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Step 1: Preparing to submit a Cayuse SP Record
1.1 Complete CITI certification training on conflicts of interest. 

• Access the CITI training by clicking this link: https://about.citiprogram.org/
• If this is your first time using CITI, follow these instructions to register:
• Click “Register” in the upper right corner.
• Click “Select your organization affiliation” and type/select “University of Memphis (SSO)”
in the “Participating Institutions” drop down box.

• Next, create your own username and password and select the Learner group.
• Select the conflict of interest course.
• Note: If you see “No course,” scroll down slightly and click “Add courses” and choose the
conflict of interest course.

• This training certificate is good for four years.

1.2 Next, complete the FCOI disclosure form. It is an eTrieve form, available here:
https://www.memphis.edu/research/researchers/compliance/conflict_of_interest.php

• After you have filled out the form, click “submit” in the bottom left corner of the window.
• The form will be routed to the Office of Research Compliance.
• This form is good for four years.

1.3 Download the FCOI responsible personnel list from  
https://www.memphis.edu/research/researchers/compliance/fcoi_resonsible_personnel_form.pdf

• Click the check box at the top if the project was completely or almost entirely your vision and
work. Then just fill out the top line and sign and date at the bottom. This also applies to projects
in which others were hired or helped to execute your ideas.

• If the project was collaboratively designed and developed, then enter the names of your
collaborators after your own.

• Save the completed form to your files. You will upload it with your report later.

1.4 For each project you intend to report, you will need the following:
• The form you completed in 1.3 (This PDF will be uploaded)

o The personnel listed on this form are specific to each single project.
o If you have projects with different personnel, then you will need to edit the form 

for each project you intend to report before uploading.
• A project title
• A short project description/narrative (Save as PDF for subsequent upload)



1.

2.01 Log into Cayuse SP

Step 2: Submitting a Cayuse SP Record
Before you begin:
Please complete Step 1, which includes CITI conflicts of interest training and completion of an FCOI form 
and a responsible personnel form. 

Go to https://memphis.cayuse424.com/

You’ll be directed through the two-step 
authentication process. 

Once logged in, you should see the  
Cayuse Research Suite home screen.

Select Cayuse SP.
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2.02 Start a new proposal

Select “Start New Proposal.”

Pop-up Warning: You will likely see a 
warning telling you to enable pop-up 
windows. Shown below is a screenshot 
from Chrome. Go to Settings, select 
“Privacy and security” and then click the 
radio button to allow pop-ups. Cayuse 
SP will not work without pop-ups.

If you start a proposal but don’t have 
time to finish it, you can return to it later  
by selecting “My Proposals.” Just be sure 
to save your progress as you complete 
each section.
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2.03 Complete the General Information section

The General Information section is the 
first section you will see after selecting 
“Start a New Proposal.” This page looks 
overwhelming, but the following  
sections are much easier and faster 
to complete. 

Ignore all of this stuff at the top. Scroll 
down to Sponsor Information.

Click

Enter “Other Activities” into this box by 
using the pop-up window. Click in the 
text field (1). Type “other activities” into 
the keyword bar (2). Click “Search” (3). 
Click “Other Activities” (4).

Click inside the “Prime Funding Agency” 
text field. A pop-up will appear. Do not 
enter anything into the keyword field.      	
            the “No Sponsor” button.

Next, move to the “Prime Funding  
Agency” line.

This is what you should see when you’re 
done entering sponsor information.

2. Type here

3. Click

1. Click here

4. Click
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2.03 Complete the General Information section, cont.

2.04 Complete the Investigators/Research Team section

Click in the text field and use the pop-up 
to find your department/school. (Do not 
use CCFA, as shown here.)

Click in the text field and use the pop-up 
to find your name.

Type “Other Activities-” exactly as I did 
here and then follow the hyphen with a 
short version of your project title.

Click in the date field and use the pop-
up calendar to select the same date as 
your project start date.

Click inside the last name field. Type your last name in the 
pop-up and click search. Select your name. Your first name, 
phone, email, and unit will auto-populate. Role should also 
auto-populate. If it doesn’t, click the drop-down menu and 
select “Principal Investigator.”

After you click “save,” you should see a 
green check mark next to “General  
Information” in the item list on the left.

Type “0” for person months and spon-
sored effort %. Type “100” for allocation 
of credit %. Click the “Save Personnel” 
button. This save button doubles as the 
save button for this section/page.

Remember to 
click save

at the bottom
of the window

Type “Other Activities:” exactly as I did 
here and follow the colon with the full 
title of your project.

Click in the date fields and use the pop-
up calendar to enter start and end dates. 
For proposed research, enter the  
expected start and end dates.

Click the “click here” link. Use the pop-
up to select “Other Activities” from  
the list.

Click the drop-down menu and select 
“New” from the list of options.
Click the drop-down menu and select 
“Other Activities.”
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2.04 Complete the Investigators/Research Team section, cont.

2.05 Complete the Budget section

2.06 Complete the Conflict of Interest section

This is what you should see when you’re done entering  
investigators/research team information.

You should also see a green check mark 
next to “Investigators/Research Team” in 
the item list on the left.

The dates should auto-populate. If not, 
enter them.

Leave all of these numbers set at zero.

If you completed Step 1, then all you 
need to do here is click “yes” to questions 
1a. and 1b. Then click “save.”

You should see a green check mark next 
to “Budget” in the item list on the left.

Select “No”

Enter the proposal amount (or actual 
amount if already received) of the  
external funding in this box. The other 
boxes will then auto-populate.

Click “No.”

Click “Save.”
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2.07 Complete the Regulated Activities section

2.08 Complete the Subrecipients section

2.09 Complete the Export Control section

Most types of activities CCFA faculty will 
report through this process will not  
involve human or animal subjects. Those 
activities generally involve a grant that 
is fully routed through the university. 
If your research does not involve hu-
man or animal subjects, select “No” for 
both. If your project does involve human 
subjects, then click “yes” and follow the 
questions from there.

Likewise, it is unlikely that any of these 
check boxes will apply. Check only if one 
or more of these items apply.

The Division of Research and Innovation 
confirmed we can answer “no” to each 
question, as shown in the partial screen-
shot on the left. They also stated that 
answering “yes” to any question will not 
impact you or your project.

Click the save button at the bottom of 
the page. You should see a green check 
mark next to “Export Control” in the 
item list on the left.

Ignore all of this stuff at the top.

Ignore “Add Subcontractor.”

Click “No Subcontractors.” Though this 
page lacks a save button, clicking this 
button will save your work. You should 
see a green check mark next to “Sub-
recipients” in the item list on the left.
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2.10 Complete the Intellectual Property section

2.11 Complete the Strategic Partnerships section

2.12 Complete the Location of Sponsored Activities section

The Division of Research and Innovation 
confirmed we can answer “no” to each 
question here, too. They also stated that 
answering “yes” to any question will not 
impact you or your project.

Click the save button at the bottom of 
the page. You should see a green check 
mark next to “Intellectual Property” in 
the item list on the left.

The Division of Research and Innovation 
confirmed we can answer “no” to each 
question here, too. They also stated that 
answering “yes” to any question will not 
impact you or your project. This section 
does, however, tell us something about 
community engagement, and I would 
be happy to have this data if you were to 
answer “yes” where applicable.

Click the save button at the bottom of 
the page. You should see a green check 
mark next to “Strategic Partnerships” in 
the item list on the left.

Below: Use the drop-down menu to  
select “Shelby.” Type “100” for percent of 
work. Click “Add.” 
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2.12 Complete the Location of Sponsored Activities section, cont.

2.13 Complete the Proposal Abstract section

2.14 Complete the Proposal Attachments section

This is what the box in the upper right 
quadrant will look like after you click 
the add button. You should see a green 
check mark next to “Location of Spon-
sored Activities” in the item list  
on the left.

Notes: This process is intended for work done off campus, 
i.e., without campus resources. Please refer to department 
and university guidelines for out-of-state and international 
travel. If you expect to travel, or did travel, as part of the 
project you are recording, then use the drop-down menu(s) 
to select the state and/or country. All percentages must add 
up to 100%.

Click: The choice is up to you.

Paste your abstract here or type “see 
attached” and upload the abstract later.

Select the closest category you can find 
to your project’s field. Most of our stuff 
is under the Js. Click “save.” You should 
see a green check mark next to “Proposal 
Abstract” in the item list on the left.

Below: Click “Choose File” and upload 
your FCOI Responsible Personnel Form.
Select “Compliance Documents” from 
the Document Type menu. Click the add 
button to finish this upload.

Note: Travel requests are sub-
mitted and approved through 
Chrome River:
https://www.memphis.edu/travel/
chromeriver.php
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2.14 Complete the Proposal Attachments section, cont.

2.15 Complete the Approving Units section

2.16 Complete the Submission Notes section

Almost there!

Above: Click “Choose File” and upload your abstract.  
Select “Abstract/Project Summary” from the Document 
Type menu. Click the add button to finish this upload.  
You only need to upload the two items discussed here.

If you completed all sections correctly, you should see this 
long list of check marks on the left side of your screen. 
Now, you can click “Submit for Routing.”  

You should see a green check mark next 
to “Proposal Attachments” in the item 
list on the left.

Unless you are the dean, you should not 
need to do anything on this page other 
than click “Authorize Unit Listing.” You 
should see a green check mark next to 
“Approving Units” in the item list on the 
left. The approving units for most people 
will be (1) home department and  
(2) College of Comm. and Fine Arts.

You can just type “N/A” here and click 
“Add Note.” You should see a green check 
mark next to “Submission Notes” in the 
item list on the left.
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2.17 Confirm your submission

2.18 Certify your proposal

If this becomes confusing 
or frustrating, make an 
appointment with Mike 
Schmidt. He will take you 
through the process,  
step-by-step. 

Most records can be  
completed in 10 minutes 
or less, once you get the 
hang of it.

Don’t give up:

After you click “Submit for Routing,” you 
will see this screen. Click “Yes.”

Once you click “Certify Proposal,” you are done! 

The proposal will be routed to your home department for 
your chair’s approval. Then, it will be routed to me at the 
College level, where I serve as the Dean’s proxy. Finally, it 
will arrive at the Office of Sponsored Projects.
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University of Memphis
Internal Processing Form - Application for Grant, Contract, or Cooperative Agreement 

*7589*

Proposal No: 25-0494 Sponsor Deadline: 10/08/2024 Eastern 
Parent Project: No Project Assigned Clinical Trials: No
Proposal Type: New Electronic: No

Instrument Type: Other Activities Primary Administrative
Contact: Michael Schmidt

Admin Unit: 250000 - College of Communication and
Fine Arts (CCFA)

Affiliated
Center/Institute:

Funding Agency: Other Activities ARRA Funded:  No Answer 
Sponsor Program Name:  Contact

Person:  Michael Schmidt 
Opportunity/Sponsor

Number:  Contact Phone: 901-568-8273 

Prime Agency: None Contact Email: mschmidt@memphis.edu

Project Title

Title of project goes here

Investigators/Research Team

Michael Schmidt - Lead Principal Investigator 
Sponsored Effort: 0% Cost Shared Effort: 0% Person Months: 0 Allocation of Credit: 100%
Dept No: 251000 Dept: Art 

Budget

Lead PI: Michael Schmidt Sponsor: Other Activities 
Budget Form Type: Summary   

# of Budget Periods: 1   
Comments:  

Project Dates: Current Period Total Project
Start: 10 /08 /24 10 /08 /24
End: 02 /28 /25 02 /28 /25

Cost Sharing  

 Does this proposal include funds or contributions in the form of cost sharing or matching (in-kind, cash, or unfunded effort)?
No

F&A Rates

Current Period Total Project  
F&A Rate (1): 0.000 % 0.000 %  
F&A Rate (2): 0.000 % 0.000 %  
F&A Rate (3): 0.000 % 0.000 %  

Effective Rate: 0.000 % 0.000 %  

Budget Categories  

 Current Period Total Project

SPONSOR DIRECT COSTS: $ 123 $ 123 
BASE for F&A Rate (1): $ 0 $ 0 

25-0494   Title of project goes here PI: Schmidt, Michael Page: 1 of 4  

Keep a record of your record

This is optional. You can actually go back into the system 
at any time to access your past records. Just click “My Pro-
posals” in the upper left menu. If you want a PDF of your 
record, for your records, right away, you can grab one when 
you go to certify your proposal. Click the PDF icon on the 
far right, and you will receive a download similar to the one 
shown in the partial screenshot below. 

Note: Your proposal/record number  
appears in the top left corner of the  
PDF (see below). If you ever need to 
contact the Office of Sponsored Projects 
about your proposal, you will need  
this number.


