
Module 3: 
Update and Maintain a Professional Profile

Welcome to the Cayuse424 Update and Maintain a 
Professional Profile module.
In this module you will learn how to use Cayuse424 to update 
information, attach a biosketch, and maintain the permissions 
list for the Professional Profile



Update and Maintain Professional Profile

Update and Maintain a Professional Profile activities involve:
Updating a Professional Profile for an investigator
Attaching biosketch documents to the Professional Profile
Updating and maintaining the permissions list for the 
Professional Profile



Basic Concepts

Professional Profiles capture and store data about Principal 
Investigators, Key Personnel and Other Significant 
Contributors.
Before a proposal can be created in Cayuse424, a 
Professional Profile for the proposal’s Principal Investigator 
must be created
Individuals can allow other users, through profile 
“permissions”, to perform certain functions with their 
Professional Profiles



Basic Concepts (continued)
Cayuse424 provides the ability to update Professional 
Profiles quickly and easily.
Information stored in the Professional Profile is autofilled
into the grant proposal once that individual is named as a PI 
or Senior/Key Person.
Profiles stored in Cayuse424 can be shared with others and 
used multiple times.



Updating a Professional Profile

To update 
your 
Professional 
Profile, 
login to 
Cayuse424 
and click 
the People
tab or 
Professional 
Profiles
hyperlink.



Updating a Professional Profile

Select investigator to retrieve profile
Use alphabetic hyperlinks to jump to sections of the list



Updating a Professional Profile
Name:

Update name and complete other fields
Enter NIH Commons username, when applicable.  It must 
match the username in your NIH Commons profile.

Select Degrees hyperlink to access the next page



Degree:
Enter Degrees (three maximum, separated by commas).
If NSF application, fill out NSF Degree Type and Degree Year

Save Profile by clicking        icon. 
Click Demographics link to go to that page.

Updating a Professional Profile



Demographics:
Enter information 
for various 
“Demographics”
sections
Populates R&R 
Personal Data
pages in proposal 
form sets for 
NSF, USDA, 
certain other 
agencies

Save Profile by 
clicking on the        
icon. 
Click Biosketches
link to go to that 
page.

Updating a Professional Profile



Biosketches:
A Biosketch is required for all Key Personnel and Other Significant 
Contributors in NIH proposals.
Biosketches can be created on your desktop using the Cayuse424 
Biosketch template.
To upload a Biosketch, select the        icon

Updating a Professional Profile



Updating a Professional Profile

• Click Browse to locate PDF version of Biosketch you 
previously created.

• Click Next, repeat for source file.

Biosketches:
Type in 
biosketch
name.
Click Next.



Updating a Professional Profile
A PDF and source version of the Biosketch are now stored on the server 
for use in proposals and later edits.
Multiple Biosketches can be created and stored in each profile.
Once Biosketches are stored they can be easily attached to the proposal 
on the Senior/Key Persons page.



Updating a Professional Profile
Managing Biosketch information in a Professional Profile

A new pdf and/or source document can be uploaded to replace the current 
version

Select the     icon next to the file type:  

Upload file as before:

To delete a Biosketch, select the      icon for that row:



Updating a Professional Profile

Professional Profiles for 
OSU investigators are 
linked with The Ohio State 
University Research 
Foundation’s institutional 
profile.  Do not edit 
anything in the shaded 
area (facing diagram).
Once an individual is 
associated with an 
institution, basic 
institutional information is 
autofilled into proposals 
created with that individual 
as the PI.



Updating a Professional Profile

Select Institution association “nickname” link
Edit department name, if necessary 



Updating a Professional Profile
Select Contact Info link:

Contact Info for the affiliated institution is displayed.
You may edit autofilled information, if required, and complete 
remaining contact fields.



Updating a Professional Profile
The eRA Role for faculty is Principal Investigator



Updating a Professional Profile
Department/Division/Title:

Enter information as needed.



Updating a Professional Profile
Routing Profile:

Next Reviewer:  This is the pre-award Sponsored Program Officer who 
generally assists the PI with proposal submissions
Add Delegate:  Can be used to specify a delegate when the PI is unavailable to 
review proposal(s).  Delegates have all review powers of PI.  

Multiple delegates can be added.  Any delegate can be removed.



Managing Permissions for a Professional Profile
Once a Professional Profile is established, permissions must be specified
The “owner” of a Professional Profile (the individual the profile is for) is 
automatically granted all permissions.  Don’t change these permissions!
The user group is added to all profile permissions list during profile 
creation.  Don’t change these permissions!
The profile owner can share his/her profile with other users by granting 
appropriate permissions to selected users

Permissions can be changed or removed.



Managing Permissions for a Professional Profile

List

Read

Read/Write

Autofill

Delete

View a profile on the Professional Profiles list. 

View the details of a Professional Profile.

Add, update or delete information on a 
Professional Profile.

Autofill the Professional Profile information 
into an application.

Delete a Professional Profile entirely.

When this 
permission is 
selected: That user has the ability to:



Managing Permissions for a Professional Profile

Change 
Permissions

Add User/Group

Remove/User 
Group

Change permissions for other users on the list 
for a Professional Profile.

Add other users to the permissions list for the 
Professional Profile.

Remove a user or group from the permissions 
list for the Professional Profile.

When this 
permission is 
selected: That user has the ability to:



Managing Permissions for a Professional Profile

Go to the Professional Profiles list
Click the      icon to manage that profile’s permissions.

The permission list can also be accessed by selecting the       
icon in the top right corner of the profile itself.



Managing Permissions for a Professional Profile

To grant permission(s) to other Cayuse424 users click 
Add user/group



Managing Permissions for a Professional Profile

Scroll down the list and 
select the username to add

Note that the list has 
two sections
Individuals who do not 
have a profile in the 
system are listed in the 
first section



Managing Permissions for a Professional Profile

Default permissions are added that allow all users to:
See the Professional Profile on a list.
Read the contents of the profile.
Autofill contents from the profile into their grant 
proposals.

You may deselect default permissions, and add other 
permissions, as desired.



Permissions can be changed for the users you add
You can grant individual users specific permissions regarding the 
Professional Profile
Select the       icon to delete a user from the permission list (don’t delete the 
“owner” or “user” group though!)
You do not need to add your Sponsored Program Officer to the list; SPOs
(AORs) already have access to the profile through institutional settings

Managing Permissions for a Professional Profile
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