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This guidance is for investigators making changes to an already approved human ethics or IRB-reviewed
research study in Cayuse.

Important Considerations

e Modifications to study protocols must receive approval prior to implementation

e Any personnel, internal or external to Loyola, being added to a study protocol must complete
Loyola’s Human Research training requirements in the CITI Program; see here for more
information

Key Steps

1) ldentify the Study to be Modified:
a. When logged into Cayuse, under the Human Ethics module and Researcher role, locate
your Approved Studies in the lower left corner of the Dashboard
b. Select the study to be modified
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2) Create a new Modification submission: In the upper right corner of the Study Details page,
select +New Submission; a drop-down list of eligible submissions for that study will appear,
select Modification
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3) Fillin Application:
a. Onthe Submission Details page, select either Edit or Complete Submission to start the
application process
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b. The Modification Information section requires five (5) questions to be answered; click
Save; then, select the section from the menu to modify and make necessary updates
i. IMPORTANT: If modifying documents, delete the previously approved/uploaded
version/s within the application before uploading the revised version to the
Modification application
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4) Save, Complete, and Certify Submission:
a. Ensure the green Save button in the upper right corner of the page is clicked as

modifications are made; when ready, select Complete Submission at the bottom the left-

side menu; NOTE: A system pop-up may appear, select Confirm to continue

b. This will route back to the Submission Details page where the submission is Awaiting
Certification; select the Certify button on the upper right side of the page to submit your
Modification application
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