
Mentors & Consultants
The following slides will walk you through the

process of certifying submissions for IRB review,
or else returning submissions to students for

further revisions



When your student has completed their 
IRB submission, and certified it for IRB 
review, you will receive an e-mail 
similar to the one to the right, from 
hsr@united.edu

Check to ensure your e-mail filter is not 
sending e-mails from hsr@united.edu 
to your Spam folder.

Once you receive this e-mail, we ask 
that you review the submission within 
two weeks of receipt.

The slides that follow walk you through 
the steps for reviewing the submission.



First, you need to log in. 
If you’ve logged in 
before, go to 
united.cayuse424.com

If this is your first time 
logging in, go to our 
website and find the 
slides for first time login 
under “Resources.”

Our website is: https://united.edu/institutional-review-board/

http://united.cayuse424.com/
https://united.edu/institutional-review-board/


Enter your username and password



Once inside, click on Cayuse IRB (Human Studies Compliance).

Cayuse 424 allows you to manage your personal details.

You will not be allowed access to System Administration Applications.

You can reach Cayuse support here. We recommend you contact 
United Helpdesk before contacting Cayuse: onlinehelp@united.edu



Welcome to your Dashboard! You will see here a study is “Awaiting Authorization.”
Click here to review the study:



There may be multiple submissions Awaiting Certification. In this case, 
there’s only one. Click on the blue text to select the submission you want to 
review.



Now you have a few options. The blue buttons on the right give you two options 
for routing the submission. You can either (1) Return to the student or (2) 
Certify the submission, thereby routing it to the IRB for review.

First, though, we need to take a look at the 
submission to decide where to route it. Click on 
”View” to see the submission.



You can now view the entire submission in detail. We are 
asking that you focus your guidance on Sections 4 & 5 in 
particular, but you can see anything you like using the 
sidebar. Let’s click on Section 3.



You can see all the information the student has submitted 
here, including the Faculty Mentors, Consultants, etc. The 
student should be both the Principal Investigator (PI) and 
Primary Contact (PC). Let’s take a closer look at Section 4 by 
clicking here.



This Section is important for ensuring the scientific 
design of the project is sound. We want to see the 
problem, hypothesis, solution, and method are 
closely aligned and verifiable.

For each section, we have included multiple 
examples of suitable responses. We encourage 
students to formulate their responses as they are 
formulated here. In this case, the hypothesis should 
be an if-then statement.



We want to know how the hypothesis is related to the 
problem identified. Again, multiple examples are given. 
Students will be trained on the basic research concepts 
utilized here during the DMin intensives in Semesters 1, 3, & 
4.



The detailed outline will be the 
longest entry, and is essential for 
the IRB to gain a clear grasp of 
all research with human subjects 
that will transpire in the project. 
Encourage students to be 
thorough but concise.



This Section is important for ensuring the scientific 
design of the project is sound. We want to see the 
hypothesis is verifiable and that the project is 
designed in a way that is likely to deliver results and 
conclusions.

Now we can move on to Section 5.



This Section is important for ensuring the student is 
utilizing research instruments that are closely aligned 
with the hypothesis and method of the project.

First, we need a brief, general description of the
research instruments students will use in testing their
hypothesis.

Then we will dig down in more detail with each 
instrument.



If the student utilizes surveys, questionnaires, or 
interviews, we need to see the questions students 
will ask.

Here we need to see every question the student 
plans to ask in each survey, questionnaire, or 
interview.



We also need to ensure that students are not asking 
questions that are not relevant to the hypothesis and 
method of the project, so students need to explain 
how they anticipate their questions to be useful data 
for the analysis of the project once it is completed.

Sometimes students use predesigned instruments. If 
they say “Yes” here, a text area will appear for more 
information.



Finally, we need to ensure that students are either 
retaining anonymity for participants or else taking 
sufficient steps to ensure the protection of participant 
information.

Once you have reviewed the full submission, return 
to the “Submission Details” page so you can render a 
decision.



Now you have sufficient information to decide where the submission 
should be routed next. Let’s take a closer look at the two options.



Option 1

Returning to the Student
In this case, the submission will be sent back to the student so that 

they can make revisions according to your guidance. We’ll show 
you how to send your guidance inside Cayuse IRB.



If you want the student to make changes to the submission before it is 
sent on to the IRB, select “Return” here:



Click to confirm your decision:



The Cayuse IRB system auto-sends.   
e-mails to all effected parties when a 
decision is rendered. In this case, when 
you confirm your decision to return the 
study to your student, the student, 
mentor(s), and faculty consultant will all 
be notified of the decision.



After you confirm a “Return” decision, Cayuse will take you to this 
page so that you can input your guidance to the student on the study. 
To leave notes, or make any minor corrections, choose “Edit.”



Now you can make comments on the submission. 
Navigate using the left sidebar to the section you want to
edit. Let’s choose section 4 to make some comments. 
Click here.



Now we can see the student’s entries to each 
question, and can type in the same text areas where 
they’ve been working. Click in a text area below to add 
your guidance.



Make sure you make clear what you are asking the student to change. 
One good method is to open each comment with your initials (SM here 
for “Sample Mentor”). Click the B to make your comments appear in
bold.



Continue leaving comments to any entries you would like the student to
change.

When you’re done with this section, use the sidebar to navigate to the 
next section that requires guidance.



Continue leaving comments to any entries you would like the student to
change. The software will autosave as you work. If you want to make 
sure your input is saved, check to see the “Save” button has faded here:



Once you have made all your suggestions on the student’s 
submission, be sure to send an e-mail to the student letting them know 
you have done so, as the software will not auto-send an e-mail at this 
point.

Once that’s done, you have completed the process of returning a 
submission to the student for revisions. Now you can work with the 
student on making the changes before they resubmit the submission 
for you to certify.



Option 2

Certifying the submission
In this case, the submission will be sent on to the IRB so that the 

IRB office can begin the process of reviewing the submission.



If you have viewed the submission and are satisfied that it is now ready to be 
sent on to the IRB for review, you need to Certify the study. Click here:



Confirm your agreement here:



That’s it!

Now the IRB will review the submission and work with 
your student to refine the project in a way that ensures 

it is scientifically sound and consistent with best 
practices of Human Subjects Research.

If at any point you have any questions, contact 
hsr@united.edu


