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What is Cayuse IRB? 
 

Cayuse Institutional Review Board (IRB module is an electronic system for preparing, submitting, and 

routing studies for IRB approval. All information is stored in the system and can be accessed securely 

for any location. User receives electronic notification when action is required on their part, allowing 

the study to proceed smoothly thought each step of the process. 

Cayuse IRB: 

• Provides a comprehensive electronic compliance solution. 

• Eliminates the need for paper forms. 

• Is accessed using a secure connection via your web browser. 

• Helps to ensure timely submissions by automatically generating reminder notices for 

continuing reviews. 

• Allows institutions to design custom forms that request only the information that is relevant to 

the study, based on information provided by the researchers. 

• Allows multiple researchers and administrators to view and work with forms at the same time. 

• Tracks and compares changes between different versions of a submission. 

• Enables convenient and efficient coordination of meetings and distribution of meeting minutes. 

• Links IRB submissions to funding proposals in the Cayuse SP module, if licensed. 

Cayuse IRB users also have the ability to see a brief overview of cayuse under the Help -> View 

Dashboard Tutorial or Help -> View Visual Search Tutorial 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: This guidance document is only for Cayuse IRB. All other Cayuse related questions 

should be directed to cayusesupport@memphis.edu or osp@memphis.edu 

mailto:cayusesupport@memphis.edu
mailto:osp@memphis.edu
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Logging into Cayuse 
 

Go to memphis.cayuse424.com .com and log in using your UM credentials. If you are a student and 

do not have accessed Cayuse IRB, you will need to request access by emailing 

cayusesupport@memphis.edu.  

Please allow 48 hours for your account to be created. Once your accounts is created, someone from 

the Cayuse Support team will email you with confirmation. 

 

 

 

 

 

 

 

 

 

 

 

When you first log in you will see the Cayuse home screen. You will need to click on Cayuse IRB 

(Human Studies Compliance)  

 

https://memphis.cayuse424.com/
mailto:cayusesupport@memphis.edu
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Home screen Dashboard 
 

When you enter Cayuse IRB, you will be taken to your Dashboard. You will see a display of an 

overview of all the studies you are involved with and/or require your attention. Your dashboard offers 

a way to view and filter studies, location in the submission process and pending task. 

 

 

The four status bars across the top allow you to determine where your study is in the submission 

process 

• In Draft: takes you to the submission page and displays all of the submission that are currently 

in draft. You may see a status of Unsubmitted, Reopened or Required Changes. 

• Awaiting Approval: takes you to studies that require your certification. Studies will appear in 

this section when members of the research team is still pending their certification. Example: PI 

has certified the submission, but still pending certification from a Co-PI. User can see when 

other users are pending certification or when certification was completed 

• Pre- Review: You study has been received by the IRB Analyst. The Analyst will review your 

submission and either make comments in your submission or send your protocol to the 

reviewer 

• Under Review: You protocol submission is under review. The reviewer will either approver 

your protocol submission or request changes. 
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Creating a New Study 
 

To create a new study, click the “New Study” button in the upper right your Dashboard or Studies 

Page. 

 

Enter the title for your Study then click the Save (blue check) button. 

 

After creating your study, you will be taken to the Study Details for this study. To begin working on 

your study, click on the “New Submission” button in the upper right corner and select Initial. 
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The initial submission appears below the study details page. The person who creates the study is 

assigned as the Primary Contact by default.  

 

 

Click the Edit button to begin working on the initial Submission. This will bring you into the 

submission form, where you will begin filling out your protocol. You can save your protocol and return 

at a later time to complete your submission 
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Completing the Submission 
 

When completing your study, the submission prompts you for the information required for the University of Memphis IRB template. 

There are multiple sections the must be completed in the initial submission. 

Section 1: Investigator Information 
 

Question 1: The first task to complete is assigning the Principle Investigator (PI). To do you click on “Find Me” and search the name of 

the person who will serve as the PI and check their UofM affiliation. Note, if the PI is a student then their faculty advisor is required to be 

on the submission as well.   

Questions 2-4: Answer appropriately as it related to this protocol submission in regards to Co-PIs and Co-Investigators 

• If Co-PIs or Co-Investigators are Faculty/Staff or Students at the UofM you can use the “Find Me” button to add them to your 

protocol. Please note that if Co-PIs or Co-Investigator are added to the protocol, they will be responsible for certifying the 

submission.  

Question 5: Does your study have a sponsor? 

• If your study is funded use the “Find Sponsor” button to search for your sponsor.  

 

Question 6:  Do you need a Determination?   

• If you are unsure if your proposed research falls under the definition of humans Subjects research, then select “Yes. Proceed 

with determination questions”.  Sections 1,2 and 6 will populate 

• If you know your proposed research is human subjects research, then select “No. Proceed with your protocol submission.” 

Sections 1,3,4,5 and 6 will populate 
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Section 2: Determination Questions 
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Section 3: General Information 
 

When submitting a full protocol submission, you are required to complete human subjects training at CITIprogram.org. Once you complete your 

training it is valid for 2 years.  

Human Subject CITI training modules 

• Biomedical Research 

• Social and Behavior research 

• Student conducting no more than minimal risk research  

• Nursing 

• IRB member 

 

https://about.citiprogram.org/en/homepage/
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Section 4: Protocol Questions 
 

Cont. 
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Section 5: Informed Consent 
 

The Revised Common Rule states that informed consent must begin with a "concise and focused 

presentation of the key information" that would assist subjects in deciding why they may or may not 

want to participate in the research.  It needs to be organized and presented in a way that facilitates 

comprehension. [§46.116(a)].  

Full Board and Expedited review-categorized research require informed consent for human subjects 

to participate in research.  Such consent must be given by the subject and parent/guardian if the 

subject is under the age of eighteen (18) years. Voluntary and fully informed consent must be 

obtained and documented in writing unless a waiver is requested and granted. 

Exempt review-categorized research also requires obtaining voluntary consent to participate.  This 

consent will provide subjects with pertinent information such as stating that the activity involves 

research, and the University of Memphis has approved the research.  Also, as is appropriate, include 

information such as contact for investigators, description of the procedures, risks, and benefits, and 

IRB contact information 

Section 6: Investigators Response to Contingencies 
 

When submitting your revisions to a protocol, inform the IRB how you addressed each of the 

contingencies for the previous version of the submission. Copy and paste the last issued contingency 

list in a Word document and include your response and related section/question directly underneath 

each respective contingency. This document can be attached as an MS Word or a PDF file. You can 

also copy and paste your contingency response in the text box. If you have nothing to add in the text 

box below, please type “N/A." 
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Completing the Submission 
 

Check to ensure all of your section are complete. To determine all required information has provided, 

a green checkmark will appear next to each section. If a section is missing a green checkmark, then 

this section is incomplete. 

 

 

Once you have completed your submission and your section are marked with the checks, save your 

study, and select “Complete Submission.”  To route, your submission to the next step, select 

“Confirm.” 
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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.  Select “Certify” to proceed. Your Co-PIs will be instructed to also certify the submission 

 

 

Once all members of the research team who are required to certify the submission have completed 

this task, your submission will move to Pre-Review. This means that the IRB analyst is reviewing 

your study to ensure your study is complete and ready for review. 
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Addressing Feedback and Contingencies 

Addressing Comment from the IRB Analyst  
 

When reviewing a submission, the IRB Analyst may have questions regarding some information 

provided in your submission. If the submission gets returned to you, you will see a comment icon in 

the sidebar next to each section that contains comments, and a similar icon underneath the questions 

that have comments on them. Click the       link to see and respond to these comments. 

 

When you have responded to a comment, change the dropdown from   to

. Unaddressed comments have a red bar to their left and display the comment count in 

the comment bubble icon for that question. You can toggle comments between addressed and 

unaddressed as needed. 

 

After you have addressed the feedback and made all necessary changes, click Complete Submission 

to proceed to route your submission back to the IRB Analyst. You will follow the same step described 

in “Certifying your Submission.” 
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Addressing Contingencies from the Reviewer.  
 

Carefully read the contingencies and the directions outlined in your contingency letter. Example 

below. 

 The contingencies are listed below: 

1. Add (xxx) information to your consent document 

2. Provide more detail regarding (xxx) 

ALL changes made in your attached documents (consent, flyers, scripts, etc.) are to be highlighted. Once you have 

addressed the contingencies listed above in your protocol, please revise, edit, and resubmit your protocol. In Cayuse, 

complete Section 6, "Investigator Response." If you have any questions regarding the Board's contingencies, you can 

contact me via e-mail (irb@memphis.edu). If you have questions regarding how to submit your revised protocol or 

questions about the IRB process, please contact the Institutional Review Board at irb@memphis.edu or 901-678-2705. 

**Note your submission will be returned if you do not provide the request information 

After you have addressed all contingencies and made all necessary changes, click Complete 

Submission to proceed to rerouting your submission back to the IRB Analyst. You will follow the same 

step described in “Certifying your Submission.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:irb@memphis.edu
mailto:irb@memphis.edu
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Notification of Review Outcomes 
 

All review outcomes will be communicated to you via email from irb@memphis.edu.  You may also 
find outcome notification within the study in Cayuse under the “Letters” tab. The Letters tab appears 
for a submission when there is at least one letter associated with that submission. Click on the Letters 
tab to view the letters associated with the submission 

 

 

When your study is approved, you will notice that the study status has changed from Under Review to 

Approved 

 

 

 

 
 

 

mailto:irb@memphis.edu
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Submission Types 
 

When you first create a study, you create the initial submission outlining the purpose of that study. In 

addition to this initial submission, there are five other types of submissions that may be submitted 

during the course of your research. The available submission types include: 

• Modification: a change of any of the detail of the study after it has been approved. Before 

implementing any changes, the modification MUST be approved 

• Renewal: Request to continue working with the research. The renewal must be approved to 

continue working on the research after the expiration date 

• Incident: You must submit an incident report to inform the IRB of any adverse event as 

required by the University. Incident submission should occur in a timely manner. 

• Closure: a closure submission indicated that the research is complete and will not continue. 

Closed studies are marked as finalized and can no longer be modified 

• Withdrawal: notifies the IRB that you no longer wish to submit your initial submission and you 

want to withdraw the study. When the withdrawal is complete it will move into your archived 

submission 

Each submission type has its own template to complete and route to the IRB analyst. 

Submitting a Modification, Renewal, Incident, Closure or Withdrawal 
 

First, you need to select the study you want to Modify, Renew, Close, or Withdraw. Click on “New 

Submission” in the upper right corner. This will provide you with a drop-down menu. Select the 

option that best meets your needs. After you have made your selection, you will be brought to the 

submission details page where you will have the option to edit your submission. When you select 

“edit,” you will be taken into the submission form where you can begin filling out the requested 

information. 
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Viewing Submission History 
 

To view the submission History for a study, go to the Study Details page and click on the 

“Submissions” tab. 

 

 

The Submission tab shows the list of submission associated with the study, including the submission 

type, review type, and status, decision. Click on any submission in the list to go to the Submission 

Details Screen. Notice the Approvals, Task History, Letter, Meeting, and Decisions tabs showing for 

this submission. Select the appropriate tab to obtain information you are seeking.  
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Task History 
 

Using Cayuse IRB electronic system, all you 24/7 access and the ability to see exactly what is going 

on with your submission. To do this, select the “Task History” tab to view submission history. 
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Additional Assistance 
 

You can click on the Help menu at any time to launch this in-product Help, or to view the release 

notes for this and all previous versions of Cayuse IRB. The Help menu also contains tutorials that 

explain the Dashboard screen, and how to search for studies and submissions 

Clicking the small    icon throughout Cayuse IRB open the Help to the page with information 

relating to that part of the application 

 

 
 

 

 

 

In-Person Training 
 

If you would like to receive in-person training with Cayuse IRB please email irb@memphis.edu or 

Kellie Watson at kwtson10@memphis.edu or 901.678.2705 to discuss setting up an in-person 

training session. Sessions can be one-on-one or group sessions utilizing the test environment of 

Cayuse IRB.  

 

mailto:irb@memphis.edu
mailto:kwtson10@memphis.edu

