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Texas A&M University-Kingsville has partnered with Cayuse research administration software to streamline submission
processes and record-keeping. If you follow the steps below, your CITI training can be linked to your Cayuse profile.

Ensuring CITI Program Training will link to Cayuse

1. Inaweb browser, navigate to: www.citiprogram.org
2. Inthe upper right corner of the screen, Log In:
3. Check your contact info.
e Be sure your email is your @tamuk.edu email in the format listed below:

o first.last@tamuk.edu

o first.last@students.tamuk.edu

¢ You may use a personal email as your secondary address for account recovery, but your @tamuk.edu email address is used

to link your CITI training to Cayuse.

Accessing the Cayuse Research Suite
There are two ways to access the Cayuse software for on-line Research Administration:

1. Loginto to JNET -> Campus Resources -> Quick Links -> Cayuse.
2. Or, go directly to tamuk.app.cayuse.com
¢ You will log in with your ku/ka/kf email account and your email user password, as if you are logging into Microsoft
Office 365 products.
3. Once in Cayuse, select Products from the upper right corner, and choose the module you need. .

< cayuse platform ) .
\v/ Home Angela Bingham

Home
My Tasks .
Sponsored Projects

Proposals (S25)
Assigned to Me Created by Me m All
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Task = Task Type From Assigned To Created % Last)  Animal Oversight Status

Hazard Safety
No Saved Tasks

Admin

Human Ethics is the first completed module for use.
Sponsored Projects, Proposals (S2S), Animal Oversight, and Hazard Safety
modules are in the process of being set up and will be coming soon.
Ask the Office of Research and Innovation for more information, timelines, and training opportunities.

Cayuse has a training/testing environment where faculty, staff, and students can log in and become comfortable
with the interface, before using the live environment. Ask to have your UAT training account activated so you can take a look.

TAMUK Office of Research and Innovation
www.tamuk.edu/ori - (361) 593-3344
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Starting a NEW IRB

1. Loginto to Cayuse.

2. Select Human Ethics from the Products menu in the upper right corner. This will take you to your Human Ethics Dashboard, where
all studies can be seen. This will show pending items, those under review, approved studies, and closed studies.

3. Click on the +New Study button in the upper right corner of the screen.
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4. Enter the official title for your study.
5. Check the blue check-box to move forward.

Studies / Study Details

Study Details L Submissions

Enter study title here ) ‘
@~

+ New Submission

[5 PDF @ Delete
Approval Date: Expiration Date: Organization: Active Population Flags: Additional Flags:
N/A N/A N/A Submissions:
Admin Check-In Date: Closed Date: Current Policy Sponsors:
N/A N/A N/A

6. Verify your study title appears correct.

7. Make note that your study has been assigned a number: IRB-FYO000-00. This will be the number for the review and the life of the
approved study. Refer to this number when corresponding with Research Compliance about this study.

8. Click the + New Submission box, then select the Initial option that appears below it.

Studies / Study Details + New Submission
Study Details Submissions L P
—

IRB-FY2024-39 This is an IRB test study

‘ [5 PDF H @ Delete
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9. You are now in the Submission Details Screen.

10. From this screen you can see a timeline numbered 1-4 that shows where the study is in the review timeline. Currently, this
study is In-Draft.

11. The red flag on the left side of the screen shows this study is Unsubmitted. The flag will update based on the status of the
study.

12. In the middle of the screen you can see Required Tasks. You may choose one of these, but for a new study, it would be best
to simply click Edit, as shown by the red ellipse.

cayuse
J/’I Humaﬂ EthICS Role: Researcher + p Products ~ & AngelaBingham ~
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Studies / Study Details / Submission Details

1 In-Draft

Submission is with researchers

Initial
IRB-FY2024-39 - This is an IRB test study

(&‘ Edi'}[ PDF ~ “ @ Delete
Pl: Current Analyst: Decision: Policy: Required Tasks: Web search Copy | +-+
N/A N/A Post-2018 Rule

Assign Pl
Review Type: Review Board: Meeting Date: AssignPC
N/A N/A N/A

Complete Submission

13. You are now in the IRB study application.
14. This application was built to match the PDF application that has been in use for many years. It has some areas that have
“branching logic” so some sections will only be required if certain selections are made.

Please fill in the application and upload any required materials as it requests. Contact Angela Bingham in Research
Compliance with any questions during your submission.

15.

cayuse
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IRB NUMBER: IRB-FY2024-39

This is an IRB test study - Initial _oo ] o .

<€ SUBMISSION DETAILS ‘

Sections

1. Study Information

P — 1. Study Information

4. Review Considerations Many research projects have more than one area of oversight. Please check off any that apply to your planned work, and in the box below explain the status of any additional approvals. Approvals @
vary based on the work being proposed and may not be limited to what is mentioned below.
5. Funding
(J This study involves the care of use of animal subjects.
() This study involves activities including but not limited to working with Biohazards. Human Blood, rDNA, E. Coli, etc.
() This study involves accessing export-controlled equipment or data.

6. Description of Subjects
7.Selection & Recruitment

8. Hypothesis / Rationale

+ Brief Summary of Study

9. Study Design/Tools

Provide a short non-technical description of the study in 50-100 words, which will be used in IRB documentation as a description of the study.
10. Methods
You will be asked for more specifics around background/rationale and research question(s) further in the application. This should only serve as a brief synopsis and not the full description of your

11. Data Security study.

12. Consent

13. Benefits, Risks, & Com...
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16. To identify the Pl and other IRB personnel, they will need to be added to the Cayuse system.

17. Aninitial upload of user data has been entered into Cayuse, but this ONLY included faculty and staff.

18. Students need a request submitted by the Pl to be added.

19. Use this link to make the request. If you have a large group, please contact Angela Bingham to put in the request.

20. If you cannot find a person using the People Finder tools on the IRB Personnel page, use the Microsoft Office link to
request they be added.

21. As all required fields are filled in on the application, Check-boxes appear on the left sidebar (below). If a section is missing
a check-box, you need to click on that section and see what is missing.

22. Multiple people can work on the IRB application, but only the Pl can certify. Once the application is complete, the person
filling it in can click Complete Submission in the lower left corner. This only sends it to the Pl to verify it is ready for
review.

23. The Pl still has one more step.

cayuse
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SUBMISSION DETAILS Oy g o0 B CREATEPDF [T COMPARE < >
< ‘ This is an IRB test study - Initial

The TAMUK IRB reviewer(s) may determine upon review if this protocol falls under another category or level of risk, and will make suggestions to decrease and mitigate risk, or will notify Research
Compliance of the required level of review.

+ Select the Exempt of Expedited Category under which you believe your study falls.

10. Methods Select what best describes your study.
11. Data Security @ Exempt Categories
() Exempt Category 1
12. Consent Research, conducted in established or commonly accepted educational settings, that specifically involves normal educational practices that are not likely to adversely
impact students’ opportunity to learn required educational content or the assessment of educators who provide instruction. This includes most research on regular and
13. Benefits, Risks, ... special education instructional strategies, and research on the effectiveness of or the comparison among instructional techniques, curricula, or classroom management
methods.
14. Attachment Co... Exempt Category 2
Research that only includes interactions involving educational tests (cognitive, diagnostic, aptitude, achievement), survey procedures, interview procedures, or
15. Anticipated Rev... observation of public behavior (including visual or auditory recording) if at least one of the following criteria is met:

O (i) The information obtained is recorded by the investigator in such a manner that the identity of the human subjects cannot readily be ascertained,
directly or through identifiers linked to the subjects:

O (i) Any disclosure of the human subjects' responses outside the research would not reasonably place the subjects at risk of criminal or civil liability or be
damaging to the subjects’ financial standing, employability, educational advancement, or reputation;

O (iii) The information obtained is recorded by the investigator in such a manner that the identity of the human subjects can readily be ascertained, directly

Routing

Send to Pl for certification? or through identifiers linked to the subjects, and an IRB conducts a limited IRB review to make the determination required by §46.111(a)(7).
) Exempt Category 3
COMPLETE SUBMISSION & (O (i) Research involving benign behavioral interventions in conjunction with the collection of information from an adult subject through verbal or written
inclidi oot dlicuiciil fncif tho cuhingt i tothal - i L i datlaact

24. The protocol is routed to the PI (if you are the PI, it simply takes you to the screen, below.

25. The Pl can review the IRB if it was prepared by someone else, and determine if it needs to be returned for more work, or
if it is ready to certify (sign) to send out for review. If more work is needed, the PI can click Return and set up a meeting if
needed to review the draft protocol with the person who prepared it.

26. Clicking Certify will bring up a screen of Assurances, for the Pl to read, and confirm that the IRB is ready for review.

27. Click the green button on the lower right corner.

Studies / Study Details / Submission Details

In-Draft 2 Awaiting Authorization
V' Submissioniswith researchers Submission is awaiting certification or approval

Awaiting Certification

Initial
IRB-FY2024-39 - This is an IRB test study

oL  Ranliict Oecicinn. Daticee Decusioad Tackee

28. Once the Pl certifies, the individuals in the Office of Research and Innovation, Research Compliance who are assigned the
IRB Analyst role will receive an alert within Cayuse as well as an email.

29. The Analyst will verify that everything is present and nothing to prevent review is evident.

30. The Analyst can assign the appropriate review path, and the entire protocol as submitted will route to the appropriate
reviewer(s) or be places on the agenda for the next IRB Convened Full Board meeting.
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31. The Analyst will continue to work with the reviewer(s) and Pl to secure approval.

32. The Pl can check the status of the IRB within Cayuse using the Submission Details screen, as seen below.

33. Note the flag now reads Under Pre-Review

34. In the lower part of the screen, under Task History, the steps the protocol has gone through are date and time marked.
This will also show when the reviewer has been assigned, when comments have been made or approval granted, and will
log renewals and amendments for the life of the protocol.

35. The Pl can export a PDF of the protocol as needed.

36. Upon approval, a letter will be generated and sent, and will be logged within the software for retrieval.

p Products ~

Role: Researcher ~ & AngelaBinghain

Dashboard Studies Submissions Tasks Meetings Reporting More
Under Pre-Review
Initial
IRB-FY2024-39 - This is an IRB test study
Routing:
[ Bi Review ] [ PDF ~ ] @ Delete
PI: Current Analyst: Decision: Policy: Required Tasks:
Angela Bingham N/A N/A Post-2018 Rule H Assign Analyst
Review Type: Review Board: Meeting Date:
N/A N/A N/A
Approvals Task History Attachments
Name Role Routing Action Completion Date

Angela Bingham

Angela Bingham

Principal Investigator

Principal Investigator

Certified

Submission Completed

03-22-2024 1:06 PM

03-22-2024 12:57 PM




