
Cayuse IRB
Reviewing a Submission:
Quick Guide for IRB Members



Change “My Role” to analyst.
Change “Submissions that are” to assigned to me.



Click on the submission assigned to you that you wish to review..



Click on “Review”



If you find something that needs to be clarified click on the 
“Add Comment” then “Save Comments”.
Once you save the comment ensure that you change the visibility to 
“Unrestricted”



When finished reviewing, click on “Study”. 



Click on “Return” if clarifications or changes are needed.



Click on “Confirm” to return submission to PI.



Once PI makes requested changes and the study is returned back to you, 
you can see what changes have been made. 

To compare the previous submission with the new one, click "compare."



This is an example of compare. Click on “View Submission” to return to normal view.



Once the submission is ready to be sent to the IRB Chair, click on “Show Checklist”.

Please complete the checklist.  Doing 
so facilitates the chair's review and 
helps insure consistency in our 
review process.



Once the Checklist is completed, click on “Study”.



Click on “Assign Review Type/Board”.



Click on appropriate “Review Type and Board”.



For all submissions except those requiring full board review, the review 
board is Sacco (chair review), i.e., Exempt or Expedited.

Click "Save"



Click “Proceed”.



Click “Confirm”.



Click on “Assign Reviewers”.



Click “Assign” then “Save”.

In all cases but Full Board, there is only one 
option.



Click “Proceed”.



Click on “Confirm” to send to IRB Chair.



Your  review is complete only when the flag changes from "Under Pre-Review" (your job) 
to "Under Review" (Chair Review or Full Board).



Questions?
https://www.usm.edu/research/office-research-integrity

Contact: 
irb@usm.edu
266-5997 (IRB Manager, Jo Ann)
Samuel.Bruton@usm.edu, 
266-6756 (Sam)

http://www.memphis.edu/rsp/compliance/cayuse_irb.php
http://www.usm.edu/research/office-research-integrity
http://www.usm.edu/research/office-research-integrity
mailto:irb@usm.edu



