
How to Edit a 
Returned Submission 



To login, go to 
united.cayuse424.com 



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.  



If your Submission is Returned, it goes back to “In-Draft”. 
              Click here. 



Click here to edit your proposal. 



Since your submission was returned, you simply need to edit what you 
submitted in line with the feedback you received. Click here to edit. 



You are now inside your Initial 
submission. You will see comments 
made by the reviewer(s) of your proposal 
that will alert you to issues that need to 
be addressed before your submission is 
ready for review by the IRB. They appear 
as comments here. Click on one of the 
comment boxes. 



Comments will be attached to 
particular boxes so you know 
where you need to work. Click 
“Expand Comments” 



Now you can see the feedback from 
your reviewer(s) here. 
 

Any comments will need to be 
addressed before you resubmit. In 
order to address the comment, you 
may need to update your proposal. 
To do so, click in the box and edit 
your prior entry. 



If you want to explain to your 
reviewer(s), you can do so by 
clicking “Reply.” (Note: you will 
likely still need to edit your entry 
above.) 



Type any explanation you would like to 
share with your reviewer, but not to the 
final submission that will go to the IRB, 
here. Remember to click “Save.” 



Once you have edited your proposal 
above and saved any comments for the 
reviewer(s), click the dropdown menu 
and select “Address.” 



Once you have addressed the issue, it 
will appear like this. Now you can move 
on to the next comment. 



In this case, you will need to submit another 
document, so delete this one by clicking X and 
then attach another. 
 



Don’t forget to mark the issue as 
“Addressed.” 
Once all comments are Addressed, you’re 
ready to complete your submission. 
Click here. 



Confirm you are satisfied with your 
changes by clicking here. 



You need to certify your 
submission, so click here. 



Read and, if true, confirm. 



Use the Menu to return to the dashboard. You can see your study is awaiting authorization. You will 
receive e-mail notifications at each phase from this point forward as your submission is processed. 


