W\YUSE

Introduction to Cayuse424




—!

Agenda

L
O

O

OHIO

Overview and features
of Cayuse424

Cayused24 Step-by-
Step

Proposal Creation
Process and
Demonstration

B SF424 Cover Page

B Building a budget

B Agency-specific
considerations

Managing Profiles (helpful
when completing Key
Personnel information)

B Providing access to other
users

Resources

B Browser settings

B Other recommendations
Getting Help



Overview

Cayuse424 helps to facilitate
proposal submission

Automates proposal preparation and
streamlines proposal validation and
submission

Grants.gov then submits to the
Federal Agency

Cayuse4242 is currently available for
NIH, HRSA, NSF, & USDA and is
dependent on the Funding
Opportunity Announcement (FOA)
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Features

Standard data automatically loaded into forms,
e.g., Institutional and investigator information

Some automated budget functions
Proposal can be previewed and/or printed

Errors/warnings are monitored throughout the
process

Authorized users can share proposal access
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Step-by-Step

Request access to Cayuse424 through the RF Help Desk
B rfhelpdesk@osu.edu
Review “Getting Started” guide to configure browser

B Allow cookies and pop-ups for Cayuse424; enable
JavaScript

Access: https://cayuse.rf.ohio-state.edu:8443/V8/

B Login = OSU Internet User Name (name.#);
password = “password”; be sure to change password



mailto:rfhelpdesk@osu.edu
https://cayuse.rf.ohio-state.edu:8443/V8/
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Step-by-Step (continued)

Review and update Professional Profile as
necessary; facilitates the autofill feature on forms

Select the appropriate Funding Opportunity
Announcement (FOA)

Complete the proposal forms identified in FOA, and
the required associated documents e.g., budget
justifications

Route forms to SPO for review and signature
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Step-by-Step (continued)

[1 In parallel, create Research Plan and any
other attachments as Word documents

[1 Convert attachments to pdf format

[] Attach documents to the completed/signed
administrative proposal

[J Submit proposal to Grants.gov
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Three Types of Users

Pl
~*Primarily responsible for proposal

/l . preparation
*Prepares research plan
*May electronically submit proposal

st IR

U1
Al
Pans,

AOR=SPO w. Dept Admin
*Authorized Organizational Representative = *May start proposal for a Pl
Sponsored Program Officer *May be granted access to:
*Reviews, approves, and signs proposal Edit/update and electronically

submit proposal

OHIO .
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Proposal Creation Process

Federal Agency “picks up”
Proposal from Grants.gov

Pl or delegate submits proposal to Grants.gov;
Grants.gov sends ID# to SPO

Proposal is assigned to SPO for review, validation,
and signature

Pl and staff complete and review proposal

Cayuse424 generates required forms

Select appropriate Funding Opportunity Announcement

OHIO o
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Cayused424 Three Components

1. Reviewing and updating Professional Profile
(only Senior Key Personnel)

2. Completing the SF424 (R&R) Forms

3. Routing and submitting
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Demonstration

[] Let’s create a sample proposal with:
B One co-Investigator
B Detailed budget
B Three budget periods
B Subaward
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Username = name.#
Password = password

ﬁ(}wumz
Change password after

Username: initial login.

(& )

Password:

Enter Cavuse 424

Copywright @ 20035, 2006 Cavuse Software



Cayuse Main Menu Navigation

Overview Froposals Raouting FPeople Institutions Feports Freferences

I CAYUSE
The Ohio State University Research Foundation

10064/v3.2.7_release f . \
Two ways to navigate:

[ Routing Wlth tabS
= Professional Profiles \ Or Ilnks /

lal Institutional Profiles

0 Proposals

il Reports

i Preferences

7| Resources

The Cayuse update is complete! If you have any problem using this system, plea
contact us at rfhelpdesk@osu.edu.
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Cayuse lcons

Hover over icon to
view description

E:]i M Proposal
Type Create Hew Proposal

Systern PAR =tart a new propozal - zelect a
Grants.goy Qpportunity and
ard ather values to intiate a new

proposal within Cayuse 424

S B @ B 4 0¥ |

OHIO y
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Updating Professional Profile

Update personal information since Profile
Information autofills proposal forms:

B Name, academic degrees, and other demographic
Information; may choose to attach Biosketch(es)

Institutional Association has already been
recorded

Update Contact Info, eRA Role, and
Dept/Division/Title

Currently not using Salary and Fringe Worksheet

Verify Routing Profile has been assigned to your
SPO
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Professional Profile

“ professional Profile:

Askwith, Candice C

General Personal Informaton

Marme
Degrees

Biosketches

1 Institutonal Association I:II]J

"SBS5-Meuroscience"
The Dhio State University Research
Foundation

==

Inst, association "nickname"

eRA Raole

Dept/ Division / Title

Salary and Fringe Worksheet
Routing Profile

OHIO
SIAIE

UNIVERSITY

Review and update

"SES-Neuroscience"

Contact Info

Address 1:
Address 2:

City:

State /Province:
Zip /Postal Code:
County:

Countbry:

Phone:
Fax:

Email:

.

Contact Info

)

333 W Tenth Awve

Columbus

Chio
43210

Franklin

United States of America b

b14-292-936k

askwith.1{&osu.edu
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Error/Warnings

a0 . )
Links provide access

to fields needing a

correction
& J

[ 37 Errors f 4 Warnings ] [use limited walidations 2
| — —

[Errur: [Cther Project Info Sa] vou must an5we(gues.tinn Sa [international Ear‘tnermbylecting Wes or Mo

Error: [KeyPerson PODYPI][MIH] The eRA Cnmmmw POJPL in the POYPI Credential field on the Senior/key

P '
erson page .

‘Errur: [kevPersan PDYPI] Biosketch rmust be attached "

[Errur: [kevPerson 1] Project Role must be filled in

OHIO .

UNIVERSITY
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Setting Permissions: Proposal Permissions

"

... Proposal Permissions Recommended Pl

P Add user/group permission settings

. . Brealk . Change Add Remowve
list Read Write Attach Lock Delete Print Permissions User/Group User/Group
Aagnoli,
R E]EH: o
agnali,.1

OHIO s
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Application Due Dates

[] Research Foundation recommends that
noroposals be submitted to SPO at least five
pusiness days prior to the submission
deadline

[1 Submit proposals at least 48 hours prior to
the proposal deadline to ensure acceptance by
the agency
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Getting Help

Attend a practice lab for hands-on support,
http://rf.osu.edu/inf/e-cal.cfm

Work with your Sponsored Program Officer

Send questions to the Research Foundation Help Desk
at 688-8288 or rfhelpdesk@osu.edu

Check the Research Foundation web site:
http://rf.osu.edu/ or the RF Cayuse424 resources page,
http://rf.osu.edu/cayuse424 for additional information
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