Submitting a legacy form for your legacy submission in
Cayuse

For studies that were initially approved in IRBIS, shell data for the study were transferred to Cayuse but
detailed study information was not transferred. If you need to submit a modification, renewal, closure,
or other report in Cayuse for a study that was originally approved in IRBIS, you will first need to
complete a legacy submission form.

IMPORTANT: You are not permitted to make any changes to the study in the legacy application. The
purpose of a legacy application is to replicate the study record from IRBIS. Legacy applications are
automatically approved by the system without review by the IRB or IRB office. Any changes you wish to
make to the study must be made as part of a subsequent modification request.

The legacy form requires that you upload all documents associated with the mostly recently approved or
exempted IRB application, along with a PDF of the approval or exemption letter and a PDF of the most
recently approved or exempted application form.

Documents required for the legacy form include:
e The finalized version of the most recently approved or exempted IRB application associated with
your study.
e All study documents that were attached to the most recently approved or exempted IRB
application.
® A PDF of the most recent approval or exemption letter for the study.

We encourage you to use the naming convention of “Study number Pl Last name Type of document” for
the documents attached to your legacy submission. Since these documents comprise the entirely of the
study record, you are not required to fill in the body of legacy form (unless you wish to).

1. Login to the Cayuse system at https://appstate.app.cayuse.com/ and go to the human ethics
module:
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https://appstate.app.cayuse.com/

2. Select “Studies” to view your studies
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4. Under that main study page, click on “New Submission” and select “Legacy”
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5. That will create a new legacy submission form for the study. Select “Edit” to go to the form and
provide necessary information.
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6. Complete the first section of the legacy form to provide a study Pl and primary contact, and to
upload study documents:
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7. You do not have to complete the full sections of the legacy form if you don’t wish to. However,
you will need to navigate through each section of the form using either blue menu on the left of
the screen, and/or the arrows to the right:
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*Note that, if you do not complete the rest of the legacy form sections, all sections will be displayed for your study, including
sections for both exempt studies and non-exempt studies. Don’t be alarmed by this; those sections are displayed simply because



you have not entered any logic into the form. If/when you answer the detailed questions in the sections the form will display
appropriately.

8. Once you’ve navigated through all the sections and each section has a checkmark in the blue
menu, you may complete the submission:
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And you should be done!



