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Types of Cayuse Submissions
● What’s the first type of submission you’ll make? INITIAL

● Need to make a change to your research team, methods, funding, or something 

else? MODIFICATION

● Is your study’s administrative check-in/expiration date upcoming? 

ADMINISTRATIVE CHECK-IN or RENEWAL

● Have you completed your research, including all data analysis and write up? 

CLOSURE



First Thing’s First…

Researchers must request a Cayuse 
account in order to access Cayuse. You can 
do so by filling out a brief survey found on 
our website. Once you have completed the 
survey, it can take between 24-48 hours 
for your account to be created and 
processed. 

Access the survey above!



Modification Submissions



Starting a Modification Submission

Choose “Modification”



Modifications

*You may select more than 
one!



Modifications

When you select the type of modification you’d 
like to make, specific directions for what section 
to make the change in will appear 



Protocol or Study Changes

If making a change to your overall protocol or study design, then you will have to submit a Word 
document explaining the exact changes you are making and in which sections



Completing your 
Modification 
Submission

When you’ve made all the changes 
to your submission necessary and 
each section has a white check 
mark, you may click the “complete 
submission” button to send to the 
IRB (or to PI for certification  if you 
are a student leading the study 
with a faculty sponsor) 



Administrative Check-Ins & 
Renewal Submissions



Administrative Check-Ins vs. Renewals

● Exempt & Expedited initial 
studies

● 2 years past approval date - 1 
day for faculty studies

● 1 year past approval date - 1 
day for student studies

● Does not require convened 
review

● Full Board initial studies
● 1 year past approval date - 1 

day
● Regardless of faculty or 

student studies
● Requires convened review

Administrative Check-In Renewal



Knowing when to Submit
Administrative Check-Ins

● ACD = 2 years past approval date - 1 day (non-student studies)

● ACD = 1 year past approval date - 1 day (student studies)

● Email notification from Cayuse 45 days prior to administrative check-in date

Renewals

● Expiration Date = 1 year past approval date - 1 day (all full board studies)

● Email notification from Cayuse 60 days prior to expiration date

● All renewals go to a full board meeting, so make sure to submit in time for full 

board review (if not approved in time, researchers will be required to stop all 

data collection/analysis until study is renewed, and possibly submit an 

Incident submission)

If submitting a Renewal for a full board 
study, please reference the IRB 
monthly review schedule here:



Where to Start?
Whether your study was reviewed as exempt, 
expedited, or full board, you need to select the 
‘Renewal’ option here…then you will have the 
opportunity to select administrative check-in or 
renewal further into the submission



Selecting the Correct Option

Initial submission 
reviewed as exempt 
of expedited? Select 
“Administrative 
Check-In”

Initial submission 
reviewed as full board? 
Select “Renewal”

***The option you select will 
determine which sections auto 
populate in the remainder of 
your submission



Administrative Check-Ins



Renewals



Completing your 
Administrative 
Check-In/Renewal 
Submission

When you’ve answered all 
questions included in the 
submission and each section has a 
white check mark, you may click 
the “complete submission” button 
to send to the IRB (or to PI for 
certification  if you are a student 
leading the study with a faculty 
sponsor) 



Key Points for Administrative Check-Ins & Renewals

● Total participants enrolled must never go down from one submission to the next - if 

you report 200 participants in your first admin check-in/renewal, the number you 

report 1 or 2 years later in your second admin check-in/renewal must be the same or 
higher (dependent also on whether you reported enrollment as active or inactive)

● CITI certifications must be up to date for ALL research team members - if any 

members were added or removed, a modification submission will need to be 

submitted and approved before carrying on with the admin check-in/renewal

● Site approvals must be up to date if data collection is ongoing

● Brief rundown of findings and publications



Closure Submissions



Why is it Important to Close my Study?

**Study Closures are quick and easy, and are important because they alert the IRB that any certain 
research is completed and not to be reopened. 

Choose “Closure”



Closures



Completing your Closure Submission

When you’ve answered all questions 
included in the submission and each 
section has a white check mark, you may 
click the “complete submission” button to 
send to the IRB (or to PI for certification  if 
you are a student leading the study with a 
faculty sponsor) 



Contact our Office!

Danielle Richardson

Compliance Analyst

richardsonda@montclair.edu

Ext. 7807

Alexandra McGinley

Compliance Coordinator

mcginleya@montclair.edu

Ext. 7583

Francine Seruya

HRPP Administrator

seruyaf@montclair.edu

Ext. 5083

mailto:richardsonda@montclair.edu
mailto:seruyaf@montclair.edu


Questions??


