE”.  You will do 

this for ALL contact/ “Find 
People” questions.

Your Name

Research Team

Your Name
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Determination

If you select Yes. Proceed 
to determination 

questions for submission,
go to page 29.

If you select No. 
Proceed with your 

protocol 
submission, you 

will begin 
submitting 

information on the 
next page.  
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Attachments & Links

To add a document, 
link, or any 

supplemental files, 
select ATTACH.  Once 

selected, click the plus 
sign (+) and Add Link

and/or Add File.  

After, you have 
uploaded your file 
and/or added your 

link, select APPLY to 
proceed.  
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COMPLETE 
SUBMISSION 

Once you have completed 
your submission and your 
sections are marked with 

the checks, SAVE your 
study and select 

COMPLETE SUBMISSION.  

To route your submission 
to its next step, select 

CONFIRM under 
SUBMISSION ROUTING, 
after you have clicked 

COMPLETE SUBMISSION. 
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Certifying Your 
Submission

You will be routed to back to 
your submission details page 

and the status will be Awaiting 
Certification.  If you are NOT a 

student, select Certify to 
proceed. Your Co-PIs will be 
instructed to also certify the 

submission 

If you are a student you will 
certify your submission as well 

as your Advisor.  Students, 
Your Co-PIs will be 

instructed to also certify 
the submission 
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Determinations
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Determination 
(continued from page 22)

If you have selected Yes. 
Proceed to 

Determination questions 
for submission.  Your 

next step will be 
completing Section 2:  

Determination Questions.  

Your Name30



Section 2 
Determination 

Questions

All questions listed 
under Section 2:  
Determination 

Questions are required 
in order for IRB Analysts 

to determine whether 
your study is Human 

Subject Research or not.
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Section 2 
Determination 
Questions
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Completing 
Determination 

Submission

After successfully 
completing all of your 

determination questions, 
ensure your sections are 

checked as complete.

If so, select COMPLETE 
SUBMISSION.   

Your Name33



Completing 
Determination 

Submission 
(continued)

Select CONFIRM to 
continue submitting 
your determination.  

Your Name
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Questions? 
Contact the IRB Administrator/Research Compliance Coordinator

The University of Memphis 
Division of Research & Sponsored Programs

293 Administration Building 
Memphis, TN 38152-3370 

P:  901.678.2705
F:  901.678.4409

Email:  irb@memphis.edu
memphis.edu/rsp/compliance 
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