
Module 6:  Attaching and Printing Documents

Welcome to the Cayuse424 Attaching Documents Module.

In this module you will learn how to:
Attach documents to your grant proposal.
View the grant proposal and attachments in PDF format.



Basic Concepts
A complete grant proposal includes many 
attachments.

Make sure all required attachments are added in the 
proper PDF format to your grant proposal.



The Basic Process 

The basic process for attaching documents is 
the same for all attachments:

Go to the appropriate page on the form set.
Scroll to locate where to add the attachment.
Click Add.
Follow system prompts to attach the file.
Verify attachment occurred.



Example: Attaching Documents
Attaching a Budget 
Justification to the 
NIH Modular 
Budget is illustrated 
in this example.
Navigate to the 
Modular Budget 
page.
Scroll to the Budget 
Justifications 
section.
Click Add adjacent 
to the justification 
you are adding.



Attaching Documents
The Upload Attachment 
window enables you to attach the 
PDF and the source (Word) files.
It is a good practice to upload 
both versions.  Should the 
document require editing at a 
later time the source file is easily 
found by anyone working on the 
proposal.
Click Browse to locate the files 
you are attaching.



Attaching Documents

Locate the PDF version 
of the file you wish to 
attach.
Click Open.
Repeat for source file.



Attaching Documents

Once 
you’ve 
added both 
files, click 
Upload.



Attaching Documents
The files have been uploaded when you see pdf and src in 
blue.
If you need to edit a document once it has been attached:

Click src to open.
Edit the source file and save to your system.
Create a new PDF file from the source on your system.
Click Delete to remove the previously attached files.
Click Add to upload revised files.



Attaching Documents

Use this basic process to attach documents 
when an attachment is required.
Always attach a PDF version.
It is good practice to also attach the Word 

source document.



Viewing Grant Proposals in PDF Format
You can generate a PDF to see how your 

proposal looks at any time. 
Click         icon at the top of the proposal



Viewing Grant Proposals in PDF Format
Check all 
appropriate 
sections.  You 
can select as 
many or as few 
sections as 
desired.
Do not select the 

“Proposal” option 
Click Generate 
PDF.



Viewing Grant Proposals in PDF Format
Cayuse424 will 
generate a PDF 
of all selected 
sections.
Use the scroll 
bar to review the 
entire proposal.
You can save or 
print the 
generated PDF 
version of your 
grant proposal.
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