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Introduction 

Cayuse is a useful tool that allows you to submit requests for IRB approval electronically. The process is 

secure, streamlined, and designed to identify and address the components of the application. 

 

The booklet demonstrates how to navigate and submit a proposal. 

 

Learning Objectives 

After completing the instructions in this booklet, you will be able to: 

¶ Access and log into Cayuse  

¶ Navigate the application process 

¶ Submit a proposal 
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Accessing Cayuse IRB 

Logging In 

The following section will describe how to access and log into Cayuse.  

 

1. Visit the IRB website at https://research.kennesaw.edu/irb/cayuse-human-subjects.php 

 

 
Figure 1 ς Navigate to IRB Website 

2. Click the https://kennesaw.cayuse424.com/ link under the Access Cayuse heading. 

 

 
Figure 2 - Click the link under Access Cayuse 

https://research.kennesaw.edu/irb/cayuse-human-subjects.php
https://kennesaw.cayuse424.com/
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3. You will be prompted to log in using your KSU login credentials. Enter: 

a. KSU NetID (See Figure 3) 

b. NetID Password (See Figure 3) 

4. Click Sign in (See Figure 3). 

 

 
Figure 3 - Log In Using NetID and Password and Click Sign In 

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

 

 
Figure 4 - Authenticate through DUO 

6. You will be directed to a log in screen. Enter: 

a. KSU NetID (See Figure 5) 

b. NetID Password (See Figure 5) 

7. Click Sign in (See Figure 5). 
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Figure 5 - Enter NetID and Password and Click Sign in 

8. You will be directed to the Cayuse Research Suite. Click Cayuse IRB (Human Studies 

Compliance). 

 

 
Figure 6 - Click Cayuse IRB 

9. You have successfully logged into your Cayuse IRB account. 
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Interface Orientation 

Once logged into Cayuse IRB, you will see the main dashboard menu, composed of four tabs: 

Dashboard, Studies, Submissions, and Tasks. 

 

Dashboard Tab 

The Dashboard Tab will appear by default. From here, you have quick access to an overview of your 

account. Use these sections to quickly identify pertinent information about studies you are involved in: 

 

 
Figure 7 ς Dashboard Tab Interface 

a. In-Draft: Number of studies currently being completed by your research team (See Figure 7). 

b. Awaiting Authorization: Number of studies waiting for approval or certification by the Primary 

Investigator (See Figure 7). 

c. Pre-Review: Number of studies sent to the IRB Office (See Figure 7). 
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d. Under Review: Number of studies awaiting a decision from a committee or reviewers 

(See Figure 7). 

e. My Studies: Studies you have authored (See Figure 7). 

f. My Tasks: Any specific tasks you are responsible for (See Figure 7). 

g. Submissions by Type: Separated by the type of submissions (See Figure 7). 

h. Approved Studies: Studies that have been approved (See Figure 7). 

i. Studies Expiring in (Length of Time): Studies close to expiration (See Figure 7). 

j. Expired Studies: Studies that are expired (See Figure 7). 

 

Studies Tab 

This tab displays all studies that you are involved with and additional information about each one. By 

default, the Active tab will be displayed. To see studies that have been archived, toggle to the Archive 

tab. 

 

 
Figure 8 - Studies Tab Interface 

a. IRB#: Reference number for submission (See Figure 8). 

b. Study Title: Title given to the submission (See Figure 8). 

c. Status: Displays the current status of the application (See Figure 8). 

d. PI ς Primary Investigator: User listed as the Primary Investigator (See Figure 8). 

e. Expiration Date: Date the study is set to expire (See Figure 8). 

f. Admin Check-in Date: Date that proposal was accessed after it was submitted (See Figure 8). 

g. Create Date: Date proposal was created (See Figure 8). 
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Submissions Tab 

This tab displays additional information about the individual submissions. 

 

 
Figure 9 - Submissions Tab Interface 

a. IRB#:  Reference number for submission (See Figure 9). 

b. Submission:  Displays the current step in the review process (See Figure 9). 

c. Status:  Displays the current status of the application (See Figure 9). 

d. Review Type: Displays the type of review selected in the application (See Figure 9). 

e. Primary Investigator (PI): User listed as the Primary Investigator (See Figure 9). 

f. My Assignment: Your role as listed in the application (See Figure 9). 

g. Decision: Displays any decision by the reviewer or committee (See Figure 9). 

h. Create Date: Date application was created (See Figure 9). 
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Tasks Tab 

This tab specifically displays tasks that need to be completed for individual studies. 

 

 
Figure 10 - Tasks Tab Interface 

a. IRB#: Reference number for submission (See Figure 10). 

b. Task: Lists the next task to complete (See Figure 10). 

c. Study Title: Displays the title of the study (See Figure 10). 

d. Submission Type: Displays the current step in the review process (See Figure 10). 

e. My Assignment: Your role as listed in the application (See Figure 10). 

f. Tasked Date: Displays date task was assigned (See Figure 10). 

 

  








































































