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What is CayuseIRB?

Cayuse IRB (memphis.cayuse424.com) provides visibility into the entire Institutional Review Board review and 
submission process while it simplifies the protocol creation process. Using your University of Memphis log in 
credentials, you will have 24/7 access to submission creation, IRB protocols, paperless electronic approvals – no waiting 
to receive approval docs - and management of IRB protocols from initial submission to close.

Cayuse IRB will be ready for use on August 1, 2016. Cayuse IRB will be ready for use on August 1, 2016.   Investigators 
are requested to create new/initial protocols using 

On September 1, 2016, it will be REQUIRED for all UofM researchers to use Cayuse IRB for all protocol submissions.  If 
you have tried opening Cayuse IRB and are unable to access it or have any questions, please contact the IRB 
Administrator at irb@memphis.edu or (901) 678-2705. 

For more information visit http://www.memphis.edu/rsp/compliance/cayuse_irb.php.  
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Your role as a UofM Researcher

 Submit, modify, renew, report adverse event or 
incident, close your study, 

 Have 24/7 access to the your study and know 
exactly where your study is in the review process.

 Receive and correspond all communications and 
decisions regarding your study
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Submission Workflow5



Logging Into Cayuse
Go to memphis.cayuse424.com and log to MyMemphis by using your UM Credentials (UM UUID and 
Password).  

6



Study vs. Submission

STUDY refers to your entire research project

SUBMISSION refers to specific applications- e.g. initial 
application, modification, renewal, closure, etc.

7



Notifications 
will appear 
here.  Click 
bell to view

Shows all your studies Shows all incomplete tasks Shows you all your submissions

Shows you your approved studies Shows soon-to-expire studies Shows expired studies

Other 
ways 
to 
access 
the 
same 
things

Shows the statuses of your submissions

CayuseIRB Dashboard Summary
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Need Help?

For additional help 
with CayuseIRB, in 

the left column, 
select Help to expand 
its drop-down menu.  
Open Help will take 

you to the main 
CayuseIRB Tutorial 

Page.  

Your Name
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Creating an Initial Review Request
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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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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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Completing Forms
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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.

15



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!

Your Name17



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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Section 1. Question 4 asks for Financial Sponsor(s).  If you select Yes, click FIND SPONSORS to add the individual.  
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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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IRB Protocol 
General 

Information
CITI Training

Enter your CITI 
training completion 

information including 
date of completion, 
modules taken, and 
CITI Training Cert. 

Number. 
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Your Protocol 
Information

Section 4 IRB Protocol 
is the most important 
section.  This is where 

a majority of your 
required information 

will be entered.
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Section 4 IRB 
Protocol 
Questions
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Section 4 IRB 
Protocol 
Questions 
(continued…)
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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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Completion

All of your sections must 
have the checkmarks 

before you can proceed 
to COMPLETE 
SUBMISSION.  
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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

32



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
34



Certifying Your 
Determination Submission

After you have successfully 
submitted your determination, 

you will be returned to your 
Study’s submission details page.  

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 Faculty Advisor/Co-PIs.  
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Certifying Your 
Determination 

Submission 
(continued)

Read the entire Certify
statement before 

selecting Confirm to go 
to the next step.
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Under Pre-Review

At this point in the 
submission process, your 

Study’s Submission is 
Under Pre-Review.  

This means that the IRB 
Analyst is reviewing your 

study, ensuring your 
completed all necessary 

steps so it can be 
determined as Human 

Subject Research or not.

Your Name37



Study Statuses
There are 11 different statuses that a study can be in:
Approved - Study has been approved by the Compliance Office and/or Review Board.

Closed - Study is no longer in progress.

Disapproved - After being reviewed, the study was not approved by the Compliance Office/review board.

Expired - The study has passed its expiration date without being renewed.

Legacy - Optional status that can be used when importing legacy submissions, in place of "Approved".

Requires Changes - The Compliance Office has requested modifications to the study in order for it to be approved.

Submitted - The PI has sent a submission to the Compliance Office and it is awaiting review.

Suspended - Used when an incident has occurred to place the study on hold until further notice. The research team must submit a 
modification in order to remove the suspension.

Under Review - The Compliance Office and/or Review Board is currently reviewing the study.

Unsubmitted - The study has not yet been sent to the Compliance Office for review.

Withdrawn - The research team has submitted a withdrawal for this study and no longer wishes to pursue it.
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Reviewing & Certifying the 
Submission (Advisor)
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Reviewing & 
Certifying the 

Submission 
(Advisor)

Advisors and Co-PIs, 
when you log in, you may 
have the responsibility of 

reviewing and 
CERTIFYING your 

students’ submission. 

Submissions will be 
under Awaiting Approval.  

You will also see the 
study, awaiting 

certification, under My 
Tasks and My Studies.  

Your Name40



Reviewing & 
Certifying the 

Submission 
(Advisor)
continued

If you selected Awaiting 
Approval, you arrive to 

the page where all of the 
submissions listed are 

awaiting your review and 
certification. 

Click on the 
study/submission.   

Your Name41



Reviewing & Certifying the Submission (Advisor)
continued

As you can see, the status of the submission is Awaiting Certification.  To begin reviewing students’ study submission, you 
can either click on View or review a PDF version of the Submission.  

Your Name
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Reviewing & 
Certifying the 

Submission 
(Advisor)
continued

Please thoroughly review 
students’ study by 

clicking on each section.  
Take any notes regarding 

discrepancies and/or 
issues that you have 

found, so you can discuss 
this with your student(s) 

later.  

Your Name43



Reviewing & 
Certifying the 

Submission (Advisor)
continued

If you have found 
discrepancies and/or issues 

with the students’ study 
submission, you can Return 
to that student and discuss 
your issues with them so 

they can correct any issues.  
When the student correct 

those issues, it will be 
rerouted to you again, where 
you will have to review it and 
certify it, if the submission is 

satisfactory.  

Your Name
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Reviewing & 
Certifying the 

Submission 
(Advisor)
continued

If you found the 
submission satisfactory 
and feel that is read to 

proceed to the IRB 
Analyst, select Certify.  

Your Name
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Reviewing & 
Certifying the 

Submission 
(Advisor)
continued

Select read the Certify 
statement and Confirm to 

proceed. 
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Reviewing & 
Certifying the 

Submission 
(Advisor)
continued

Once you have 
successfully certified the 

students’ study 
submission, it is now 

Under Pre-Review, 
meaning it is with the IRB 

Analyst.  

Your Name
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Addressing Feedback & Contingencies
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Your submission has 
been reviewed by an 
analyst and/or the 
reviewer and they 
either need more 

information so they 
can make a decision 

regarding your study.  

Go to your dashboard 
to and you will see the 
feedback, if any, under 
My Tasks.  Select the 

study.  

Your Name
49



Once you click on the 
study, you will arrive to 
the Study’s Submission 
Details.  As you can see 

the current status of the 
submission is 

Reopened.  

To begin editing your 
protocol/submission, 

select Complete 
Submission. 

Your Name
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Reading/Addressing 
Feedback & Comments

You will arrive to your 
Initial submission.  You 
will see the comment 
bubble in the Sections 
tab.  Go to the section 
where the bubble is 

located.  
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Addressing 
Comments

Once there, you will 
see where the 

feedback comment is 
located.  Click Expand 

Comments.  

Your Name52



Addressing 
Comments 
(continued)

Once you have 
expanded the feedback 
comment, you will be 

able to address it, 
including making any 
changes asked of you.

Your Name53



Addressing 
Comments 
(continued)

Once you have made 
your edits and 
addressed the 

feedback comment, the 
comment status will be 
changed to Addressed.  

Your Name54



After you have 
addressed the 

feedback and made all 
necessary changes, 

click COMPLETE
SUBMISSION and 

CONFIRM to proceed 
to rerouting your 

submission back to the 
IRB Analyst and 

Reviewer.  
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Once again, you will 
arrived to your study’s 

Submission Details 
page.  Select Certify to 
certify your changes.  

Remember, all 
individuals involved 

with this study, 
including your 

Advisor/Co-PIs, must 
also certify the study 
before it proceeds to 

the IRB Analyst.  

Your Name56



Certifying Your 
Submission 
(continued)

Read the entire Certify
statement before 

selecting Confirm to go 
to the next step.

Your Name57



Under Pre-Review

At this point in the 
submission process, your 

Study’s Submission is 
Under Pre-Review.  

This means that the IRB 
Analyst is reviewing your 

study, ensuring your 
completed all necessary 

steps so it can be 
determined as Human 

Subject Research or not.

Your Name58



Task History

Remember, you have 
24/7 access to 

CayuseIRB and are 
able to see exactly 

what is going on with 
your Submission under 

Task History within 
your Study’s 

Submission Details 
page.  

Your Name

Your Name

Your Name

Your Name

Your Name

Your Name

Your Name

Your Name

Your Name

Your Name
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Approval Letter

Once your study has 
been approved, you 
will receive a letter, 
emailed to you.  The 
approval letter will 
include any details 
needed for your to 

begin your research.

Your Name
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When you log back in to CayuseIRB, you will notice that the study’s status 
has changed from Under Review to Approved.  

Your Name

Your Name

Your Name
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Disapproval
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Disapproval 
Letter

If your study has been 
disapproved, you will 

receive a letter, 
emailed to you.  The 

disapproval letter will 
include all details as to 

why your study was 
disapproved.

Your Name

63



Disapproved Studies

When you log into 
CayuseIRB, your 

study’s submission has 
been Disapproved, it 
will be located in the 

Archive section of 
Studies.  Click the 

Folder Icon (Studies).   
Next, select Archive to 
see your Study.  Click 

on the Study.  

Your Name
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Disapproved 
Studies 

(continued) 

Your study, you will 
be able to see all 
the details of the 

Disapproved 
submission.  

Your Name
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NOTE:

If you are planning to resubmit a disapproved study, you must submit the study as an original, initial submission.

The full board identified major issues with the study or submission and disapproved the research. In the case of a 
disapproved initial study, a new study and submission will need to be created. For disapproved renewal, modification, 
etc. submissions, the research team will need to create a new submission if they wish to proceed.  The submission and/or 
study are disapproved and no longer editable. Disapproving an initial submission archives the study.

Your Name
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Renewals, Modifications, 
Incidents, & Closures 
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Renewal

If you are planning 
to renew your study, 

you will click 
Renewal and select 

Complete 
Submission to begin 

the Renewal 
process.  

Your Name
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Modification

If you are 
modifying your 

study, you will click 
Modification and 
select Complete
Submission to 

begin the 
modification 

process, making all 
necessary changes.

Your Name
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Incident

If an incident or 
adverse event 

occurs during your 
study-research, you 
will click Incident

and select 
Complete

Submission to 
begin the noting 

ALL adverse events 
and incidents that 

have occurred.

Your Name
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Closure

When you have 
completed your 
research and are 

ready to Close your 
Study, you will click 
Closure and select 

Complete
Submission to 

begin the process 
of completing the 

closure of your 
Study.

Your Name
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Decision Explanation Resulting Study Status Routing

Approved The study is approved. Approved Submission is approved and no longer editable.
The research team can add additional submissions to the study.

No Engagement in Research The study does not constitute research and therefore does not require 
IRB approval. Approved Submission is approved and no longer editable.

The research team can add additional submissions to the study.

No Human Subjects Research The study does not include human subjects research and therefore does 
not require IRB approval. Approved

Submission is approved and no longer editable.

The research team can add additional submissions to the study.

Noted The incident report has been noted by the IRB. Approved Submission is approved and no longer editable.
The research team can add additional submissions to the study.

Rely on External IRB The study and submission were reviewed and approved by an external 
IRB and their decision has been recorded by the IRB. Approved

Submission is approved and no longer editable.

The research team can add additional submissions to the study.

Rely on NCI-CIRB The study and submission were reviewed and approved by an NCI-CIRB 
and their decision has been recorded by the IRB. Approved Submission is approved and no longer editable.

The research team can add additional submissions to the study.

Exempt The study is exempt because it fits into one of the specified categories 
for exemption. Exempt Submission is approved and no longer editable.

The research team can add additional submissions to the study.

Suspended

A study is suspended when the IRB decides that the research needs to 
stop until changes have been made to the research. A suspended 
decision is available on Incident Reports, Modifications, and Renewals.

Suspension can only be lifted by selecting the "Suspension Removed" 
decision for a modification submission after it has had a full, full 
expedited, or expedited review. Lifting the suspension changes the 
study's status back to "Approved".

Note: Renewal submissions for an expired suspended study can receive 
a decision of "Approved" in order to extend the date without lifting the 
suspension, or "Suspension Removed" in order to extend the date and 
lift the suspension.

Suspended Submission is returned to the PI and is no longer editable.

Closed A closure submission is created and submitted when the research is 
done and the study can be closed. Closed The study is closed and no further research can be done.

Withdrawn

The research team decided not to proceed with the initial submission. 
This decision is only available for withdrawal submissions. The research 
team can choose to withdraw the study at any point until the initial 
submission has been approved. If the initial submission has been 
approved, the research team must create a closure submission instead.

Withdrawn The study is closed and no further research can be done.

Disapproved

The full board identified major issues with the study or submission and 
disapproved the research. In the case of a disapproved initial study, a 
new study and submission will need to be created. For disapproved 
renewal, modification, etc. submissions, the research team will need to 
create a new submission if they wish to proceed.

Disapproved The submission and/or study are disapproved and no longer editable. 
Disapproving an initial submission archives the study.

Deferred The reviewer(s) identified major issues that the research team must 
correct before the submission can be approved. Submission is returned to the PI and reopened for editing.

Minor Stipulations The reviewer(s) identified minor issues that the research team must 
correct before the submission can be approved. Requires Changes Submission is returned to the PI and reopened for editing.

Return to PI The study is being returned to the research team to make changes 
because the IRB will not approve it as-is. Requires Changes Submission is returned to the PI and reopened for editing.

Not Expedited/Not Exempt The study will be returned to the IRB Analyst to reassign it to the correct 
review type. N/A Submission is returned to the Analyst to reassign the review type and 

reviewers.

Not Reviewed

Documents that the submission was unable to be discussed at the 
meeting. The "Not Reviewed" decision is logged in the decision history 
so that a new decision can be made at a subsequent meeting. This 
decision type is only available for full board reviews of initial, 
modification, incident, and renewal submissions.

N/A Submission is returned to the Analyst to assign to a new meeting.

Decision Types
When entering decisions, you can choose from the following selections. You will see different options depending on the type of review.  Click Here for full 
Decision Types chart.
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Viewing Submission History
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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.
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The Submissions tab shows the list of submissions associated with the study, including the submission type, review type and status, 
decision, and last modified date. Click on any submission in the list to go to its Submission Details screen.

Notice the Approvals, Task History, Letters, Meetings, and Decisions tabs showing for the initial submission. Click on the desired tab to 
locate the information you require.

Viewing Submission History76



Comparing Submissions
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Comparing Two Versions of a Submission
The sidebar shows 
the number of 
differences found in 
each section. 
Within each 
section, each 
difference is 
highlighted for you 
to review. 

Click the Previous
or Next Diff 
buttons at the top 
of the comparison 
window to jump to 
the previous/next 
difference.
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Legacy Studies
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What is a Legacy Study?

When a study is first imported from a previous IRB system into Cayuse IRB, the study does not 

have any submissions associated with it. If an investigator wishes to continue working with the 

study, they (or an IRB Analyst) must first create a Legacy submission for the study. The Legacy 

submission is used in place of the Initial submission. Once the legacy submission is finalized, you 

can create additional submissions such as modifications, renewals, etc. and work with the study as 

you would any other study in Cayuse IRB.
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Legacy Study (continued) 
When you first open the imported study, the only available submission type is the legacy submission. Click 
New Submission -> Legacy to proceed.
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Legacy Study (continued) 

The legacy submission is added in a similar manner to the first initial submission, but using the Legacy template instead of the Initial 
template. Click Edit to see the data on the legacy submission form.

When you are finished editing the form, click Complete to finalize the legacy submission. You then have the option to create additional 
submissions for this study, such as renewal, modification, incident, or closure submissions.

Note: Some of the data, such as the Principal Investigator, may be prepopulated into the submission form. You must save the form in order for these changes to be remembered.
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Linking Your Study to Cayuse 
Sponsored Project(s)
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Linking a Study to Cayuse SP

Click the Link Proposal button on the Study Details screen to launch the Proposal 
Finder.
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Linking a Study to Cayuse SP (continued)
Cayuse IRB automatically searches for SP proposals associated with the researchers assigned to the study in 
Cayuse IRB. If you are not seeing the proposal you want to link, make sure that you have created an initial 
submission and assigned a PI and the researcher(s) associated with the Cayuse SP proposal.

Select the study or studies you wish to link using the green Linked toggle, then click Done.
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Withdrawing a Study
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Withdrawal

You can withdraw your 
submission after it has 
been submitted.  Click 
+ New Submission and 

select Withdrawal.  

If it’s been approved, 
you will not have the 
option to Withdraw, 

but will have to Close 
(See Closure section).

Your Name

Your Name
Your Name
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Withdrawal 
(continued)

Withdrawal 
Submission requires 
you to explain why 
the submission is 

being withdrawn.  If 
any, feel free to 

attach any necessary 
documents

Your Name
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Withdrawal 
(continued)

Once you have 
answered the questions, 
click anywhere outside 

of the box to go on to 
Complete Submission 
so the withdrawal can 

be certified. 

Click Complete 
Submission to confirm

withdrawal.  

Your Name
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Withdrawal 
(continued)

Certify your 
Withdrawal by 
clicking Certify.  
Students, your 

faculty advisor must 
also Certify your 

withdrawal, before 
it can proceed to 

next step.

Your NameYour Name

Your Name

Your Name
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Withdrawal 
(continued)

Once the 
Withdrawal

Submission has 
been certified by 

necessary 
individuals, it will 

proceed to IRB 
Analyst for Pre-

Review.

Your Name

Your Name

Your Name
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Withdrawal (continued)

Once the IRB Analyst 
completes reviewing and 

acknowledging your 
Withdrawal submission, 

you will be receive an email 
stating the results from 

receiving the withdrawal 

Your Name
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Withdrawal 
(continued)

When you check your 
Withdrawn 

submission, you will 
notice that the status 

is now Review 
Complete.  

Your Name

Your Name

Your Name
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Withdrawal 
(continued)

You can also view 
the submission’s 

Task History to see 
Routing Actions.  

Your Name

Your Name

Your Name

Your Name

94



How will I know my study has been approved?

• You will be notified via CayuseIRB notifications and email!  All Study Submission 
statues will be located in the study.  

• The study will appear on your dashboard under Approved Studies.

• All approved documents will appear under your approved study – those are the 
documents you need to use for your active research.
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FAQs
Do I still need to complete CITI Training?
Yes, all research team members, including students’ faculty advisor, will still have to complete CITI training every 365 days. 

Do I still need to email irb@memphis.edu my protocol & study-related documents?
No, you will also not be sent any protocol forms.  All protocol information must be entered in CayuseIRB.  And all study-related documents 
must be attached to protocol information within CayuseIRB.  

How do I renew, modify, report an incident, and/or close my study if it was approved before CayuseIRB?
 The first step: you must complete your Legacy Submission by uploading & submitting all of you last approved documents (Screenshot 

Manual).
 The second step in the process: you will be able to MODIFY, RENEW, report an INCIDENT, or CLOSE your study(ies) by going back to 

that same study, click “New Submission”, and then select your submission of choice.  Click “edit” and begin following the directions within 
the submission.  When complete, and ALL checkmarks are by each section, click “Complete Submission”.  Lastly, review and “Certify” 
your submission.

Do I still need to complete apply for continuing review?
Yes, you will eventually have to fill out a renewal submission if your study is not exempt and your are still conducting study procedures.  
Once your study is completed, submit a Closure.  If you do not submit a Closure or Renewal, your study will Expire.

How will I know my the status of my study and its submission(s)?
 You will be notified via CayuseIRB notifications and email of all correspondences and any updates.  If approved, the study will appear on 

your dashboard under Approved Studies.  

As an advisor, how would I review my students’ submission(s)?
 Every STUDENT must list their Faculty Advisor.  You will receive a notification that your student has submitted their protocol and you, 

their Faculty Advisor, must review and certify their submission before it can proceed to the IRB Analyst.

For more Cayuse IRB FAQs, go to http://www.memphis.edu/rsp/compliance/faq_cayuse.php. 
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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.

For additional online assistance visit http://webhelp.evisions.com/HelpFiles/IRB/1.0/en/Default.htm.

Additional Assistance
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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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