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In Cayuse 424, a subaward is essentially a simplified proposal which contains only a detailed budget, a Performance
Site form, and a simplified Key Persons form (with no slot for PI). Like a prime proposal, subawards can use
professional profiles, institutional profiles and indirect cost rates specific to the proposing organization if they are
available.

Subawards in Cayuse 424 may be standalone, or they may be linked to a prime proposal. Standalone subawards can be
viewedinthe Proposals tab, while linked subawards are displayed in the Subawards tab.

The Subawards tab appears at the top of Cayuse 424 just to the right of the Proposals tab whenever you are viewing a
prime proposalthat has at least one linked Subaward.

Overview | Opportunities | Proposals | Subawards |

Thetabshowsallthesubawardsforthecurrently-openproposal.

In both cases, you'll see similar forms when you access the subaward.

Most Cayuse 424 customers can also import subawards that were created in another system (either Subawards.com,
Adobe, or another instance of Cayuse 424) and export subawards for use by other Cayuse 424 customers.

Navigating Subawards

Navigating a subaward proposalis essentially the same as navigating any other federal proposal. Refer to thelinks in that
sectionfor information on editing Key Persons, Performance Sites, and the budget. The primary difference is that the
PD/Plslotisnotavailableina subaward(sincethatroleisoccupiedbyapersonontheprimeproposal).

Whenyouopenastandalone (unlinked)Subaward,itopensintheProposalstabandbehaveslikeanyotherproposal. When
youopenalinked subaward,youwillseethehighlighted connectioninthenavigation"breadcrumbs."
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Overview | Opportunities | Proposals [Subawards]_

Proposals Lisf§ » Prime » Linked Subawards = [Stephen |

= G
RR Performance Sites (o4 Sfephen
1
RR Key Persons
1
RR Budget ORGANIZATIONAL
Budget Type: f

HWN

Enter name of Org|

Proposal Summary

Period 1  Start Date|
Summary

Documents
A. Senior/Key Pe

Proposal Management

First
___ Pref.Name
2 I Stephen

& R
"W Permissions

These breadcrumbs allow you to easily navigate betweena prime proposal and its linked subawards. Clicking Prime will
moveyoutothe prime inthe Proposals tab, while clicking Linked Subawards will move to you a screen where you can
selectany of the subawards linked to theprime.

Entering Subaward Data

Subawards that are linked to a prime proposal can display Key Persons, Performance Sites, and budget data within the
prime,butthedata mustbeedited onthelinked subaward.Theprime will display thedata as grayed-out, meaningthat
itis noteditable, and will show an Edit on Subaward button. Click this button to move directly to editing this data in
the subaward.

- @ Rozek, Neil - University of Denver Edt on Subaward

Prefix * Frst Name Middie Name * Last Name Suffx

Inversions of Cayuse 424 prior to 4.2, it was possible to edit subaward data in the prime, but this is no longer possible.
Subaward datais nowedited withinthe subaward and automatically synched backinto thelinked prime.

Locking the Subaward

Justas with a prime proposal, while you are editing a subaward it will be locked, preventing anyone else from making
editstoit,andany associated proposals will also be locked, both the prime and all other subawards linked to that
prime. This will prevent anyone else from making changes to any linked primes or subs while you are working within
either the prime or its subs. This prevents conflicts between different versions of the data.

WWwWw.cayuse.com User Reference Manual Page 86 of 144



Subaward Budget Attachment Form

Toviewoverviewdataforallyourlinked subawards, navigatetotheSubaward Budget AttachmentFormintheprime using
theform navigationlistontheleft. This form shows the following screen:

7/ R&R SUBAWARD BUDGET ATTACHMENT(S) FORM
1 4 Create Subaward '@Impon b d || @Lmk d Row
4= Subaward IDC Ceiling 25,000
- et =g g
+ Sample RO1 Proposal (Subcontract) ®
Total | 219073 109,538 | 328611 [ 25,000
=} Universty of Denver Error(3) / Warning(0) (24
1 [132150 [ e3261 [1gsa1 [ 25000
2 117370 [ 63320 [ 180750 [ o
3 1175% [~ 63502 [ 181008 [ 0
4 [117828 63627 [ 181455 [ o
5 [ 118066 [ e37me [ 81822 [ o
Total 603,010 317526 920,536 25,000
+ Cayuse, nc, Error{15) / Warning(0) ©
Total | w9785 | 6185 | 545,970 [ 25,000
+ All Subawards
Total | 1,181,868 | 613249 | 1,795.117 | 75,000

You'llalsosee datafromanyworksheetrowsthathavebeenadded.

Usingtheplussymbol nextto eachsubaward'sname,youcanexpandittoseeallbudgetperiods.Inthescreenshotabove,
Universityof Denver has been expanded, while Cayuse, Inc. is collapsed to show just the total.

Within each subaward's area, you can use the & icon to unlink the subaward from the prime. Clicking the gear icon
displaysadialogallowing youtoselectKeyPersonsandPerformanceSitesfromthesubawardtoincludeintheprime.

2 Senior/Key Person Profiles

status

V] Weaver, Stephen - Cayuse
[7] Heldens, John - Cayuse

select all | unselect all

1 Project/Performance Site Location

status

(V] University of Pittsburgh

select all | unselect all

Inactive Budget Periods

Thecheckboxesnexttoeachbudgetperiodindicatewhetherthosebudgetperiodsareactiveorinactive.
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In Subaward
Period - Direct
active
Costs

=] Stephen Weaver Test Propesal

1 22000
2 17000
. 2200
: 700
: 32000
Total 78.000
+ All Subawards
Total 78.000

Making a budget period inactive removes it from the budget calculations that factor into the prime. To make a budget
period inactive, go into the subaward by clicking on its name, and then check the Inactive budget period box in the
upper right corner of the budget form.

Budget Period 1 0f 4 v S

Inactive budget period

Inactive Budget Periods — NIH: NIH applications mustnothave anyinactive subaward budget periods. All subaward
budget periods mustbe completed withthe necessaryinformation per Guide Notice NOT-OD-15-073. Foralistofthe
specificfields thatmusthave datainthemwhenenteringan inactive subaward budget, please referto our Knowledge Base

foradetailed explanationofthisissue.

Seealso: Createasubaward,importasubaward, linkan existing subaward, oradd worksheet rows.

Subaward Validations

In general, validations in subawards work the same way as validations in an ordinary proposal. Subawards show
validationsinthe Error/Warning/Infoboxatthebottomoftheproposalfortheincludedforms,includingtheKeyPersons,
PerformanceSites,and Budget.

Linked subawards reflect the validation type of the linked prime proposal, while standalone subawards can select any
available validation type.Theerrorsandwarningsshownwillreflectthevalidationtypeselected.

Whenasubaward is linked toaprime andthereare errorsinthe subaward, the prime also displays asingle error for each
linked subaward indicating the number of issues.

Error: [Subawards][Cayuse] Subaward University of Pittsburgh has 21 errors.

This error is a Cayuse 424 error, but it is one that you must take seriously. If there are errors in your subaward that will
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preventsuccessful submission, you must resolve those before submitting the proposal.

A similar Warning entry will be displayed if the subaward has warnings. Warnings highlight important items to include
or issues to resolve, or situations that may cause problems when your proposal arrives at the agency, so you should
attend to the warnings in the subaward and resolve them appropriately before submission.

Theseerrorsandwarningswillalso be highlighted whenyouvalidate theprime proposal priortosubmission.

Errors or Warnings in Subproposals

There are 3 errors in the subaward proposal; there is 1 warning in
the subaward proposal:

Stephen Weaver Test Proposal: 3 errors; 1 warning

If youare seeing this note whenvalidating priorto submission, be sure to resolve theissues before proceeding to submit
theproposal.

Info Tips in the Subaward

On occasion, an Info tip may appear in a subaward recommending that you review your prime proposal for the
inclusion of certain information or documents. This occurs when you have entered data in the Subaward that triggers
a requirement for additional documentation

in the prime. Since Cayuse 424 cannot verify the prime proposal information from the subaward, it simply presents
the info tip. These info tips must be taken seriously since absence of the appropriate documentation can cause the
proposal to be rejected.
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Creating Subawards

Thereare two waysto create subawardsin Cayuse424:onefromthe Proposals tab, whichcreates a standalone subaward
thatisnotlinkedto anyprime proposals,andonefrom withinaprime proposal, whichcreatesasubaward linked to that
prime.

To facilitate creation of a subawards, it's best if there is already an institutional profile for the subcontractor and
professional profiles forthe  subcontract Key Persons with institutional associations to the institutional profile. If you
can'tcreateaninstitutional profile, youshould contact yourlocaladministratorstohaveonecreated.Ataminimum,the
profileshould haveanOrganizationName,aDUNSnumber,andatleastone namedIDCratewithastartdate established
fortherate.

Creating a Linked Subaward

If you already have access to the prime proposal you want to link a subaward to, then it is easier to create your new
subaward from within the prime, where it will be automatically linked and will inherit the prime's budget period

structure and validation type.

1. Access the prime proposal.
2. Navigate to the Subaward Budget Attachment form.
3. Click the Create Subaward button.

[ 0P Create Subaward

4. This will bring you to the following dialog:

ﬁ}l Create New Subaward
Subaward Name: | ?
Organization: Plggse select... v
# of Budget periods: 1 2 3 a 5 6 7 8 9 10
Due Date: B
Validation Type: Please select.. v
Create Subaward ] [ Cancel }

Enteraname for the subaward.

Selectthe applicantorganization from the dropdown list. This is optional, so if your organizationis not yet available
as aninstitution, youcanadd itlater.

7. Select the number of Budget Periods.

8. Enteraduedate forthe Subaward.

9. Click Create Subaward.

o o

You'll be taken to the Subawards tab to edit your new subaward.
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Creating a Standalone Subaward

Anysubawardisintended for eventualinclusionina prime proposal, but that prime may be atanother institution or may
not have been created yet. Inthese cases, a standalone subaward canbe created rather than creating a subaward from
withinaprime.

1. Navigate to the Proposals tab at the top of the Cayuse 424 interface.

2. Click Create Proposal % Create Proposal IYou'IIseetheinitialCreateProposaIdiang:

# Create Proposal

D Grants.gov

Proposals for federal opportunities dovnloaded from and
submittable to Grants.gov.

) Other Proposal

Other proposal formats not electronically submitted to
Grants.gov, including other federal proposals, or opportunities
from non-federal sponsors. Also includes internal opportunities.

' Subaward Proposal

Subaward proposal for internal use or for sending to other
Cayused424 sites.

[ Create H Cancel ]

3. Select Subaward Proposal and click Create. You'll see the Create New Subaward dialog:

E:} Create New Subaward
Subaward Name: ?
Organization:  Please select.. v
#ofBudgetperiods: 1 - 2 § 3 ) 4 () 5
Due Date: ]
Create Subaward ] [ Cancel ]

4. Enteranameforthe Subaward.
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o

Selectan Organization from the dropdown menu. Thisis notrequired, so if your organizationis notyetavailable as
aninstitution,you canadditlater.

Select the number of Budget Periods.

Entera Due Date forthe Subaward.

Select the validation type. If you don't know it, don't worry, it can be changed later.

Click Create Subaward.

© N

Whendone, you will be takeninto the subaward and will be able to edit the subaward and add data.

Importing Subawards

Cayuse424 canimportsubaward proposals from externalsources, making it easyto edit themin Cayuse usingall thetools
youareusedto. There are three sources forimportable subawards:

e Stand-alone subawards created within Cayuse 424 by a user at another institution.
e Subaward proposals created on Subawards.com.
¢ Adobesubawards (extracted from the Abode application packages).

To import a subaward, your collaborator must have previously sent to you the exported file, and it must be accessible
to you on either your computer's hard drive or a shared network drive.

As with creating a subaward, you canimport a subaward so that it is linked from the prime already, or as a standalone
subaward.

Importing a Linked Subaward
1. Navigate to the Subaward Budget Attachment Form in the left panel of the prime proposal.

2. Clickthe B import Subaward button in the upper right.
3. Selectaname forthe subaward, and navigate to the location of the subaward file on your computer or shared drive.

@ Import Subaward

Enter name for imported subaward:

Enter file to import: | Choose File | No file chosen

Import Cancel

4. Click Import Subaward. You'll see a screen showing the budget periods of the prime and subaward.
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@ Link in Subaward Proposal

Linking imported subaward:

Denver Sub

Ensure subaward periods align with those of the prime:

Prime Subaward

Period Start Date Start Date End Date
1 08/17/2013
2 08/17/2014 11/01/2009 10/31/2010 @ 3
3 08/17/2015 11/01/2010 10/31/2011 & 3
4 08/17/2016
5 08/17/2017

Linking vill add inactive subaward budget periods as well as update dates to match the
prime.

Note: If we have the IDC rate schedule for the subaward budget, indirect costs and totals
vill be recalculated upon subaward open.

[ Link in Subaward ] [ Cancel ]

Note: NIH no longer permits subawards that do not have the same number of budget periods as the proposal.

5. Ifanyactionis necessarytoreconcile the budget periods, a message about that action will be shown; otherwise, the
dialogwill indicate that no action is necessary.

Usethe arrows to alignthe budget periods appropriately.

Click Link in Subaward (or Cancel if you need to make additional modifications before import).

You'll see a report about Importing Key Persons and Performance Site data.

© N

} Importing Key Persons & Performance Sites
v From Subaward: Denver Sub

Complete.

4 Senior/Key Person Profiles

status
Keplinger, Edward - University of Denver
Clinkscale, Darryl - University of Denver
Westbury, Caprice - University of Denver
Rozek, Neil - University of Denver

1 Project/Performance Site Location

status

University of Denver
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9. Click Finish.

The subaward proposal will be linked to the prime proposal from whichyouimported it,and will automatically openfor
editing.

Importing a Standalone Subaward
1. Go the Proposals tab.

2. Click the Bimpor button at the top of the screen. This will launch the Import Proposal dialog.
3. Type aname for the subaward into the empty text field, click Browse, and navigate to the location of the subaward

file on your computer or shared drive:

@ Import Proposal

Enter name for imported proposal:

Enter file to import: No file selected.

[ Import ] [ Cancel ]

4. Click Import .

The subaward willopenforediting,andyou'llbe ableto seeitinthe Proposals Listas youwould any other proposal.

If you have imported an Adobe subaward and are wondering where the Budget Justification is, see the Knowledge Base
articleentitled| importedanAdobe subawardandldon'tseethe BudgetJustification. Wherediditgo?

Exporting Subawards

If you are working on a subaward proposal that is for another institution that uses Cayuse 424, you can complete the
subaward within424 and exportit for use by the otherinstitution. The export process creates a.cayuse file containing the
subaward data, whichcanbe imported by theothercustomer.

Only standalone subawards can be exported. Linked subawards cannot be exported, since a linked subaward is
intended for submission with its associated prime.

To export a subaward:
1. Open the subaward proposal from the Proposals List.
2. Selectthe L5 buttonin the upperright gray bar, or in the lower left Proposal Management area.

& B eE|| o
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Proposal Management
% Permissions
ﬂ
|_C> Routing & Approval

4 Proposal History

@ Export

3. Onthe Subaward Export screen, give the subaward file an informative name.

@ Subaward Export

Enter a name for the exported file: Test2 .cayuse

Export Subaward ]

Validate Subaward ] (Run final validation checks - recommended.)

4. Click validate Subaward to ensure that there are no errors before exporting.

5. Click Export Subaward.
6. You'llbe prompted to open or save the .cayuse file. Save thefile to a convenientlocation on your computer.

You won't be able to open the file yourself. It's a special file format that can only be opened by Cayuse 424. After
saving the file, just send it directly to your collaborating institution so that they canimport the file as a subaward

proposal.

Linking Subawards

The process of attaching a subaward to a prime proposal is called linking. When a subaward is linked to a prime
proposal, it will be submitted with that proposal, and will also display with that proposal in the Proposals List. A
proposal with attached subawards will be indicated by a + or - beside the Prime proposal. A subaward can only be
linked to one prime proposal. When the prime proposal is open, the subaward canbe openedfromtheSubawardstab
anditsinformationisincluded ontheSubaward Budget Attachment Form.

Information Transfer From Linked Subawards to the Prime

Whenasubawardislinked toaprime proposal, thefollowing data transferoccurs:
o AnyKeyPersonsorPerformance Sites onalinked subaward proposal are automatically copied into the Prime.
o Thesubaward's total costs (direct + indirect) for each of the budget periods are added into ltem F.5
(Subawards/Consortium/Contractual Costs) inthe R&R budget.
o Thesubaward Indirect Costis added to the Direct Cost to obtain the Total Cost for each budget period.
¢ Theprime's Indirect Costs on the subaward will be added to the Indirect Base for one of the named rates that you
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specify. This appears on page 3 of the Detailed Budget in an extra field called Allocated IDC Base designed for this
purpose. A sample is shown below.

Indirect Cost Type Funds Requested ($)
excluded ¥
excluded ~
excluded v
excluded ¥
a 89,541

excluded - 39,875
excluded ~

6. Equipment or Facity RentatUser Fees

7. Aheratons and Renovations excluded v

s excluded ~
)

10.

excluded ~

excluded ~

Total Other Direct Costs 89,541

Note that you can use this Allocated IDC Base field evenif you do not use the Subaward Budget page.

Subaward Key Persons and Performance Sites

All Key Persons and Performance Sites on a subaward proposal that is linked to a Cayuse 424 prime proposal are
automatically copied into the Prime, but you can choose to exclude them by unchecking the Include in Prime
checkbox(es)intheupperright of the subaward'sKey PersonsandPerformanceSitesforms.Toaddthemback,returnto
thesubawardandchecktheboxagain.

Permissions for Linked Subawards

Permissions for linked subawards are governed by the prime. Since the subaward cannot be directly edited without
opening the Prime, everyone who had write access on the subaward will no longer have that permission, and those
with write access on the prime will be able to open and edit the subaward.

Validation Type

Linked subawards have the same validation type as their linked prime proposal.
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Linking to a Prime

If you have imported a subaward directly into the Proposals List, or otherwise developed it within Cayuse without
linking to a prime, you will need to link it to a prime in order for its data to attach to that proposal.

First, open the intended prime proposal, and go to the Subaward Budget Attachment Form within that proposal. At
the top of that form you'll should see the following options:

7/ R&R SUBAWARD BUDGET ATTACHMENT(S) FORM

| % Create Subaward || %] Import Subaward | € Link Subaward h & Worksheet Row |

Click the Link Subaward button. You will see the following dialog:

@ Link in Subaward Proposal

Show All

Showing Recent Subawards

Select a subaward to link:

TEST -
Test2

Test Ex;ort

Ensure subaward periods align vith those of the prime:

Prime Subaward
Period Start Date Start Date End Date
1 08/17/2013 01/15/2014 01/14/2015

2 08/17/2014 01/15/2015 01/14/2016

3 08/17/2015 01/15/2016 01/14/2017

4 08/17/2016 01/15/2017 01/14/2018

5 08/17/2017 01/15/2018 01/14/2019

Linking vill update subaward dates to match the prime.

Note: If we have the IDC rate schedule for the subaward budget, indirect
costs and totals vill be recalculated upon subaward open.

Link in Subaward ] [ Cancel ]

Selectthesubaward fromthelistofall unlinked subawards currently existinginyourinstance of the Cayuse 424 system.
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When you select the subaward you want to link, the budget periods of the Prime and the Subaward will be compared
below it, allowing you to see how they match up. If these budget periods do not perfectly align, those within the
subaward will be automatically matched to the prime when you click Link in Subaward.

If your subaward has fewer budget periods than your prime, you will be given the option to use the up and down
arrows to adjust the aligment of the budget periods.

Prime Subaward

Period Start Date Start Date End Date
1 06/07/2010
2 06/07/2011 08/17/2010 08/16/2011 &
3 06/07/2012 08/17/2011 08/16/2012 ¢ 3
4  06/07/2013
5 06/07/2014

Afteryouselectthesubawardand matchupthebudget periods, click Linkin Subaward. The Key Personsand Performance
Sitesonthe subawardwillbeincludedinthePrime:

/} Importing Key Persons & Performance Sites

From Subaward: Denver Sub

Complete.

4 Senior/Key Person Profiles

status

Keplinger, Edward - University of Denver
Clinkscale, Darryl - University of Denver
Westbury, Caprice - University of Denver
Rozek, Neil - University of Denver

1 Project/Performance Site Location

status

University of Denver

Click Finish and your subaward will be linked to your prime proposal.
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Synching Subs and Primes

If you change budget, key person, and/or performance site data in one of the linked subawards, Cayuse 424 will
automatically update that data in the prime as well.

Subawards with Empty Budget Periods: Cayuse 424 expectsall Subawardslinked toaPrimeto havethesame number of
budgetperiodsasthePrime (andthesamedates). Whenyou importa linked subaward or link a subaward to a prime, it
will bring up a dialog asking you to match up the sub's budget periods withthose of the prime.

Select a subaward to link:

TEST -
Test2

Test-is it FNF

Ensure subaward periods align vith those of the prime:
Prime Subaward
Period Start Date Start Date End Date
0S/01/2013 0S9/01/2013 08/31/2014 &

2 09/01/2014 09/01/2014 08/31/2015 3
3 09/01/2015
4 09/01/2016 09/01/2016 08/31/2017 & 5
5 09/01/2017

Linking vill add inactive subaward budget periods as well as update dates to match the
prime.

Anyempty periods will be marked as inactive, and the others synced according to your assignment, so thereis no need to
fillinany"blank" or "dummy"periodsinyoursubaward.

Note: NIH no longer permits subawards that do not have the same number of budget periods as the proposal.

Using Subaward Worksheet Rows: The table on the Subaward Budget Attachment form also operates as a Subaward
Worksheet, to which you can add a row or rows without a detailed Subaward behind it. You can then fill in subaward
numbers manually.

ToaddanewWorksheetRow, clickthe | & Worksheet Row | buttonatthetop of the Subaward Budget Attachment Form
and scroll down and click the plus sign to the left to fill in cost data for each budget period (the total is a calculated field
and can'tbe filled out directly).
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The worksheet row will be listed on the Subaward Budget Attachment Form in a similar manner to a true subaward, but
becauseitdoesn't correspondtoaseparatesubawardproposal,thereisnolinkto click,andtheunlinkbuttonisreplaced
byadelete button:

Subaward Subaward

Period oot Direct indiret > Costs " *15C base
=) testNumber2 Error(13) / Warning(8) @
1 7.109 0 7.109 7.109
2 7,322 0 7,322 7,322
3 7.542 0 7.542 7.542
4 7.768 0 7.768 3.027
5 0
Total 29,741 0 29,741 25,000
% |Subcontract L ®
Total | 10,000 | | 10,000 | 10,000
+ All Subawards
Total | 39,741 [ 0 | 39,741 [ 35,000

Worksheet rows are useful for what-if scenarios, placeholders, and flowing numbers into modular budgets. Proposals
using modular budgets cannot also submit detailed subaward data, and by using a worksheet row, the appropriate
budget data will flow from the from the table into the modular budget, where the Subaward IDCs can be excluded for
determining the direct cost modules.

Youcanalso use worksheetrowsto attachadditional subaward data whenyou're reached the limit of allowed subaward
budget attachments. Depending onthe form thatis provided with your opportunity, you may reach this limitat 10 or
30subawards. Ifyourproposal exceedsthislimit,youcancreateworksheetrowsfortheadditionalsubawardssothatyou
cancalculatecostscorrectly.Inthiscase,youwould alsoattachthesubawarddetailsaspartoftheBudgetJustification.

Warning: A Worksheet Row is not a substitute for a Subaward! Neither Grants.gov nor NIH can extract information implied in a
worksheet row. Forinstance, NIH needs to know whatthe Indirect Costs are for the subcontractin order to check your
proposal againstfunding limits, and they can only get this information if you fill out a subcontract.
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Unlinking from a Prime

To unlink a subaward from its prime proposal, open the prime and go to the Subaward Budget Attachment form. To the
right of each subawardinthelistyouwill see the & Icon. Click that to be taken to the following screen:

(s Unlink Subaward?

*' uUnlink Subaward

The Subaward proposal "another name" vill be unlinked from the current Prime.

Unlink and Delete Subaward

The Subaward proposal "another name" will be unlinked from the current Prime and
completely deleted.

Unlink Subaward Cancel

Hereyoucanchoosetosimplyunlinkthesubaward, returningittothe Proposals List for later use, ortoinstead Unlinkand
Deleteitallat once.Ifyoudeletethe Subaward, nootheruserwill be able to see or useit.

After unlinking, all Budget Data, Key Persons, and Performance Sites from the subaward will be removed from the Prime
proposal.
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Cayuse 424 supports the electronic routing from proposals from the Pl to the final approver. If routing is active in your
Cayuse 424 application, you will see the Routing tab in the list of tabs across the top. Clicking on this tab will show you
a list of proposals that may need your review in the near future.

If thelistis empty, no proposals are being routed to you.

' Overview | Opportunities | Proposals [ Routing ] People | Institutions | Reports | Admin |

Routing Hot List

=

No proposals are currently being routed to you. =

If the list contains proposals, these proposals list you as part of the "routing chain", the list of people who must
approve the proposal before it can be submitted. The proposal is listed with an indication of how many "steps away"
it is, which shows how many people have to approve it before it will reach you. If the number is zero, you are the
next approver. It also shows how long the proposal has been awaiting your action.

Routing Hot List

=2

1 proposal which may soon require action... =

Don't show entries older than: Nolimit

Proposal Steps away |Days old

* 13-0002: NSF Grant Example 0 17

Whenyouclickonaproposal to review it, you will be taken to the proposal. After review, click the 2% button. Thistakes
youtoascreen whereyoucanapprovetheproposalbyclickingonaboxnexttoyourname:
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Q Routing & Approval

Routing Chain dh X ... | EditChain?
Begin
Heldens, John - Univ of Cayuse: Medicine

McNulty, Patricla - Unlv of Cayuse: Office of Sponsored Research

End

An AOR is on the routing chain, but has not yet approved this proposal. The proposal will not be submittable until
an AOR has approved the proposal.

You can also retract the proposal's approval and "send it back" to the appropriate person in the chain for revisions by
unchecking the box next to that person's name. Any later approvals will also be retracted, as each of those people
must re-review the proposal after any necessary changes are made.

At any time during routing, the Pl or other "first approver" can also "recall" the proposal by unchecking the box next
to his or her name. This resets the entire routing process.
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The Routing Process

Once a proposal is completely prepared, the PI (or other first approver) can begin the routing process. If the routing
chain needs to be edited before routing can begin, see Editing Routing Chains.

1.

Click the [} button to view the proposal's routing chain.

2. Click the box nextto theirname.

@ Routing & Approval *

Routing Chain g X L. Edit Chain?

Begin

E] Heldens, John - Univ of Cayuse: Medicine

McNulty, Patricla - Univ of Cayuse: Office of Sponsored Research

End

An AOR Is on the routing chain, but has not yet approved this proposal. The proposal will not be submittable until
an AOR has approved the proposal.

This causes several events to take place:

Routing History

username person type date/time comments

dwest Osterberg, Joe - CayU: Anatomy Approve|2016-04-14 11:12|appprroocovvvvved

Therouting eventis logged in the Routing History as well as in the Proposal History.

Email is sentto the next person on the routing chain that an approval action has taken place and their attentionis
required.

An entry is added to each routing chain member's Routing Hot List listing the proposal, the number of steps before
theyneedto approve, and how long it has been waiting.

The Pl'saccessrights to the proposal forms are curtailed. Attachments, such as the Research Plan, canstill be
modified and added, but no changes can be made to the form data or the budget.

The nextreviewer in the routing chain, if they did not have full access to the proposal, is granted full access. This
accessonlylasts until the reviewer accepts or rejects the proposal. (Delegate(s) of the next reviewer will also
have this access.)

Otherreviewers also have enhanced access while the proposal appears in their Routing Hot List.

Eachapprovertakestheapprovalactioninturnuntiltheproposalreachesthefinalreviewer,generallythe AOR.

AOR Approval

Once the AOR has determined the forms are ready for submission to Grants.gov, they can approve the proposal for
submission. After the AOR approves the proposal, all chain members (including the PI) are notified by email.

In some organizations only the AORs submit proposals. In this case, the AORs can proceed with submission of the
approved proposal. Other users would find the Submit button disabled and would not be able to submit. If your system
is configured to let others submit after AOR approval, then those other users would be able to submit the proposal
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after the AOR's approval.

Rejecting a Proposal

AsdescribedbrieflyunderRouting, therearetwotypesofrejectionactions:

e Retract: This is performed by any reviewer by unchecking the box next to any name that has already approved the
proposal. Inthis manner, the proposal is sent back all or part of the way for an overhaul or quick fix. It could be
tweaked and re-approved and be back ontrack.

e Recall: Thisis performed by the Pl by unchecking the box next to his/her name. This cancels the whole approval
process and the proposalis backto the start.

When a reviewer retracts the proposal, returning it to another person in the routing chain, the person who then needs to
re-approvethe proposalwill receive anemail notification letting them know they need to review and re-approve. If the
reviewer retractstheirownapproval, noemail notification will be sent, since they must take the nextaction.

Routing Non-Federal Proposals

Routing non-federal proposals is not fundamentally different from routing federal proposals, except that the
electronic submission authority of the AOR is not critical. The rest of the process is the same: the routing chain can be
created and edited, and the proposal can be routed from approver to approver as each one checks the box next to
their name, until the final approval is granted.

Editing Routing Chains

The list of people who must approve a proposal before it can be submitted is the "routing chain" for that proposal. The
routing chaincanbe edited both before and during routing.

Viewing the Chain

Tosee therouting chain, click the 2% buttoninthe proposal.

Routing & Approval

Routing Chain g X L. Edit Chain?
Begin
Heldens, John - Univ of Cayuse: Medicine

McNulty, Patricla - Unlv of Cayuse: Office of Sponsored Research

End

An AOR is on the routing chain, but has not yet approved this proposal. The proposal will not be submittable until
an AOR has approved the proposal.

The chain is shown from the beginning (first person in the list). The routing chain generally begins with the Principal
Investigatorbydefault, althoughatsomeinstitutionsitmaybe builtfromtheproposal's creator.
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Editing the Chain

Each proposal has its own routing chain that can be modified at any time before final approval. To edit a routing chain,
click the Edit Chain? buttonshown above the routing chain.You'll see the following dialog:

o Edit Routing Chain ~

Remove Insert
Person Person

People In The Chain (start to finish) Auto-build Chain...

ﬂ l Auto-build...
Campo, Lawrence - Univ of Cayuse: Clinical Pharmacy x |
— ﬂ l—| Auto-build...
Ace, Mark - Univ of Cayuse: Office of Sponsored Research )(’ . i
: . —_— o | Y ’ Auto-build...
Grant, Alexis - Univ of Cayuse: Bioengineering X
# ‘ | ‘ Auto-build...

Toadd a personto the routing chain, click the green plus button at the appropriate locationin the chain. This will bring up
the Add to Routing Chaindialog.

Eﬁ Add to Routing Chain

Show All

Recently Added

Wakeling. David - CayU: Electrical Engineering
Weaver, Stephen - CayU: Oral Maxillofacial Surgery
*Hoff, Andrew - CayU: Office of Sponsored Research
Spears, Michael - CayU: Family Health Care Nursing
Ace, Mark - CayU: Office of Sponsored Research
*McBane, John - CayU: Office of Sponsored Research
*McNulty, Patricia - CayU: Office of Sponsored Research

[* = AOR]

Comments:
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To find the person you want, either select from the list, or use the Search box or the Show All function to see the full
list. To select someone in this dialog, they must have aProfessional Profile that is linked to their user account. The
profile or associated user account must also have a contact email address, or you will not be able to add the person
to the chain. Routing information is provided through email.

You can add someone other than the Pl or proposal creator to the beginning of the chain, although this would be
unusual. To remove someone, click the X button next to their name.

If some people have already approved, it will not be possible to modify that part of the chain. The approvals would
have to be retracted in order to add an additional person.

Because the later part of the routing chain can be modified at any point, it is possible to build a routing chain simply
by each approver knowing the next person who should approve and adding them to the chain, until the proposal
eventually reaches the AOR for final approval. The Cayuse 424 routing system is therefore highly flexible and easily
customizable.

Adding an AOR

When routing is active, electronic submission authority generally resides with Authorized Organizational
Representatives (AORs), and proposal preparers must seek approval from an AOR to electronically submit their
proposals, so an AOR should be listed on every routing chain.

Depending on your institution's configuration, certain users (such as Admins) may be able to submit the proposal
either before or after approval by the AOR. The Routing and Approval page indicates whether an AOR is included on
the chain and whether they have approved:

[ ° T Routi ng & Approval

Routi ng Chain X - EditChan?

Hélens,John - Uir of cayuse: Medicine

MCNuity, Patricia - Univ of Cayuse: Office of Sponsored Research

Ari AOR Is: onthe ing chitin, but has not vet approv&d this proposel. The PFOPQSill wOI not be kt..ble urt
an AOR has approved the proposa
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Creating Routing Profiles

AlthougheachCayuse424 proposal hasits ownrouting chainthatcanbe modified duringtheapproval process, ifyou
haveastandard routingprocess, it maybe convenientto set up Routing Profiles so that routing chains canbe auto-
builtatthe time thatthe proposalis created.

Setting up a Routing Profile

Routing profiles are stored in each person's Professional Profile. In order to set up routing profiles, each user who is
part of the chain must have their user account linked to their Professional Profile, and the profile or linked user
account must contain an email address and be available to those who need to add it to a chain for routing purposes.

. . . ¥ Routing Profil . i
To access the Routing Profile, click the L= 28N8 T I button at the bottom left of the Professional Profile. The

Professional Profile can be reached by navigating to the People tab and either searching for a person, or selecting a
person from the list of recently viewed people. People can also be sorted by institution using the dropdown that is
below the search box.

The routing profile allows the designation of a Next Reviewer for the person as well as a Delegate. A Delegate is
someone who has the authority to approve the proposal in case the reviewer is unavailable. A Next Reviewer is the
person who should appear next on the routing chain.

.+ Manage Routing Profile =

- Allen, Kim - Univ of Cayuse: Hematology and Oncology

Next Reviewer |#]

[[No Next Reviewer]]

0 Delegates '—{#
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Assigning a Next Reviewer

Depending on who the user is, their next reviewer will differ. If the organization uses a routing hierarchy such as:
1. Pl > Department Chair > Dean > AOR > submit

Then the Next Reviewer for all Pls in a Department would be their Department Chair. To assign a Next Reviewer, click
the pencil icon. You'll see the following dialog:

‘4} Set Next Reviewer

All Available Reviewers:

Harvey, Polly (Oralfacial Sciences) -
Hat, Michael (Community Health Systems)

Heinecke, Joy (Medicine

Henderson, Annette (Fine Art)

Herrington, Derek (Modermn Languages)

Hersch, Kirstin (Social and Behavioral Sciences)

Hession, James (Family Health Care Nursing)

Hock, Jason (Oralfacial Sciences)
Hoff, Andrew (Office of Sponsored Research)

Cancel

1

Set Next Reviewer

If you don't see a list of reviewers to select from, use the Search box or click the Show All link. When you've selected
the person you want, click Set Next Reviewer.

If you can't find the person you want here, and you know that you can see their profile, it may be that adding them
as a next reviewer for you would create a circular routing relationship. That is, they are already the next reviewer for
you or someone prior to you in the routing hierarchy. The next reviewer relationships cannot be circular, since routing
chains are intended to be linear.

Assigning Delegates

Inevitably, there are times when a reviewer is not available. If you have assigned the reviewer a Delegate, the
Delegates can act in their stead. Delegates can see routed proposals their Reviewer sees and get the same notifications
as the reviewer does, both by email and within Cayuse

424. Note that delegation is not transitive. A delegate of your delegate has no permissions to act for you. They only
have permissions to act on the behalf of the person they are directly assigned as a delegate of.

To add a delegate, click the green plus button. You'll see the following dialog:
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E'i Add Routing Delegates

All Available Delegates:

(Select multiple delegates by holding dovn
the <Ctrl> key while selecting.)

Bergen, Vivien (Clinical Pharmacy) A
Berger, Jason (Philosoph

Berry, Christopher (Hematology and Oncology
Berry, Henry (Clinical Pharmacy)

Bishop. Tamika (Fine Arf)

Bjelland, Kat (Institute for Health and Aging)
blah, blah

Bradbury, John (Mechanical and Aerospace)
Braithwaite, Stuart (Neurology)

Brezee, Brian (Pharmaceutical Chemistry) || Add Delegates

Cancel

As above, use the Search box or click the Show All link to see all available delegates. You can select multiple delegates
simultaneouslyby holding down the <Ctrl> key (or <Command> for Macs). Then click Add Delegates.

Afteryoucompletetheprocess,the NextReviewerand DelegateswillbedisplayedfortheProfile.

~ 4 Manage Routing Profile =

Y Allen, Kim - Univ of Cayuse: Hematology and Oncology

Next Reviewer ]Zf

Heldens, John (Medicine) %

1 Delegate E‘\}

1. Berry, Christopher - Hematology and Oncology %

Click Close to exit.

Onceyourrouting profiles are set up, the routing chaincanbe built automatically whenthe proposal is created. The chain
canalsobeauto- builtlater from any userinthe chain, using the Auto-build chain button for that userin the Edit Routing
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Chainarea.

»
-~ Edit Routing Chain ~
2 il Remove Insert e _
People In The Chain (start to finish) Auto-build Chain...
Person Person
ﬂ ‘\J Auto-build...
Campo, Lawrence - Univ of Cayuse: Clinical Pharmacy . x ’
Bris seesn —
> 1 "1,} | Auto-build...
Ace, Mark - Univ of Cayuse: Office of Sponsored Research _7?(4
: : f | 4} ’ ‘{ 4 | Auto-build...
Grant, Alexis - Univ of Cayuse: Bioengineering | x
,? ] ’ M Auto-build...

This means that even if the whole chain cannot be built at the time of creation, part or all of it can be built later by
editing the routing chain within the proposal
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The People tab in Cayuse 424 represents the professional information of people in the system: their professional
profiles. Professional profiles contain the information that funding agencies require from Principal Investigators, Key
Persons, Other Significant Contributors and Authorized Representatives. This information is added to the appropriate
forms in a proposal when the person isautofilledintotheproposal.

By default, the People tab shows profiles you have viewed recently. Depending on your institutional configuration,
you may be able to see everyone in the system, or just a few people. Most commonly, all users can see and search for
all professional profiles.

@ All Institutions v

Show All

Recently Viewed: 15 people =
Chellamiyengar, Walker

Berry, Henry
Benning, Scarlett
Autrey, Christopher
Accetta, John
Joyce, James
Pierce, ]

Heldens, John
Parker, Carol
Weaver, Stephen ]
Vogel, Ashley
Pierce, Johnathan
Belle, Lilly

Langley, Samuel
Allen, Cuba

To search for a profile, enter the person's name into the search box at the top of the screen. You can enter the full
name, first or last name, or the first few letters of the first or last name. To limit the search to a particular institution,
if you know which institution the person is associated with, select one in the second box. Institution short names are
included in the drop-down to help distinguish between institutions that have similar long names.

Note on People Search

When searching for people, you canenter more than one name into the search box, separated by a space. Unlike when
searchingforan institution, thisis an OR search, and the results will include people whose first or last names begin with
either of the name fragments you entered. The People search only searches for names that start with the search string. For
example, searching for "Jane Cooper" will also return results for "Mark Coopering" and "Janeine Jones", but not "MaryJane
Reynolds".
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Toshowall profiles youhaveaccessto, click Show All. (Ifyou cansee many profiles, thismaytake afew moments.) You can
navigatetothe right partofthelonger list by clicking the first letter of the person's last name.

Tocreateanewprofessional profile, clickthe button.

To visit a profile, click on the person's name. If you have permission to read the profile, it will open to show you the
person'sinformation.

General Personal Information

Professional profiles have two parts. The first part is the General Personal Information, which includes basic proposal-
related personal information: name, degrees, demographics, biosketches (stored as PDF or word-processing
documents).

Professional Profile: Heldens, John »

General Personal Information

b Name Rename |
Degrees
Demographics e o Dr
Biosketches )
First: John
1 Institutional Association '_1,;
Middle:
& Univ of Cayuse (Medicine) Last: Heldens
Suffix:
Contact Info e MD
eRA Role
Dept / Division / Title
Salary and Fringe Worksheet
NIH Commons ID:
Performance Site ]heidens

¢ Routing Profile
NASA NSPIRES ID:

Anameisrequiredtoidentify the profile. The otherinformationis optional, but canbe very helpful for submitting certain
typesof proposals. Forexample,anNIHCommonsIDwould be usefulif youfrequently submit NIH proposals. The more
information you enter here, the more fields will be auto-filled during proposal creation. This will make the proposal
creationprocessfasterandeasier.

Name

If the Profile name s incorrect or has changed, you can use the Rename button shown to the upper right of the name.
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Degrees

There are two fields for degrees, one following the NIH format and one following the NSF format. For NIH proposals,
separateeachdegree byacomma. Use the drop-down menuto select an NSF Degree Type.

Degrees 7/

NIH Degrees \po (15 PhD

(comma separated, max of 3)

Senior/Key Person Degree Type: |PhD |

Senior/Key Person Degree Year: 1969

NSF Degree Type: ScD: Doctor of Science v
NSF Degree Year: 1969

Demographics

This section contains demographic information frequently required on NSF proposals.

Demographics
Gender: | Do Not Wish to Provide ¥

Race (Check all that apply):
American Indian or Alaska Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
¢ White

Do Not Wish to Provide
Ethnicity: | Do Not Wish To Provide ¥
Citizenship: | Do Not Wish to Provide ¥

Disabilty Status (Check all that apply):

Hearing
Visual
Mobility/Orthopedic Impairment
Other
¥ None
Do Not Wish to Provide

Biosketches
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Biosketches canbe uploaded and stored in Cayuse 424, making them easily accessible to you and your collaborators as
youassemble proposals.Youcanadd multiplebiosketcheswithinaprofile,andyoucanstoreboththesourcefile (usually
word processorformat)andthe final PDFfile in Cayuse 424.

Biosketches ¢

| Name ” pdf “ src “Delete‘

|-,'es f“‘;‘C‘S ﬂl % ‘

IDBcuie Bio

When the source file is uploaded, the blue yes link is active in the src column. To add a biosketch, follow these steps:
1. Click the %P button nextto Biosketches. Cayuse 424 will prompt you for a name for the biosketch.

Enter 2 name for the new biographical sketch.

[ Next ] [ Cancel ]
2. Enteragood identifying name and click Next, and you'll see the dialog below.
Enter the name of the PDF file to upload | Choose File | No file chosen
Next || Cancel
3.

Browse to the PDF file on your computer and click Next.

4
5. Ifyouwantto also upload the source file, in the next window, browse to the file on your computer.
6. Click Done.

Todeleteabiosketchfromaprofessional profile, clickthe R iconon the far right of the row in the table.

Institutional Associations

The second part of a professional profile is aninstitutional association: a link between a person and the institution that
employsthem.This partof the profile holds all the informationabout the personthatis specificto their position at the
institution: their contactinformation, positionandrole,salaryandbenefitsinformation,andtheirperformancesite.

1 Institutional Association E:}
% CayU (Bioengineering)

Contact Info

eRA Role

Dept / Division / Title
Salary and Fringe Worksheet

Performance Site

¥ Routing Profile

If the personfor whom you are creating or updating a professional profile does not have aninstitutional association, or
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youneedtoadda newone,clickthe o nextto the count of theirinstitutional associations in the left sidebar, as shown
above.

You'll see the Create Institutional Association dialog:

ED] Create Institutional Association

Institution: Sglect . v

Create Institutional Association ] [ Cancel ]

Inthe Institution dropdown, select the desired institution. All Cayuse 424 applications have at least one institution that
profilescanbe associated with:thehomeinstitution of the organization. Normally you will want to select thisinstitution
forassociations.Theshortnamefor theinstitutionisincludedinthedrop-downtohelpdistinguishbetweeninstitutions
thathavesimilarlong names.

However,ifthepersonyouareaddingoreditingisexternaltoyourorganization,youmaynotseetheirinstitutionhere.The
institutions you see in this list are those institutional profiles that are available to you. If you don't see the desired
institutioninthelist, youwill need to find outifitexistsinyoursystem.Ifit does not,youmaybe able to create one, but
in most cases you will need to ask your System Administrator to create one for you.
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Contact Info

CayU (Bioengineering)

Contact Info
Street 1: 7595 S\W First Avenue
Street 2: g ite 201

City: Beaverton
State/Province: Oregon v

Zip/Postal Code: 97201

County: W ashington

Country: | |Jnjted States of America M

Phone: 5032972108

Fax:

Email:

Contact Info includes the mailing address of the person at the institution as well as phone and email contact details. The
informationinthe Contactinfoscreenwillbeauto-filledintoaproposalwhenthepersonisselectedasaPloraKeyPerson.

eRA Role

CayU (Bioengineering)

eRA Role

Role(s): (¢ Principal Investigator

Assistant
Administrative Official
Signing Official / "AOR"

Payee

Theroleyouselectherewilldetermine wherethepersonisincludedinlists orsearchresultstobeaddedtoaproposal.

Principal Investigator: The personwill be included when selecting a Pl or Key Person.

¢ Administrative Official: The person will be included when selecting a Person to be Contacted In Matters Involving this
Application.

¢ Signing Official/"AOR": The personwill be included whenselecting an Authorized Organizational Representative.
Payee: The person will be included when selecting a Payee for Environmental Protection Agency (EPA)
proposals.

TheAssistantoptionisavailableforinformational purposesbutdoes notaffectautofillinclusion.
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Dept/Division/Title

Test Foreign Institution

Department / Division / Title

[Select Division and Department] ~
Code Title
Department:

Division:

Position/title:

Enter the person's department, division (if any) and position title. If the institution the profile is associated with has
Organizational Units, you can select these from the dropdown menu above the fields in order to fill in the department
and division quickly and easily. Unit names are limited to 30 characters. In some cases you may be required to select
units from the list in order to enforce consistent unit names. Position or title is always entered by hand.

Salary and Fringe Worksheet

See Salary and Fringe.

Performance Site

Information for the person's physical location. When the person is autofilled onto a proposal as the PI, this site will
appear in the Performance Sites list, and if they are given another Key Person role, the site can be added easy using
Performance Site autofill.

The Performance Site can be autofilled in the professional profile by clicking the Fill from Contact/Org Info button.

Routing Profile

See Creating Routing Profiles.
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Salary and Fringe

Salary and fringe benefits information is stored in the Salary and Fringe Worksheet section of a professional profile's
institutional association. The section is called a Worksheet because you can enter and edit all the information so that
it is accessible later for computations in proposals.

Test Institution

Salary / Appointment type

Employee ID:

Appt Type:
Months Salary
Calendar: (12.0 70000

Academic:

Summer:

Fringe Worksheet

2 Import Institutional Rates

Category Entry ($) Factor (%)
Faulty - 20.00 b 4
g New Row

Base Fringe Rate: |%

Fringe Rate Total: |20.00%

TheEmployeelDfieldisoptionaland maybe usedtolink Cayuse424 datawithothersystems.

Appointment Type and Salary

The Salary / Appointment Type section includes both the type of appointment the person has — Academic/Summer or
Calendar appointment— andthesalaryinformation.

Salary information is optional, and each Cayuse 424 customer makes its own decision about whether to provide salary
information in the professional profile. Including this information makes autofilling a person into a proposal very quick
because it means that Key Person budget computations can be completed automatically. Otherwise, the salary
information must be entered by hand in each proposal for calculations to occur.

Even if salary information is not included in the profile, the appointment type information should be included,
indicating the number of months the person has on their Calendar or Academic/Summer appointment. If including
salary, list salary in the field corresponding to the appointment type. Changing an existing appointment type in a
proposal can create errors in the proposal.

Fringe Benefits

Iftheinstitutionthe profileisassociated with hasabase fringe rate assigned, that rate will show here:
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Fringe Worksheet

[ ./ Import Institutional Rates ]
Category Entry ($) Factor (%)
[ |FT Staff v | 125.0 b4

Special v 5000 [0.10 b 4

Base Fringe Rate: I3000°/°
Fringe Rate Total: |55,10°/o

If additional fringe rates have been set in the institutional profile, these rates can be imported by clicking Import
Institutional Rates and selecting from the list. You can import as many categories as you need.

4 Institutional Fringe Rates

Selected Institutional Rates apply to this Professional Profile.

Apply Fringe Category Entry Rate
FT Faculty 43.0
Adjunct Faculty 26.0
FT Staff 47.0
PT Staff 26.2

Close

Fringe rates can be entered as percentages or as dollars. If there are dollar amounts entered in the Fringe Worksheet,
those amounts will be added into the Fringe Rate Total if the salary is entered (as shown above with the "Special"
rate). If percentages are used, then the Fringe Rate Total can be calculated based on the entered percentages, without

the base salary.

If the person has unique fringe rate needs, click “" New Row to add a local row and fill in a percentage or dollar
amount. To change an imported fringe rate, click the small down arrow next to the fringe rate name.
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Category

FT Faculty 432.0%
Adjunct Faculty 26.0%
FT Staff 47.0%

PT Staff 26.2%

Theinstitutional fringe rate list willappearand you canselect a different rate.

Ifyoudon'tseetherateyouneed,andyouhaveaccesstotheinstitutional profile, youcanadd therateintheinstitutional
profile (followthe linkabove forinstructions).Ifyoudon'thaveaccesstothe profile,youcanadd therate by handforthe
individual, requestaccesstothe profile, oraskanAdminto add it for you.

Controlling Access

Because professionalprofilesaremostusefulinproposalcompletionwhenall Cayuse424 userscanviewthemandautofill
theinformation intoproposals,theapplicationisalmostalwayssetuptoallowthis.

However, some information in profiles, such as salary, may be sensitive information. Depending oninstitutional policy,
such information may be omitted from the profile, meaning it will have to be entered by hand into each proposal after
the profile is autofilled; or the sensitive information may be included, but profile visibility limited to the creator of the
profile and the Admins.

To see who has access to a profile, click the “% in the upper right corner of the main screen to bring up the Permissions
screen.

The Permissions screen only shows permissions that have been explicitly assigned. It does not show whether Admins or
all users automatically havetheability to see and autofill the profile.

Inthe Permissions screen shown below, the user 'mspears' has been explicitly assigned permissions to the Professional
Profile,and consequentlycanreadandautofillthisparticularprofile. Theprofile'screator, 'jheldens,' canedittheprofile,
add peoplewhocanaccessitor change their permissions, and delete the profile.

List Read Write Autofill Delete Change Permissions Add User/Group Remove User/Group

w Spears, Michaal (mspears) v v 4

9 Heldens. John (jheldens) Vi ¥ J | v v | v

Profiles created manuallygrantfull permissionstothe userwhocreated them, while profiles created throughthebulkload
processgrantfull permissionstotheusertheyarelinkedto.If, aftercreation, theuserlinked to the profile does not have
permissions to edit it, but institutional policy allows them to manage their own profile, they may be added to the
permissions manually.
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Adding a User

1. Clickthe " Adduser [y o0
2

Selecta userfrom the list, or search for another userto add by name or username. You can use Show All to show all
users. Theuseris addedtothe profile's permissions. Iftheuseris grayed out, they have already beenadded to the

permissions.
Add Security Principal close
Show All

Select Users below to provide access to this Professional Profile.

Recently Used: 5 principals

Type | User Profile Name
U kbaker Baker, Kim
U ktobin Tobin, Katherine
U sweaver Weaver, Stephen
U callen Allen, Cuba

3. Close

4. Closethe selectionwindow by clicking the Close link or button.

Editing Permissions

Onceyou'veaddedsomeonetothepermissions,youcanchangetheirpermissions(ifyouareallowedtodoso)bychecking
andunchecking theboxestogivethemtherightlevel ofaccess.

The following table describes the permissions associated with Professional Profiles.

Permission Description

List Users with this permission will see the profile in lists, but cannot view or modify the details of

the profile.
Read Users with this permission can see all the data the profile, but cannot modify the data.
Write Users with this permission can modify all data within the profile.
Autofill Users with this permission can autofill data from the profile into grant proposals. This
permission allows users to use the profile as intended: to quickly complete proposals.
Delete Users with this permission can delete the profile.
Change

L. Users with this permission can change the permissions associated with the profile.
Permissions

Add Users with this permission can add additional users and assign them appropriate permissions
User/Group | to the profile.

Remove

Users with this permission can remove users from the profile's permissions.
User/Group
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Avoiding Duplicates

Professional profiles are identified by name, so if you are checking to see if a person has a profile, you can search by
all or part of their name to find their profile.

If you are not able to find a person's profile, you may be tempted to create one for them. However, depending on
your institutional settings, you may or may not be able to see all the profiles in the system, so their profile might
already exist, but not be visible to you.

To address this, Cayuse 424 checks for potential conflicts when you enter a name to create a new professional profile.
If the name chosen for a new profile closely resembles the name of an existing profile, Cayuse 424 displays a warning
that there is already a profile with a similar name.

! Profile Name Conflict

The name 'Mena Temple' may match the existing profile below:

Name Organization Department

Mena Temple University of Cayuse Psychiatry

If you need access to a profile, please contact the department admin.

Cancel

Ifthisis the personyouarelooking for, youshould contactyouradministrator to requestaccessto the existing profile.

Youshould alwaystreatthiswarning seriously. Creating duplicate profiles forasingle individual canlead to confusion, the
retentionof incorrectinformation, and issues with accessing proposals and profiles.

Insome cases, two different people mayhavesimilarnames, whichwould be alegitimate reasonto proceed withcreating
aprofilewitha duplicatename.Mostcommonly, thisactionrequiresanAdmintocomplete,butinsome cases,anyuser
maybeabletooverridethewarning. If youcanoverride this warning, the dialog will show a Create Anyway button.

: Profile Name Conflict

The name 'John Heldens' may match the existing profile below:

Name Organization Department

John Heldens University of Cayuse Medicine

If you need access to a profile, please contact the department admin.

[ Create Anyway ] [ Cancel ]

If the person shownis not the personyouare trying to create a profile for, you can click Create Anyway and proceed with
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creatingthenew profile. If youdon't see this button, you will need to contact youradministrator and ask them to create
the profile for you.

Deleting Profiles

Ifyouseea # icon next to the name when viewing or editing a Professional Profile, then you can delete the profile by
clickingontheicon.

If the Profile is still linked to a user account, thenyou will see the following warning. This is a sign that the Profile may still
beinuse.You shouldonlyproceedifyouhaveverified thatthis Profileisincorrectand should notbeinuse.

This profile cannot be deleted while still linked to user ‘jjpierce’. Do you want to unlink ‘jjpierce’ and continue with delete?

OK | Cancel

Ifaprofileislinked to the wrong useraccount, thelinkage canbe changed by a System Administrator.

When a profile is deleted, it is not immediately purged from the system. The System Administrator user can restore a
deleted profileifyou have made a mistake in deletion.

Profiles should not be deleted simply because they contain incorrect information. The information can be edited and
updated.Theprofilecan evenbe renamed if needed.
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Institutions in Cayuse 424 hold institutional information relevant to proposals much in the way that professional
profiles hold personal information relevant to proposals. This includes the institution's name, address, DUNS, EIN, and
other identifying information.

Each Cayuse 424 application has at least one institutional profile, the home institution of the organization. Some
organizations also create Institutional Profiles for personnel who are not affiliated with the home institution and for
subaward organizations. For most organizations, the local Administrators create and manage the Institutional Profiles,
but users are able to see them and autofill their data in proposals.

When you view the Institutions tab, you can see and search for the available institutions.

Institutions

Show Recently Viewed

All: 5 institutions =
University of Cayuse

University of Pittsburgh

University of Portland

University of Stephen

Virginia Polytechnic Institute and State University

Asinotherareas,youcanshowall theinstitutions orjustthose recentlyviewed, or searchfor the one youwant.

Note on Institution Search: When searching for an institution, you can enter character strings from any part of the
institution's name, in any order of their occurrence. Entering additional search parameters (separated by spaces) will narrow
down the results.

Forexample, searching for "hampton city" would return "City College of Binghampton" but not "Hampton University".
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After clicking on the name of aniinstitution, you'll see the data, but won't be able to edit it.

Institutional Profile: University of Cayuse

Address Pp
Aszsurances and Certifications Institutional Address
Fringe Rates & Benefits

Institution name:
Indirect Costs

Esculation Rabes Institution short name:
Organizational Units Street 1:  10/00 SW Beaverton-Hilisdale Hyv
Street 2: Bldg. lil. Ste. 654
City: Seavel
State/Province: UieQcC

Zip/Postal Code: 1)
Mailstop:
County: Washinglor
Country: _nited

URL:

You can check the information to make sure it's correct. Click one of the links on the left to see the different kinds of
information.

When you are creating a proposal or creating a subaward, you can select existing institutions that are available for
autofillinthe Organization field. The proposal will be affiliated with this institution, and its data will be autofilled
into the proposal. Thatincludes the contact information, escalation rates, and available indirect cost rates, among
other information.

If you're having trouble withindirect cost types not showing in your subaward, see our FAQon this topic.

Some of the information in institutional profiles is primarily used when creating an institutional association in a
professional profile. Afteryou selectanaffiliationfortheprofile,youcanselectfromits Organizational Unitstoassigna
departmentanddivisionanditsassigned fringe ratesto establishafringe rate for the profile.

If the institution you need is not listed here and you don't see the % Institution button to the right in the gray bar, you
do not have permissionto createtheinstitutionyourself.Contactalocaladministratorto create theinstitutionforyou.

If youdo see this button, orif yourlocal administrator creates the profile but thenallows you to add informationtoit, see
Setting Up Institutional Profiles for more information onfilling outaninstitutional profile correctly.
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With the release of Cayuse 424 v6.0, Cayuse 424 begins support for multi-project (complex) proposals. Within Cayuse
424, Multi-Project Components are treated like individual proposals. On Multi-Project Opportunities, these
components can be linked together to an 'Overall' component on a Components Attachment Page. The entire
proposal can then be submitted to Grants.gov through Cayuse 424.

—

=] ADMIN-CORE

@ a working name Accetta, John
=] PROJECT
@ another component Belle, Lilly

Create and Link New Component Link a Component

Project Lead

Whenbeginning work witha Multi-Project Opportunity, Opportunity Information may be thefirst place tovisit. Creatinga
Multi-Project Proposal mayalso be a useful place to start. Once you've created the Proposal, being able to navigate the

newfieldswillbe key.

Within a Multi-Project Proposal, you can Create and Link New Components as necessary. You'll also be able to Link
Existing Components, Import Components from Other Cayuse 424 Institutions, and Export Components for use by

other Cayuse 424 Customers.

In Cayuse 424, each component can be treated as a separate Proposal, even when they are linked to an Overall
Component. This means:

Each component can have its own routing chain, however, currently the individual components do not have to
complete routing to be submittable. Only the Overall component must have routing completed. Tolearn more
aboutRoutingin Cayuse 424, see ourRouting page.

Permissions flow down to eachindividual component. If you have access to the Overall Proposal, you will have
accesstoalllinked Components and any subawards linked to them. You can also grant access to specific
components as necessary. To learn more about Permissionsin Cayuse 424, see our Permissions page.
Individual components canbe edited simultaneously, evenif anotherlinked componenthasbeenlocked by a
differentuser. For example,the Overallcomponentcanbe edited by one userwhile anotheruseris editing another
linked component. Tolearnmore about Opening and Locking Proposals, see our Opening a Proposal page.
Multi-Project Proposals have to be Copied/Transformed one componentatatime. Selecting Copy/Transformonthe
Overall Component will not Copy/Transform the entire Proposal, just the Overall Component. To learn more
about the Copy/Transform process, see our Copying and Transforming page.
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Multi-Project Opportunity Information

When looking at the Opportunity Information pertaining to a Multi-Project (Complex) Grant, most of the information
will be identical to other Opportunity Information found within Cayuse 424. However, you will notice that the bottom
section is now titled 'Components' and contains additional information.

IO OCOUITT: PP It Ty U I Cluu oI oo CTureo T

PDF: oppPA-40-001-cfda93.396-cidCONM

Components

Supported Mandatory Component Name

* * Overall

* Admin-Core
* Core

x Project

This opportunity 1s fully supported by Cayused24.

Inthis section, youwill see alist of each component associated to this Opportunity. Beside it, there will be informationon
whetheritis supported,andwhetheritis mandatory.

Moving your mouse cursor above the component's name will provide additional information about the forms that are
included withthe associated component.

Components

Supported Mandatory Component Name

* * Overall

Formset:

- . http://apply. grants_gov/forms/PHS398_ResearchPlan_2_0-V2.0
Pro)ec hitp://apply.grants.goviforms/RR_KeyPersonExpanded_2_0-V2.0
* Compl http://apply.grants_gov/forms/PHS398_CoverPageSupplement_2 0-V2.0
http://apply.grants.gov/forms/PerformanceSite_2_0-V2.0
http://apply grants gov/forms/RR_OtherProjectinfo_1_3-V1.3
http://apply.grants gov/forms/RR_SF424 2 0-V2.0
This opportunity 1s fully supported by Cayused24.

* Core

This information can be useful in determining what information you may need prior to starting work on a Multi-Project
Proposal.
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Creating a Multi-Project Proposal

You can find multi-project opportunities in the Opportunities list. Multi-Project Opportunities have children in the
Opportunitieslist,unlike other opportunities.

+ S RFA-DP-15-999 Cancer Biology Research
+ Special-Int-Proj Cancer Biology Research
+ = DP-15-999 SIP Test CDC
+ Special-Int-Proj SIP Test CDC

Creating a Multi-Project (Complex) Proposal in Cayuse 424 is very similar to creating any other Proposal in Cayuse 424.
The only difference is the selection of a 'Component Type' during creation.

EDZ Create Grants.gov Proposal

Multi-Project  pa-40-001 (Overall) [ i i
Owgastunity: ( ) & [ Select A Different Opportunity ]
Component Type: @ Overall 7 Admin-Core ") Core ") Project
Proposal Name: ?

The 'Overall' component represents a Proposal that other components can be linked to. It is generally used to
summarize the rest of the MP application and identifies the PD/PI and the applicant Organization for the entire MP
proposal. The other components will be created as separate proposals that can be linked to an Overall component at
any time. These components can also be exportedand sent to other Cayuse 424 customers.
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Navigating a Multi-Project Proposal

Navigating a Multi-Project (Complex) Proposal is much like navigating any other Proposal in Cayuse 424. On the
Proposals List, you'll be able to expand or collapse Multi-Project Proposals by clicking the + or - button beside the
Proposal, respectively. If you have a subaward attached to one of your components, you will also be able to expand

that in the same fashion.

= @ Transform of Support documentation Proposa‘_ Overall Component
= [R] Core Test < Sub-Component
@ Core Sub Test‘ Subaward

@ Project Test

@ Complex Component Test

When you enter an Overall component, you will notice that there is a new section on the left side of the screen entitled
‘Multi-Project Components'.

PHS 298 Checklist
1
2

| PHs 298 Cover Letter
1

Proposal Summary
Summary

Documents

Multi-Project Components
Linked Components
Proposal Management
€ -
¥ Permissions
3
|_E:? Routing & Approval

" Electronic Submission

4 Proposal History

Selecting 'Linked Components' will take you to a new page where you can Create New Components and Link Existing
Components. Clicking onthe name of acomponent will take you into that component. From a component, go back to
the Overall Component by selecting Overall Component in the breadcrumb trail at the top left.
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' Overview | Opportunities | Proposals | Routing | People | If

Proposals List@all ComD@Stats Core

= P
SF424 RR Multi-Project - & Stats Core
1 IAPPLICATION FOR FEDERAL AS|
> SF 424 R&R Multi-P)
BR Perfarmance Sites 5. APPLICANT INFORMATIOI

You may notice that some forms appear abridged and/or uneditable on subcomponents. In accordance with Multi-
Project guidelines, some sectionsmayonlybeeditableonthe'Overall'section,andsome mayonlybeeditableonspecific
Components.Besuretolookcloselyatthe guidelines provided by the Agency.

Onthe'LinkedComponents'page, youwillseesomeinformationabouteachcomponentyouhaveassociatedtoyourMulti-
Project Proposal. This includes the associated Lead Principal Investigator, as well some budget information from the
individualcomponent.Atthebottomof thetable, youwill see Overalltotals forall of the components.

= Create and Link New Component Link a Component |

Direct Indirect Federal Program Total

et Costs Costs Funds Income Funds

=l ADMIN-CORE
<

Core Link2 Miller, John 60,000 0 60,000 0 60,000 23
+ CORE
= PROJECT
‘ Ressarch Project #1 Heldens, John 1,588,009 372,404 1,960,413 0 1,960,413 -c‘s
' Test Project Campo, Larry 0 0 0 0 0 -(\‘5
OVERALL 3,162,477 749,453 3,911,930 25,000 3,911,930

Hovering the mouse overthe borders of eachindividual headerwill allow youto expand or collapse the sectionasyousee
fit.
Interacting with Linked Components

On the 'Linked Components' screen, clicking the %= icon at the top left will refresh the components and their associated
information.

Clicking the @ or = beside each section will expand or collapse theindividual components within that section. If you have
twoormore componentsinonesection,youwillseearrowsappearbeside eachcomponent.Thesearrowscanbeusedto
changetheorderofthe componentsinany particular section.

= CORE

3 The Training Core Miller, John 1,514,468 377,049 1,891,517 25,000 1,891,517 0\5
4 Stats Core Heldens, John 0 0 0 0 0 X
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Finally, each component will have an associated 9\5 icon. Clicking this button will prompt you to unlink the associated
component. However, this does not delete the component. It will still appear as an unlinked component on the
Proposal List. You can easily relink it by pressing the Link a Component button.

Openingthelinked componentsisthesameasopeningaproposal from the proposal tab. You can open the component
in Read-Only mode, and if another user is working on the component, it will show as 'locked.' The lock icon to show a
locked component is to the right of the unlink button. Hovering over the lock icon will show you who has locked the
component.

= Create and Link New Component Link a Component
Projact Lead Direct Indirect Total Program
Costs Costs Funds Income
=] ADMIN-CORE
[R] 3 working name Accetta, John 10,000 0 10,000 of &
= PROJECT
[R] ancther componant Belle, Lilly 0 0 0 o I
10,000 0 10,000 0

You can also print the entire proposal by clicking the print icon in the proposal management toolbar at the top of the
proposal.

4

o
L

This will launch the print dialog, which has a number of options for printing. Select "Include All Components and
Subawards" alongwithall otherformsonthedialogto printall components of your multi-project proposal.

] | Generate PDF

¥| SF424 RR
RR Performance Sites
RR Other Project Information

RR Key Persons

PHS 298 Cover Page Supplement Generate PDF
PHS 298 Research Plan
Proposal Summary Cancel

select all | unselect all | select included forms

Y| Include any PDF attachments

Include All Components and Subawards
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Creating New Linked Components

When working in a Multi-Project (Complex) Proposal, you can Create and Link Components on the Linked Components
screen.To do so, select Create and Link New Component.

Clicking that button will cause a Create Proposal window to appear. In this window, you'll need to set the Component
Type, in addition to standard information you would input when setting up any other proposal.

L

& Complex Proposal

= Create and Link New Component ] [ Link a Component

Project Lead

=] ADMIN-CORE

-

Multi-Project

Opportunity: PA-40-001 (Admin-Core) [J

Component Type: o Admin-Core p Core @ Project

Proposal Name: ?

Search for Pl

When finished, click Create Proposal and you will be taken into the now linked component. To head back to the Overall
component, click Overall Component in the breadcrumb trail at the top left of the screen.

' Overview | Opportunities | Proposals | Routing | People | If

Proposals List@all Comn@tats Core

=) P
SF424 RR Multi-Project - & Stats Core
1 IAPPLICATION FOR FEDERAL AS|
> SF 424 R&R Multi-P)
RR Perfaormance Sitec 5. APPLICANT INFORMATIOI
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Linking an Existing Component

In addition to Creating and Linking New Components, you can also Link an Existing Component in a Multi-Project

(Complex) Proposal. To link a previously created component, just click the Link a Component button.

r & Complex Proposal
= Create and Link New Component ] [ Link a Component

Project Lead

£ ADMIN-CORE

A prompt will thenappear listing all of the Proposals and Components that can be linked to this Multi-Project Proposal.
Note thattheLinka Component button will only present you with a list of components that are eligible to be linked to
the Overall component you are working in.  The list will not show you components derived from other opportunities or

componentsalreadylinked to this Overall.

Uponselectingthedesired Proposal, you'llbe takenbacktotheLinked Components page, wheretheselected Component

willnowbelisted.

Components that may be linked to this

Component Name Project Lead
Admin-core Compton, Lora

Proposal administration with Cayi Akroyd, Christian

The Clinical Core Campo, Larry

The Research Core Coulter, David

Tolinkacomponent,youneedtohavewriteaccesstothecomponent.Ifyoudon'thaveaccesstothenecessarycomponent,

you'llencountera message like the one below.

Components that may be linked

Component Name Project Lead
PA-40-206 Training component Remington, John

PA-40-206 Inst-Career-Dev comr Cannot Link
Component

You must have write
permission for a

component to be able to
link it to an MP Proposal
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Transforming Existing Components

Components, eveniftheyare unlinked and have the same name and even form set, are not portable across Multi-Project
(Complex) opportunities. Thisis the reasonthe list of linkable components offered by the Link a Component dialog only
offers standalone components derived from the same opportunity thatis being worked on.

However, the Cayuse 424 copy/transform capability is particularly useful for dealing with this limitation. The transform
functioncanchange:

¢ Component A into Component B within an opportunity
o Component Ainto Component B across opportunities
¢ Componentinto Proposal

Cayuse 424 users can even transform a regular proposal based on an RO1 opportunity into a specific component type
and then link it to their Multi-Project proposal.

Importing and Exporting Multi-Project Components

Whenworking with Multi-Project (Complex) Proposals in Cayuse 424, you'll have the ability to Import Components from
otherinstitutions,in addition to Exporting Components for other Cayuse 424 customers.

Importing a Component

On the Proposals List, select the Import button at the top right of the screen.

(cayuseadmin) [ Sign out ]

o Create Proposal | @Impon |

You'll then see the Import Proposal window, which will prompt you to find the file you wish to import, and name the
Proposal youare importing.

@ Import Proposal

Enter name for imported proposal:

Enter file to import: No file selected.

[ Import J [ Cancel J

Upon clicking Import, the file will imported into Cayuse 424 as an unlinked Component. To link the component to an
existing Multi-Project Proposal, you'll want to follow the instructions on the page Linkinga Component.
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Exporting a Component

FromtheProposalsList,selectanunlinked,individualcomponent.

Click the Export option on the left side of the screen. There is also aniconlocated at the top right of the page.

Proposal Summary
Summary

Documents

Proposal Management

\.’: I
"% Permissions § I

|_\
_c>4 Routing & Approval

" Electronic Submission

"4 Proposal History

@ Export

You'llthenbe giventhe option to name the component, as well as runa validation check prior to export.

@ Proposal Export

Enter a name for the exported file: The Clinical Core .cayuse

Validate (Run final validation checks - recommended.)

Upon clicking Export, you will be prompted to save the file to your computer. You'll then be able to send the file to other
customers for importintotheir Cayuse 424 environment. Attachmentsand anyassociated Subawards will beincludedin
theexportedfile.

Finally, note thatthisfile usesa.cayusefile extension. This file cannot be opened by clicking onit like other computerfiles.
Itcanonlybe openedbyfirstimportingitinto Cayuse424.
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Validation of Multi-Project Proposals

When working in a Multi-Project (Complex) Proposal, Cayuse 424 provides the following validations across all

components:

e HumanEmbryonic Stem Celllines.

¢ CheckforredundantBioSketches across the entire MP project (1 pereRA Commons credential).
Check for Human Subjects usage across components. This means that, if any component has checked "Yes" for
Human Subjects then OAC must be checked for yes.

e CheckforVertebrate Animal usage across components.

e CheckforForeignActivities across components.
Check for consistent budget start dates, end dates and number of budget periods.

Delete this text and replace it with your own content.
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Cayuse 424 offers eight reporting tools to track submitted proposals, proposed dollars, awarded proposals and
subawards. The Submissions link will display a broad overview of all the submitted proposals you currently have
accessto. Thislistcanbe quicklyfiltered using three techniques.

e Submitter
e Date Submitted
¢ Section Heading

| overview | Opportunities | Proposals | Routing | People | Institutions|[ Reports [|admin |

All Reports

Research Administration Reports
Reports display only the proposals to which you have "read” access.

Sl Submissions i——

All submitted proposals, with PI, title, sponsor, amount, date and time and tracking

i)

Submitted Proposals
All submitted proposals, with date and time, PI, title, sponsor, amount, opportunity

any

Proposals By Department
Proposals sorted by department, with title, sponsor, start and end dates, and submig

ai

Proposed Dollars
Submitted proposals with proposed dollar amount, submission date, PI, sponsor, pro|

a

Awarded Proposals By Department
All proposals that have had award data entered on the Proposal Summary page. Inc

a

Awards By Agency
All proposals that have had award data entered on the Proposal Summary page, sorl

an

Proposed Subawards Report
Subaward proposals, with subcontractor name, sponsor, proposed direct and indirect

Y

Awarded Subawards Report
All subaward proposals that have had award amounts entered on the subaward's Pr

/Y
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Submission Report & &

Submitted proposals to which you have "read” access.

Submitter: | [All] M
Submitted Between: g - @
4+ Proposal Title PI | Submitter Submitted
Cancer Cure Armstead, Admin, Cayuse 2015-02-17 07:11 PDT
Jennifer (cayuseadmin)
Cancer Cure Armstead, Admin, Cayuse 2015-03-17 07:08 PDT
Jennifer (cayuseadmin)

CC_ TEST

Akroyd, Christian

Admin, Cayuse
(cayuseadmin)

2015-08-19 15:52 PDT

CC_TEST

Akroyd, Christian

Admin, Cayuse
(cayuseadmin)

2015-11-23 11:10 PST

CDC Example Proposal

Belle, Lilly

Admin, Cayuse
(cayuseadmin)

2013-07-26 06:48 PDT

ERC15 - Building Bridges

Hopkins, Virginia

Admin, Cayuse
(cayuseadmin)

2015-09-23 11:09 PDT

Additional reports can only be viewed in either PDF of CSV form using the Generate Report button. The same filtration
andsorting mechanisms of date, title, Pl name, and amount still can be selected either using the Calendar Icons or the

Sort By drop down.

Proposed Dollars Report

Project Started Between: |1/1/2016

Proposal Submitted Between: @ -

v’_

Sort By: \ Please select. ..

QOutput type?

® pOF f—

csv

Generate Report |

B3 - [05/05/2016

E
E

Submitted proposals with proposed dollar amount, submission date, PI, sponsor, project start and finish dates.
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Glossary

A

AOR

An AOR is an Authorized Organizational Representative. They either submit the proposal themselves or authorize
someone else to do it.

B

Breadcrumb

A breadcrumb is a horizontal chain of links providing the user with context and possibly navigation to any of the
links in the chain. These terms are frequently used throughout the manual.

Cc

Calculation field

A calculation field derives its information from one or more other fields. Calculated fields are automatically
computed while you are filling in the form. These fields are recalculated each time you enter data into a related
or linked field. Many of the calculated fields permit you

to overwrite their calculated entries. In those fields where overwriting is permitted, a red asterisk will appear
next to the field indicating that you have over-written it. If you overwrite a calculated field, the information in
that field will not be updated when you change the information in other, related fields. This can cause your final
values to be wrong! Use caution when overwriting calculated fields!

Checkbox field

A checkbox field operates like an On-Off switch. When "On", it appears as a box with an X in it; when "Off", it
appears empty. To mark a checkbox, click it with your mouse. You cannot move into it by using the Tab key. Some
checkboxes are also radio buttons.

Currency field

A currency field allows you to enter only numbers. To display $10.00, you would enter a value of 10. To display
$10.99, youwould enter 10.99.

F

Field

Afield isablankspace orareaonaform whereyoumayenterinformation or data. Eachfield ona Cayuse 424 form
hasbeendesigned toacceptcertaintypesofdata,andtohandlethosedatainaspecificway.

Forms

Most of us associate a form with a printed document with blank spaces to be filled in, such as an application for
employment. A Cayuse 424 electronic form is essentially the same, except that before it is filled-in, the form
starts out on a computer screen rather than on paper.
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G

General Field
General Fields accept any type of data: letters, numbers, special characters, punctuation, or a mixture thereof.

Institution

An institution has an entry in the Institutional profile database which includes enough information to allow
submission of proposals by  that institution. This information can be auto-filled into proposals. If you are
submitting proposals with multiple budgets,youmayneed multiple institutional profiles.

L

Listbox
Alistboxisatextboxcontainingalist of selectableitems.

P

Percentage
Apercentagefieldallowsyoutoenteronlynumbers.Percentages mustbetyped usingthisformat: XY.Z%.

Personnel

Cayuse424containsaprofessional profiledatabasewhichincludesenoughinformationtoaddapersontoaproposal.
Thisinformation canbeauto-filledintoproposals.

Pre-Award Admin

Pre-Award Admin is a Cayuse 424 role usually held by staff in the central Research office. These users have
additional privileges inthe sys tem. The exact privileges may differ among institutions.

R

Radio Buttons

Radiobuttonsaregroupsoftwoormoremutuallyexclusivecheckboxes.Selectingoneoptionautomaticallydeselects
allotheroptionsin thegroup.Forexample, ltem 2 of the PHS398 has Yes and No radio buttons. To selectan option
fromagroup of radio buttons, clickit withyourmouse.

u

User

ACayuse424 userhasaCayuse424loginand password. Ausercancreateand modify proposals. Ausermayalso have
arecordinthe Cayuse424 Professional Profile database.
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