
AŌer logging in, select Human Ethics from the Products drop-down. 

Starting a New Human Subject Research Study 

Enter Ɵtle                 Check to save 

+New Submission becomes available. IniƟal is your only choice for a new project. 

Choose New Study 

Update 12/2025 



The person creaƟng the submission is automaƟcally the Primary Contact (PC). 

Click on Assign PI (Principal Inves gator) (or Edit buƩon). 

Read through Ge ng Started 

Then click Yes that you have read the informaƟon. 

The other secƟons will begin to appear based on your 

responses. 



In the scenario below, checking off Student triggers adding a Faculty Sponsor for this project. Which behind the scene is a  

Co-Principal InvesƟgator (PI). Use the arrows instead of the browser navigaƟon and SAVE your work.  

Students and Faculty Advisors (FA) and/or Co-PIs 

It is recommended that the student noƟfy their Faculty 

Advisor when a draŌ is complete BEFORE Complete 

Submission and CerƟfy the submission. Prior to cerƟfying, the 

Faculty Advisor can review and make any edits.  

Faculty Advisor reviews first before either Complete and 

Cer fy the submission at the end. 



Click “Find People” to add the Principal Inves gator. POP–UP: type in part of a name, click find icon. 

If you are not finding someone, they may not have had a profile set up.  

Cayuse User ID Request: hƩps://forms.gle/SUUNkEmL2EE3AKEW7 

Type in part of the name, click the magnifying glass 

symbol, then the plus sign next to the name you want. 

A green check will confirm selecƟon. Then Save. 

You may add more than one Co-PI. However, all the Co-PI(s) and Faculty Advisor are also required to cer fy submissions before 

they are sent to the IRB for review. As the protocol goes through a review, it may be sent back with quesƟons. Each PI will need to 

cerƟfy each Ɵme it is returned to the IRB. Other Personnel do not need to CerƟfy the submission. 

Conflict of Interest. If any are marked as Yes it will ask to explain and to pick a name of the person with the conflict.  



If HUD is checked under Project Type, aƩachments are required. See next page for a achment guide. 



InternaƟonal Research has an addiƟonal secƟon. 

For all Project Types, except DeterminaƟon of Human Subject Research, CV/Resume for all staff listed under personnel must be 

aƩached. This includes Faculty Advisor.  As well as their training reports.  

If Faculty was checked under Principal InvesƟgator, the Student Classroom Project Syllabus will appear. AƩach if applicable to the 

submission. 

You may add mulƟple documents within aƩachments. A pop-up will appear. AƩaching Word or PDF documents work best.   

We also do not accept links to Google docs or SharePoint. Reviewers are not able to access links.  



Choose the most appropriate board for your project. Then Exempt or Expedited.  

Exempt Categories: hƩps://usm.maine.edu/orio/wp-content/uploads/sites/361/2022/08/IRB-Exempt-categories.pdf 

Expedited Categories: hƩps://usm.maine.edu/orio/wp-content/uploads/sites/361/2022/08/IRB-Expedited-categories-1.pdf 

Categories for that type of review will appear. Choose all that apply to the best of your knowledge. 

If Research Study was checked under Project Type, this secƟon will appear. AƩachments if applicable to this submission. 

HRPP 051 Research Supported by the US Department of EducaƟon (pdf)  



You must choose Other in Find Sponsors as 

well as typing in funding enƟty.   

End of Basic Information Section 


