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What is Cayuse IRB?
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Cayuse IRB is an electronic submission portal 
that manages all human subjects research 
protocols from submission to closure. It is an 
interactive platform that guides researchers 
through the application process by customizing 
the information required based on responses to 
specific questions. The application does not have 
to be completed in one sitting and can be saved 
at any stage in the submission process.

Logging In
There are two ways to log into the Cayuse Research Suite:

• Navigate to www.siena.edu/irbapp. If you 
are not already logged into Siena in the 
current browser, you will be asked to enter
your Siena credentials.

• On the IRB Website, you can access Cayuse 
under the “Submit Your Application” tab.

http://www.siena.edu/irbapp
https://www.siena.edu/offices/oie/institutional-review-board/submit-your-application/
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Understanding 
Your Dashboard



Understanding and Navigating Your Dashboard

In Draft
Includes studies PIs 

have not yet 
submitted, and 

studies returned to 
PI with comments.               

Awaiting 
Authorization

Includes studies that 
are awaiting 

certification from PI

Pre-Review
Includes studies that 

the IRB Chair is 
currently 

pre-reviewing (i.e., 
screening) before 

assigning to a 
reviewer.

Under Review
Includes studies that 
are currently with a 

reviewer.       

Post-Review
(Not Visible to All Users)

Includes studies for 
which an IRB 
member has 

completed their 
review. The study 
routes back to the 

IRB Chair for review 
before determining 

the review 
complete, returning 

it for revisions, or 
sending it to 

additional reviewers.           

PI Name



Creating & Submitting 
A New Protocol



To begin a new protocol, click 
“New Study”
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Add Study Title here

Click here to confirm creation of
new study
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Click here and select “Initial”
to create the Initial submission 

for your study
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Remaining tasks

Click here to begin editing 
your submission
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The Primary Contact, Primary 
Investigator, and Co-Investigator can 

access the IRB study

For student –initiated 
research, the faculty
supervisor MUST be

the Principal 
Investigator. 

Students should list 
themselves as the 
Primary Contact.
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Once all required questions in a 
section are complete, a check will 

appear next to the section

Questions marked with a
red star are required

Attachments are 
prompted within each 

section. All attachments 
should be submitted in 

PDF
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Once all required questions in a 
section are complete, a will 

appear next to the section



Make sure to save your work!
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Select “COMPLETE SUBMISSION” to send 
the submission to the PI to certify. This 
option will not appear until all sections 

of the application are complete.
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The PI (always the faculty supervisor 
in student-initiated research) must

certify the submission in order for it
to be submitted to the IRB.
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Once certified by the PI, the application is
submitted to the IRB and placed in Pre-
Review for screening. It will either be 
returned to you if more information is 

necessary or advanced to formal review.
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If not returned for more 
information (allow up to 
3 days for processing), it 

will be advanced to 
“Under Review”. 

Expect formal feedback 
1-2 weeks for Exempt 

studies and 2-3 weeks for 
Expedited reviews. Full 

committee review 
meeetings are conducted 
1-3 months from time of 

submission.



Responding to 
Requests for Revision



How to Resolve Comments & Make Changes

1. Comments from the IRB will appear as 
a bubble next to the section the 
comments are located

2. Type “Ctrl + F” and search for “Expand” to 
locate all comments on the page. Click the 
“Expand Comments” Button.

3. To reply to the comment, click “Address.” 
Make changes in the actual submission as 
applicable.

4. After replying to the comment and 
making the change(s) click the 
“Addressed” button. When all comments 
have been addressed, resubmit to the IRB.



Checking the Status of  
an Existing Protocol



Click View All under “My Studies”
for a list of all your protocols.
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Click the IRB number of the 
protocol you are interested in.
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Click “Submissions” on
the Study Details page
for a list of submissions
related to the protocol
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Click the link for the 
submission you are 

interested in
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Click the “Task History” tab to
view activity on the submission
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Creating a Modification 
(Amendment)



On the Dashboard, click 
here to view your studies
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Click on the Study you wish 
to submit a Modification 

(Amendment) for

Only the PI, Primary 
Contact, and co-PI can view
or edit the Study.
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Click “New Submission” 
then select “Modification”

Only one Modification may 
be open at a time. Once 

approved, you may submit 
additional Modifications.
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Describe all items
that are being changed

(make sure to make personnel 
changes in the Research Personnel 

section as well). Then make the 
changes directly to the 

application.
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When all information has been updated,
click “COMPLETE SUBMISSION” to

submit to PI for certification

*DO NOT DELETE ANY DOCUMENTS 
THAT ARE STILL BEING USED*

Only upload documents that have 
changes. Please include the date in 

the file name.
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The submission will remain at “Awaiting 
Approvals” and will not go to the IRB 

until the PI has certified the Modification
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The PI can Certify the Modification 
by clicking here. (Refer to the start of 
the Modification guide for directions 

on navigating to this page)
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Creating and 
Submitting a Renewal



On the Dashboard, click 
here to view your studies
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Click on the Study you wish
to submit a Renewal for
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Click “New Submission” then
select “Renewal”
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Click “Edit” to begin 
working on your Renewal
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Please answer all 
questions in each 

section

39



Once all sections are 
finished, click “COMPLETE 

SUBMISSION” to send to the 
PI for certification

Submitted Renewals are 
scheduled to be approved as 
close to the expiration date 

as possible
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Incident and Closure 
Reports



Click on the Study you wish 
to submit a Modification 

(Amendment) for

Only the PI, Primary 
Contact, and co-PI can view
or edit the Study.
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Click “New Submission” 
then select “Incident” or 
“Closure”.  Once you have 
addressed all comments, 
select “COMPLETE 
SUBMISSION” to send to 
PI for certification.

43



Have Questions? 
Contact irb@siena.edu
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