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role (Researcher) in upper right-hand side of the screen. To make Org Approver the defaulted role, click 
on the star next to Org Approver. Below is a screen shot showing what to do: 
 
 
Step 1: Click here. 

 
 
 
 
 
 
 
Step 2: Click here. 

 
 
 
 
 
 
Step 3: Click here. 
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Step 4: Click here. 

 
 
Step 5: Click on the star next to Org Approver—this step makes it your default role. 

 
 
 
Step 6: Click Org Approver to view that dashboard. 

 
 
Step 7: Any assigned tasks will appear in My Tasks (as an example, I have included a screenshot 
of My Tasks below). 
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COMPLETING ORG APPROVER TASKS: This section of the guidance has been developed 
to show SHSU Org Approvers (typically Chairs and Deans) how to locate, review, and certify a 
submission. 
 
You should receive an email—similar to the one shown below on p.4—instructing you to 
certify the submission (remember to check your junk folder if you do not see the email): 
 
If you click the link in the email, you will be prompted to log in to Cayuse IRB. Log in and navigate 
to the Org Approver Dashboard. See previous section for instructions on how to make this your 
default role. 
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You can then access the study by selecting the task in your notifications or by clicking on the study 
in the “My Tasks” tab, whichever works best for you. Select the study that needs to be certified.: 

You will then be taken to the submission details page. Once on the submission details page, 
you will need to review the study*. You can do this by clicking view or by downloading a 
pdf version of the application: 

*Expectation of Department Chairs and Academic Deans in reviewing IRB submissions:  

 

 
 






