
Module 7: Routing/Review/Approval

Welcome to the Cayuse424 Routing/Review/Approval 
Module.
In this module you will learn basic routing concepts, 
rules and how to use Cayuse424 to:

Create a routing chain
Edit a routing chain
Initiate the proposal routing process



Basic Concepts

Routing is designed to be incremental and assumes that: 
Participants know where a proposal should go next.

The actual route taken could vary by proposal and therefore 
must be specified for each proposal.



Routing Roles

Initiator Starts the routing process.  This generally is the Principal Investigator, 
but could be an administrator to whom this task is delegated.

Proposer Is the PI on the proposal and is the root of the routing chain.

Delegates Are users who are given rights to act on behalf of another user during 
routing and approval.

Approver Anyone on proposal routing chain.

Submitters Are users who submit proposals to Grants.gov.

AORs Authorized Organizational Representatives - users who have the 
authority to submit proposals to Federal agencies on behalf of the 
institution.



The Routing Chain
When a proposal is 
initiated, a nominal 
routing chain is 
established based on the 
Professional Profile for 
the PI
Whoever creates a grant 
proposal can specify the 
review and approval 
route by setting up a 
Routing Chain in the 
proposal.
To review or update a 
Routing Chain, open the 
proposal and click the       
icon on the menu or at 
the top of the page.



Creating a Routing Chain
The PI who created the grant proposal automatically appears in the Routing Chain

If the AOR (Sponsored Program Officer) for the PI is designated in his/her 
Professional Profile, that individual also will appear in the Routing Chain



Creating a Routing Chain
To add reviewers to the Routing Chain, click the Edit Chain bar.



Creating a Routing Chain
You can insert a person into the chain by clicking the         icon.  

Click on the appropriate icon to add above or below members of the existing 
chain.



Creating a Routing Chain
Click on the name of the required reviewer.

All reviewers must have an established Professional Profile, otherwise they will not 
be on the list.
You can only select reviewers if you have permission to view their Professional 
Profile.



Creating a Routing Chain
Enter any comments for the update

Click Add to Chain.

Repeat for additional reviewers.



Creating a Routing Chain
The new investigator was added to the Routing Chain

Select Close Edit Chain Window to return to the proposal



Creating a Routing Chain

The new investigator is on the proposal Routing Chain

Comments were captured in the Routing History



Creating a Routing Chain

You can remove persons from the routing chain once it’s defined by 
clicking on the appropriate icon and following the system prompts.



Creating a Routing Chain

There will be cases 
when the reviewer you 
have selected will have 
set up a Mandatory 
Next Reviewer or 
Delegate in their 
Professional Profile.  
To ensure that these 
individuals are added to 
your Routing Chain, 
click the         icon.  
Cayuse424 will 
automatically add any 
default reviewer(s) to 
the Routing Chain.



Initiating a Routing Chain
Once you have completed the routing chain, the proposal creator 
can initiate the chain by clicking the box adjacent to their name.



Initiating a Routing Chain
Whenever a proposal is initiated or approved by someone on the routing chain 
Cayuse424 will prompt you to approve the action.
Click Approve.



Initiating a Routing Chain
The checked box signifies that the routing chain has been initiated.
The Routing History contains any comments that were entered.
The form sections of the proposal cannot be edited by the PI at this point.
Once the Routing Chain is initiated email is sent to the first reviewer on the list.
At the same time, the proposal is added to the Routing List of all reviewers.  This list 
is accessed by clicking the Routing tab on the Overview page of the web application.



Routing: Warm/Hot List

Each user has their own routing list that is accessed from the Routing tab 
(or from the Routing link on the Overview page).

All proposals this reviewer is requested to review are listed.
Each proposal shows how long it’s been in a review process.
Click on the proposal title link to be given access to the proposal for review 
purposes only.



Routing “Rules”

Proposal approval must follow the routing chain.  Reviewers can 
look at a proposal once it hits their Routing list, but they cannot 
approve it until the previous reviewers on the routing chain have 
signified their approval.
Once a proposal is routed, Cayuse424 grants temporary permission
to reviewers to access the proposal in read-only format.
The form pages (including budget pages) are locked once routing is 
initiated.
In case of an emergency a reviewer may be deleted from the chain
(skipped).
The Initiator (PI or delegate) can stop routing by deselecting the box 
next to the PI name.  This action is captured in the Routing History 
and returns the Routing Chain to the beginning.



Approving the Proposal
Reviewers indicate their approval by checking the box adjacent to their name.
Once approved, the next reviewer on the routing chain is notified via email and 
the proposal moves to their list on the Routing tab.
As soon as the AOR (or the AOR’s delegate) checks their box, electronic 
submission to Grants.gov can proceed.



Routing History

All user actions during the proposal routing, review, and approval 
process are logged in the proposal’s Routing History.

Access from main menu                              or by using  icon



Routing Completion

The proposal is ready to submit when the AOR has 
reviewed and approved it

The Principal Investigator (or delegate) can submit the 
proposal to Grants.gov

If the PI prefers, the Sponsored Program Officer (AOR) can 
submit the proposal



Routing Configuration: Delegates

If a reviewer has named delegate(s) in the Routing Profile of their 
Professional Profiles, the following rules apply:

Delegates receive the same notifications as the Primary.
Delegates can perform the same actions as the Primary.

Delegates must have Professional Profiles that can be viewed by the proposal initiator.
Multiple delegates are allowed; however, delegates have to establish their own 
“pecking order” for the list
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