
Tutorial for Submitting an Application for review 
by the SDSU IRB in Cayuse



Opening screen after logging in with 
SSO credentials.  

To submit a new application for 
review, ensure the role selected is 
that of Researcher.  

The Human Ethics dashboard 
allows you to check on the 
status of your application from 
submission to acceptance and 
post—review.

To submit a new application, 
or if you are unsure if your 
study needs reviewed select  
+ New Study 



Enter the title of the study.
Click checkmark.

Select the [+New Submission] button.
Then select [Initial] from the drop-
down menu.



Select the [Edit] button to begin 
entering the information about 
your study. 



As you enter the 
information requested, the 
application uses built in 
logic to walk you through 
the necessary sections.  

Some of the sections will 
be informational while 
others will request 
information about your 
study.   When a section is 
completed, select the 
arrow button to move to 
the next section.  Or you 
can click on the section 
heading in the left menu.



If you are unsure if your 
study requires IRB review, 
select [Yes] and answer the 
questions.  You will also 
need to complete the Project 
Personnel Page.  

If you select [No], the Project 
Personnel Page will be the 
first section to complete. 



If you originally selected [Yes] to on 
the Determination screen:
Once the Project Personnel section 
has been completed, select 
Complete Submission. 



Once submission is completed, 
the next screen will ask you to 
Certify the project.  

After selecting [Confirm], 
the application will be sent 
to the IRB to review and 
determine if the project is 
human subject research and 
if it requires review.  

You will be able to track the 
progress of the application  
on this screen. 



If you selected [No] in the 
Determination section, you 
will be directed to complete 
the Project Personnel 
Information, followed by 
questions specific to the 
project [Project Description].  



Project Description
As you answer questions there 
will be additional popup 
questions based on your 
answers. 
Questions will address study 
purpose, methodology, data 
analysis, if external IRBs are 
involved, etc. 
If the application is part of an 
externally funded project, 
provide the routing number 
from the SDSU Routing 
document or the Cayuse 
Proposal Number. 



If you select [No] to the 
question, “Does the project 
involve the secondary use of 
data or samples?”, you will see 
additional sections appear on 
the left menu.  

As sections are completed, a 
checkmark will appear.
If a red asterisk (*) appears, 
there is a required question 
that needs to be completed. 



If you select [Yes] to the 
question, “Does the 
project involve the 
secondary use of data 
or samples?”, questions 
specific to the 
acquisition and use of 
secondary data will 
appear. 



Participant Information
In this section you will 
describe the study 
population and identify if 
any special populations 
will be recruited to 
participate.  Questions 
about offering extra 
credit for students 
and/or compensation for 
participants is included.  



Recruitment Process. 
Describe the recruitment 
process and the methods 
used.  You will need to 
upload the recruiting 
materials.  Select [ATTACH], a 
popup will allow you to 
attach the recruitment 
materials. 



Consent Process
Attach your 
consent/assent 
documents and 
answer the questions 
specific to the consent 
process. 





After completing the compliance 
section, select [Complete 
Submission] and confirm 
submission. 

Once submission is completed, 
the next screen will ask you to 
Certify the project.  
After selecting [Confirm], the 
application will be sent to the 
IRB.  Your supervisor will also be 
asked to certify the project.

You will be able to track the 
progress of the application  on 
this screen. 



The dashboard allows 
you to track your 
submissions and to 
see if the IRB has any 
tasks, issues, or 
questions for you to 
address.
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