
 1 

 

Request for Determination of Human Subject Research 

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

Click the New Study button. Enter a title, click the green checkmark to save. 

title 
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Click the New Submission button, Initial in the dropdown.  

Click on Edit. 

The person creating the submission is automatically the Primary Contact (PC); however, that can be changed under Personnel. 

Click on Assign PI (or Edit button).  
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Other sections now appear below Getting Started. As a smart form, sections will be added based on your responses.  

In the scenario below, checking off Student triggers adding a Faculty “sponsor”, mentor, advisor for this research project. Which 

behind the scene is a Co-Principal Investigator (PI). 
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Click the + next to the name, Save 

Click “Find People” to add the Principal Investigator. 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: https://forms.gle/

SUUNkEmL2EE3AKEW7  

In the pop-up type part of the persons name, click the magnifying glass at the end of the line for a list of potential people. Click 

the + next to the name you want, then click Save. 

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

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

to certify each time it is returned to the IRB.  Other Personnel do not need to Certify the submission. 

https://forms.gle/SUUNkEmL2EE3AKEW7
https://forms.gle/SUUNkEmL2EE3AKEW7


 5 

 

Is this Human Subject Research? By checking NO you will NOT be required to upload Human Subject Research CITI training report 

(or equivalent). 

You may add multiple documents within attachments. A pop-up will appear. Note: we do not accept links to Google docs. Some 

of our reviewers are not able to access them.  Please make sure anyone can access links to online surveys, etc. 

For University of Maine System Faculty, Staff, or Students with a conflict of interest may require a separate reporting and 

training.  FMI: https://usm.maine.edu/orio/financial-conflicts-of-interest-fcoi/ 

If there are any “yes” answers, then Find People will appear.  

https://usm.maine.edu/orio/financial-conflicts-of-interest-fcoi/
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Here is where things get interesting! 

This is a “smart form.” The form will adapt to your responses. 

Let’s continue as if this were a Request for Determination of Human Subject Research….. 

The screenshot below shows the additional questions, compared to the above screenshot. 

Checking YES to External Sites will prompt the additional questions, example above.  

If YES is selected for International Sites, International Research Section appears.  
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These questions do not show if you select NO to funded 

project. 

The start date should be when you expect to start collecting data, after IRB approval. For a determination, about 2 weeks from 

submission. 

Updated 2/2024 
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If yes, the following questions will appear. 
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Once each section has a checkmark, the COMPLETE SUBMSISION will appear. Click on COMPLETE SUBMISSION. 

A pop-up will appear to confirm certification before it is 

routed to the next CO-PI or Faculty to certify. 

When all certification routing is done, it goes into the 

que of an ORIO analyst for next steps.  

Clicking on Submission Details in the upper left corner of the page will get you back to the certification page. 


