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Introduction

Cayuseas a useful tool that allows you submit requests for IRB approval electronically. The process is
secure, streamlined, andesigned to identify and address the components of the application.

The booklet demonstratelsow to navigate and submit a proposa

Learning Objectives

After completing the instructions in this booklet, you will be able to:
1 Access antbg into Cayuse
1 Navigate the application process
1 Submit a proposal
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Accessing Cayud&B
Logging In

Thefollowing section will describe how to access and log into Cayuse.

1. Visit the IRB websitat https://research.kennesaw.edu/irb/cayuseumansubjects.php

% Cayuse - Human Subjects - x +

& research.kennesaw.edu/irb/cayuse-human-subjects.php

= MyKSU  A-Z Index Directories
E37/-2) KENNESAW STATE
=N\Y UNIVERSITY Apply
LN

INSTITUTIONAL REVIEW
BOARD About KSU  Academics  Admissions  Athletics = Campy

Institutional Review Board / Cayuse - Human Subjects

Home Cayuse - Human Subjects

Frequently Asked Questions

The KSU Institutional Review Board now uses Cayy

Figurel ¢ Navigate to IRB Website

2. Clickthe https://kennesaw.cayuse424.contink under theAccess Cayuseading

ﬁ Cayuse - Human Subjects - X =+

&

#@ research.kennesaw.edufirb/cayuse-human-subjects.php

= MyKSU A-Z Index Directories Campus Maps

/=2l KENNESAW STATE . . KSU Search

Sl_(':a UNIVERSITY Apply Visit Give
AN,

INSTITUTIONAL REVIEW
BOARD About KSU Academics  Admissions  Athletics  Campus Life

Research Global

Institutional Review Board / Cayuse - Human Subjects

Home Cayuse - Human Subjects

Frequently Asked Questions
The KSU Institutional Review Board now uses Cayuse as a proposal management

platform. All submissions, modifications, renewals, etc. will now go through this portal.
You will receive decision information and feedback emails from the IRB office via this

Purpose and Scope

IRB Review Classifications system.
Federal-wide Assurance of Access Cayuse
Compliance
] You can reach the Cayuse portal a[_h_t_;_;;_5__:_/_/_L_<_v.?_r_1_nj_r_e__5_@_\_»}{._;_&_3_\{9_5_{_3_?4__2_4‘com/_,ll'he system works
Meeting Schedule best with Firefox or Chrome.

Figure2 - Clickthe link under Access Cayuse
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3. You will be prompted to log in using your KiSgin credentals Enter:
a. KSU Netl@SeeFigure3d)
b. NetlD Passwor@SeeFigure3)

4. ClickSign in(SeeFigure3).

KENNESAW STATE
UNIVERSITY

Sign in with your organizational account o

lsowl 1@kennesaw.edu

Sign in lo

Figure3- Log In Using NetID and Password and Click Sign In

5. Use your preferred method to authenticate your account through DUO.

For security reasons, we require additional information
to verify your account sowl@kennesaw.edu

% = Settings

e ]

Call Me

Enter a Bypass Code

Figure4 - Authenticate through DUO

6. You will be directed to a log in screen. Enter:
a. KSWNetID(SeeFigureb)
b. NetlD Passwor@SeeFigureb)

7. ClickSign in(SeeFigureb).
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Username

I professor| @

Password

Problems or questions? Contact Support »

Figure5 - Enter NetID and Password and Click Sign in

8. You will be directed to th€ayuse Research Sui@ickCayuse IRB (Human Studies

Compliance).

a cayuse .
Research Suite

Cayuse Research Suite

3.9.1

Research Administration Modules

+ Cayuse SP (Sponsored Projects)

o 4
I- Cayuse IRB (Human Studies Compliance) §

System Administration Applications

= Backbone

s Research Contacts

* Events
Application Help

= Research Suite Support Center

. o .
N RO IERN IR

Figure6 - Click Cayuse IRB

Logged in as: professor
Log out
] ] ]
L
° a [ ]
] l ° 01fje.

9. You have successfully logged into y@ayusdRB account.
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Interface Orientation

Once logged int€ayusdRB you will see the main dashboard menu, composétbur tabs
Dashboard, Studies, SubmissicasdTasks

Dashboard Tab

TheDashboardrab will appear by default. From here, you have quick access to an overview of your
account.Usethese sections to quickly identify pertinent information about studies you are involved in

cayuse

Dashboard Studies Submissions Tasks

p & Peter Professor

> 3 - 0
[:1/ In-Draft 11T Awaiting

m—— Authorization

© ©
2
B Pre—Rcw’ea; Under

e) ® &
My Studies L My Tasks Submissions by Type /

IRB-FY2020-6 Save the Penguins Legacy-ABC123 Complete Submission Renewal 1
IRB-FY2020-5 It's a Little Bit Chilly Study IRB-FY2021-2 Complete Submission Initial 8
IRB-FY2021-3  It's Raining Cats and Dogs IRB-FY2021-1 Complete Submission Modification 1
Pre On-Site Incident 0
IRB-FY2021-2
Study_02.05.2020
Withdrawal 0
IRB-FY2021-1 February Study_02.04.2020
Closure 0
Legacy 1
View All View All
h) i i)
Approved Studies k Studies Expiringin 30days ~ u Expired Studies k‘L
IRB-FY2020-6 Save the Penguins Finals and Fatigue - THE

Legacy-JKLO12

STUDY
IRB-FY2021-3 It's Raining Cats and Dogs
Legacy-ABC123  Apples Are Good For You
IRB-FY2020-10 The New Year's Study_TK

View All View All %

Figure7 ¢ Dashboard Tab Interface

a. In-Draft: Number of studiegurrently being completed byour research tean(SeeFigure?).

b. Awaiting Authorization:Number of studies waiting for approval or certificatioy the Primary
Investigator(SeeFigure?).

c. PreReview:Number of studies sent to the IRB Off(&eeFigure?).
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d. Under ReviewNumber of studies awaiting a decision from a committee or reviewers
(SeeFigure?).

My Studies Studies you have authorg&eeFigure?).

My TasksAny specific tasks you are responsifile (SeeFigure?).

Submissions by Typé&eparated by the type ofsubmissions§eeFigure?).

Approved StudiesSudies that have beeapproved SeeFigure?).

Studies Expiring in (Length of Tilm&udies close texpiration GeeFigure?).

j. Expired StudiesStudies that are expireGeeFigure?).

S ™o

Studies Tab

This tab displays all studies that you areolved with and additional information about each one. By
default, theActivetab will be displayed. To see studies that have beehiged, toggle to thérchive
tab.

cayuse o
& Peter Professor =
IRB

Dashboard Studies Submissions Tasks

. . + New Study
Active Archive

Study Title | Exp Date | Admin Check-in Date | Create Date ~

Peter

IRB-FY2020-6 Save the Penguins @ Approved 02-06-2021 N/A 02-07-2020
Professor
[ ]
IRB-FY2020-5 It's a Little Bit Chilly Study Under Irene N/A N/A 02-07-2020
Review Investigator
IRB-FY2021-3 It's Raining Cats and Dogs @ Approved Peter 02-06-2021 N/A 02-05-2020

Professor

Pre On-Site ® Requires Peter

RE-FY2021-2 Study_02.05.2020 Changes Professor NA N/A 02_05_202%

Figure8 - Studies Tab Interface

IRB# Reference number for submissi¢8eeFigured).

Study Title Title given to the submissidiseeFigured).

Status Displays the current status of thg@plication(SeeFigures).

Pl¢ Primary Investigator User listed as the Primary Investiga{@eeFigure8).

Expiration Date Date the study is set to expi{&eeFigured).

Admin Checkin Date Date that proposal was accessed after it was submifieeFigure).
Create DateDate proposal was creatd@eeFigure8).

@ "o ao0 o
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Submissiong ab

This tab displays additional information abdbe individual submissions

;:aRgsse p & Peter Professor ~
Dashboard Studies Submissions Tasks
(%)
IRB# Submission Status Review Pl My Assignment Decision Create Date ~
Type
Apples Are Good ® Peter . . ’
Legacy-ABC123 For You Unsubmit N/A Profess zrm:lpil Investigator, Primary 02-07-2020
Modification ted or ontac
Save the Penguins @ Review Peter Principal Investigator, Primary A d
s pprove
IRB-FY2020-6 nitial Complete Full ::dess Contact, Co-Principal Investigator 02-07-2020 02-07-2020
Figure9 - Submissions Tab Interface
a. IRB# Reference number for submissi¢8eeFigure9).
b. Submission Displg/s the current step in the review proceSeeFigure9).
c. Status Displays the current status of the applicatig@®eeFigure9).
d. Review TypeDisplays the type of review selected in the applica(iBreFigure9).
e. Primarylnvestigator (Pl)User listed as the Primary Investiga{&eeFigure9).
f. My AssignmentYourrole as listed in the applicatiofbeeFigure9).
g. Decision Displays angecision by the reviewer or committg§&eeFigure9).
h. Create DateDate application was creatd@eeFigure9).
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TasksTab

This tab specifically displays tasks that neetdéaompéted for individual studies.

~®o a0 o

Figurel0- Tasks Tab Interface

IRB# Reference number for submissi¢8eeFigurelQ).
Task Lists the next task to comple{&eeFigurel0).
Study Title Displays the title of the stud{eeFigurelQ).

SubmissionType Displays the current step in the revigwocess $eeFigurelQ).

My AssignmentYour role as listed in the applicati¢8eeFigurelQ).
Tasked DateDisplays date task was assigr{&eeFigurel0).
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