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Module 1




Objectives

In this module you will learn:
e Cayuse S2S’s browser requirements.

e \Where to obtain detailed instructions on
configuring your browser.




Browsers

 Google Chrome is the recommended browser for
Cayuse S2S with any operating system.

* Internet Explorer is slower than Chrome, but is an
effective browser for the Cayuse S2S application.




Browser Configuration

Here are the main configuration items for your browser:

« JavaScript Enabled
« Cookies Enabled
 Pop-ups Allowed

Visit the Browser Configuration Page for detailed instructions
on browser configuration.



https://support.cayuse.com/hc/en-us/articles/115014381248-Browser-Support-for-the-Research-Suite

Introduction to

Cayuse S2S
Module 2




Objectives

In this module you will learn:
 The Features and Benefits of Cayuse S2S
e How to:
— Sign In
— Navigate Cayuse S2S
— Understand the Cayuse S2S Icons
o User Tips




Cayuse S2S Features and Benefits

Downloads funding opportunities directly from Grants.gov
Provides autofill and data reuse capability

Tracks errors and warnings automatically

Provides electronic routing

Offers easy navigation between forms

Stores proposal documents and attachments

Tracks proposal submission status




Signing in to Cayuse S2S

To sign in to Cayuse S2S.:

1. Log into Cayuse S2S



https://usc.cayuse.com/1007/login.do

Tabbed Navigation

 Opportunities Tab
— View downloaded opportunities
— Download new opportunities
— Create new proposals from downloaded opportunities

 Proposals Tab
— Create or edit a grant proposal
— Create or edit a subaward proposal
— Import a subaward proposal



Tabbed Navigation

 People Tab
— Create or edit a professional profile
— View a professional profile

e Institutions Tab
— View the primary institutional profile
— View or edit profiles for subcontracting institutions

 Reports Tab
— View proposal, submission, subaward, and award reports



Tabbed Navigation

o Settings Tab
— Change your email address

o Support link (on the Overview tab)
— Browse comprehensive documentation
— Check Frequently Asked Questions




Navigation Features

e Quick navigation between screens within a tab using
“breadcrumbs”

Overview | Opportunities [ Prupusals] Subawards | Routing | People | Institutions | Reports

Proposals List » Brunner Test

# Add Key Person to Proposal
Search %

Show All

12 Available Recently Autofilled Key Persons:

Barkey, Risto - CayU: Oralfacial Sciences

Doe, John - University of Portland

Feehan, Christine - Pitt

Greene, Chad - CaylJ: Social and Behavioral Sciences
Heldens, John - Cayl: Institutional Biosafety

\-—r e M g e . T



lcons

e Certain icons are commonly used throughout Cayuse S2S.

* In the application, you can hover your cursor over an icon to
see what it does.

— Entities o %
— Autofill S 89 i

— Information 7] B




Cayuse S2S Tips

* Use the breadcrumbs, not your browser’s back function.
e Use the refresh arrows=, not your browser’s refresh function.

« Exit any pop-up window you open by clicking the link or
button to close the window if you decide not to complete the
action.

* Be careful when copying and pasting to your proposal.
— Paste using plain text only.

— Special characters (e.g., smart quotes, umlauts) will cause
errors and rejection.

* Log out of Cayuse S2S when you are finished.



Funding Opportunities
Module 3




Objectives

In this module you will learn:

 What an opportunity is.

 How to determine if an opportunity has already been downloaded
iInto Cayuse S2S.

* How to retrieve opportunities from Grants.gov into Cayuse S2S.

 How to create a proposal using an opportunity.



Opportunities

« An opportunity is a grant application package that includes
forms and information to submit to Grants.gov.

* Proposals can be created using an opportunity once the

opportunity has been retrieved (downloaded) into Cayuse
S2S.

« Before starting your proposal, review the opportunities list to
determine if the opportunity has already been retrieved.



The Opportunity List
1. Click the Opportunities tab.

2. Cayuse S2S displays the opportunities that have already
been retrieved.

— Usually, you will only see opportunities that are still open.
— To show closed opportunities, click the checkbox.

Overview | Opportunities | Proposals | Routing | People | Institutions | Reports | Admin

Opportunities =i J Retrieve Opportunities |
217 Opportunities / Showing 217 Search e Show closed opportunities:
| Opportunity Number Title Comp. ID | Agency | CFDA # | Opens | Closes ¥ Retrieved
B B pac-ucs G.g ATOY and NIH FORMS-C National Institutes of 93.838 2013-07-22 2018-07-22 2013-12-05 $§
Euxt-UAT Test FOA Health
(UCE)
B [ pac-uzr G.g ATO7 and NIH FORMS-C National Institutes of 93.838 2013-07-22 2018-07-22 2013-12-05 J§
Ext-UAT Test FOA Health
(UZR)
B A pacoTuz G.g ATO7 and NIH FORMS-C Mational Institutes of 92.838 2013-11-14 2016-11-14 2013-12-05 J§
Ext-UAT Test FOA Health
(TUz)




The Opportunity List

« Search for opportunities using the search box.
e Sort the list by clicking any of the column headings.
e Click the blue info icon to see detailed opportunity information.

Overview | Opportunities | Fropozals | Routing Feople Institutions | Reports | Admin

Opportunities =i J Retrieve Opportunities |
317 Opportunities / Showing 217 Search Show closed opportunities:
| Opportunity Number Title Comp. ID | Agency | CFDA # Opens Closes |,'. Retrieved I
B B eacucs G.g ATO7 and NIH FORMS-C Mational Institutes of 93.838 2013-07-22 2018-07-22 2013-12-05 @
Ext-UAT Test FOA Health
[uce)
Ch El T G.g ATO7 and NIH FORMS-C Mational Institutes of 93.838 2013-07-22 2018-07-22 2013-12-05 @
Ext-UAT Test FOA Health
[UZR)
B 0 pacTuz G.g ATO7 and NIH FORMS-C Mational Institutes of 93.838 2013-11-14 2016-11-14 2013-12-05 @
Exct-UAT Test FOA Health
[Tuz)




Finding Opportunities

 If you find the opportunity you are looking for in the list,
there is no need to retrieve the opportunity again.

« If you can’t find the opportunity, try retrieving it.




Retrieving an Opportunity

* To retrieve an opportunity from Grants.gov you need the
Funding Opportunity Number or CFDA Number.

e You can find the Funding Opportunity Number by going
to www.grants.gov and using the Search Grant

Opportunities box or button.



http://www.grants.gov/

Retrieving an Opportunity

1. Inthe Opportunities tab, click Retrieve Opportunities.
Overview | Opportunities | Propozals | Routing Feople Institutions | Reports | Admin

Opportunities = J Retrieve Opporunities |
217 Opportunities / Showing 217 Search

2. Enter the opportunity number or CFDA number into the corresponding
field in the pop-up dialog. The opportunity number should be entered
exactly as shown on Grants.gov, including any dashes.

To retrieve Federal opportunities, please specify one of the following values.

Opportunity Number:

CFDA #:

| Fetrieve Opportunities | Cancel |

3. Click Retrieve Opportunities.



Retrieving an Opportunity

o Cayuse S2S will check Grants.gov for an opportunity package.

» If the retrieval is successful, you will see that one or more opportunities
were updated.

Jd Retrieve Opportunities |

180 opportunities from Grants.gov updated on Thu, 5 Dec 20132 15:50:51 PST.

— If you don’t see the opportunity, you can search for it.

* If no opportunities were updated, verify the number you entered,
and check that an application package is available on Grants.gov.

— Cayuse S2S cannot download anything if a package is not
available.



Using Opportunities

* Click the green plus symbol next to the opportunity to
create a proposal using that opportunity.

* Refer to the Proposal Creation module for more details.




Proposal Creation




Objectives

In this module you will learn how to:

Create a new proposal

Navigate the proposal

Assign proposal permissions

Track proposal history

Validate the proposa

Use the proposal loc
Copy and transform

k and break the lock

oroposals



Creating a New Proposal

1. In the opportunities list, click the green plus
button next to the opportunity you want to
use.

|‘.‘Dpportl.|nit1_.r Number Tite Comp. ID Agency CFDA # Opens Closes Retrieved

EI:IIJ D PA-BE-CO6 G.g ATO7 and MIH ADCBE-FORMS-B Mational Institutes of 93,838 2009-10-05 2012-10-03 2010-02-18 %
Ext-UAT Test FOA Haalth Stage
(Co8)

[:]] D PA-BE-D43 G.g ATO7 and MIH ADCBE-FORMS-B Mational Institutes of 93,838 2009-12-0% 2012-12-09 2010-02-18 %
Ext-UAT Test FOA Health Stage
[D432]

|::]] D PA-BRB-DT1 G.g9 ATOT and NIH ADCBE-FORMS-B Mational Institutes of 93,838 2009-1Z2-0% 2012-12-09 2010-02-18 %

— Ext-UAT Test FOA Health Stage
(D71]




Creating a New Proposal

2' Enter d Proposal Name' ﬁ} Create Grants.gov Proposal
3. Select a Principal Investigator |
. . . Opportunity: PA-B2-666 | | SelectA Different Opportunity |
using the provided list and
sea3 rCh . Proposal Name:
4. Choose the # of Budget s
Pe riOd S [ Principal Investigator: 5[::-:: [
Peters, Rya_n (Bioengineering] / University_ofCE_lyuse
Pullen, David (School of Engineering) / University of Cayuse
5. Choose a Validation Type‘ Spears, Michael (Family Health Care Mursing) / University of Cayuse -
. R Organization: Please select.. -
— Determines which agency
validations will be used. Tt e
Due Date: i
Click Create Proposal. valdacan types .
Cayuse S2S creates a proposal o] o

using the forms required by the
opportunity.



Proposal Name

 Enter proposal name in this format:

e Due Date xx/xx/xx_Pl Last namePI First Initial_Sponsor Initials_Short Title
(first 3characters are funding mechanism if applicable)

e Example: 07/05/14 TrojanT_NIH_RO1_Studies on xyz

 Youcan rename the proposal later by clicking in the name field and entering
a new/corrected name.

(@ [Heldens, John 2/5/17 —

[4PPLICATION FOR FEDERAL ASSISTANCE 5. DATE SUBMITTED Applicant Ident
SF 424 (R&R)

3. DATE RECEIVED BY STATE State Applicatid
1. * TYPE OF SUBMISSION 4. Federal Identifier
O Pre-application
O‘ Application

O ChangediCarrected Application




Navigating the Proposal

e Forms are listed in the left-side
navigation bar.

* Checkboxes control which forms
are submitted to the agency.

— Mandatory forms are
automatically checked and
cannot be unchecked.

— Optional forms can be
checked to include them in
the submission.

e Page numbers take you to each
form page.



Navigating the Proposal

The Proposal Management areas have special
icons to manage your proposal:

e Upper right corner

e Lower left sidebar




Proposal Permissions

* Proposal permissions are different from professional profile
permissions.

 The proposal creator is given full permissions.

 Proposal permissions must be given to other users who need
access to the proposal, such as:

— Principal Investigators
— Research Administrators

— Reviewers



Adding Permissions

1. Togive permissions to other
Cayuse S2S users, click the
permissions key: <.

2. Click Add user.

3. Select a user from the list, or
search by first name, last
name or username.

4. Click the username in your
search results to add the user
to the permissions.

5. Click Close.

Add Security Principal

Search

Select Users below to provide access to this Proposal.

Show all

Recently Used: 5 principals

Type | User Profile Name
u rpeters Patars, Ryan
u kbaker Baker, Kim
u ktobin Tobin, Katherine
u =3 Weaver, Stephen
u callen Allen, Cuba

Close




Adding Permissions

Once the user is added, check or uncheck specific
permission(s) as needed:

Add
User/Group

Brealk
Lock

Change

Delete Print o
Pearmissions

List Read Write Attach

Remove
Usar/Group

Heldens, Jahn

(jheldensz)

EIL@

[

[]

Spears, Michael
(rmspears)

[

Permissions are mostly independent, so be sure to give
each user every permission they will need.




Permission Definitions




Permission Definitions




Proposal History

Proposal History logs include the date and time, username, and a
summary for the following actions:

Create Proposal

Upload/Delete Attachment

Save Proposal (includes form changes)

Approve/Retract Proposal (routing comments are logged)

Validate Proposal

The Proposal History can be filtered by date and/or exported as a
Comma Separated Values (CSV) file.



Proposal History




Proposal Validation

e Cayuse S2S keeps a running total of all errors and warnings.
 Asyou correct errors and warnings, the running total decreases.

 Proposals that are submitted with errors will be rejected by
Grants.gov or the granting agency unless your opportunity
specifically instructs you to the contrary.

e Be sure if you are submitting a proposal with warnings that you
have determined the warning will not cause the proposal to be
rejected or delayed by the granting agency.

* Proposals should be submitted to DCG with NO Validation Errors.



Proposal Validation

e Click the Error/Warning/Info button at the bottom of the
proposal page to display more details.

e Ifyouclick the linked text, Cayuse S2S will take you directly

to the field that is causing the message to appear.
| Error(52) /wWarning (8)/Infa (2) | [ MNIH v

IErH:l-r: [Cover Page Supplement 1.2] Applicant Organization Contact's Title is required

|Errnr: [Cover Page Supplerment 2.4] Answer HESC involued question

|Er11:tr: [FResearch Plan 2,.2][MIH] The Specific Aims is reguired

|Err'ur: [F.esearch Plan 2.3|[MIH]|Research Strategy|attachrment is required.

|Errnr: [FHS 292 Checklist 2.4] Answer to Program Income question is required

|Errnr: [FHS 292 Checklist 2.5] Answer to Disclosure Permizsion question is required




Proposal Locking

e When you are working in a proposal, other users who can see
that proposal will see the lock icon next to it in the Proposals
List, =1 followed by your username.

— This indicates that the proposal is locked and you are
working in the proposal.

 Only users with the “Break Lock” permission for the proposal

can open the proposal for editing when it is locked by another
user.

e Others can open the proposal in read-only mode.

— They will not be able to enter data or add attachments.



Breaking the Lock

e Ifyou have “break lock” permissions, you can “take the lock”
from another user working in the proposal.

— This will cause them to lose any unsaved data.

— Contact the user first if possible to ensure they have saved
their work.

1. Open the proposal from the list using the read-only icon.
2. Click the lock icon at the top of the proposal.
3. Click OKin the dialog.

Break the proposal lock? Take write-access?
Do you really want to take over the lock for write-access to this proposal, currently held by user "Weaver, Stephen (sweaver)™?

[f"Weaver, Stephen (sweaver)” has unsaved changes in another session then taking over the lock will cause those to be lost.

[ ] ]| Cancel |




Copying or Transforming a Proposal

 Copying creates a duplicate copy of an existing proposal.

 Transforming pulls data from an existing proposal into a new
proposal for a different opportunity.

To begin the process:

1. Click on the Proposals tab and locate the proposal you
would like to copy or transform.

2. Click the Copy/Transform icon to the right of the proposal.

+ Proposal |

Title | PI |  Modified |
Heldens, John 2/5/09

Heldens, John 2008-08-07 R

Type | Deadline
John's R15 A

nalysis of Reading Comprehension Heldens, John 2008-08-07 Acad...ward (R15) 2008-03-15
U of D Subcontract

Cullina, Matthew 200&-01-15 Subaward

B i [e
% 56 5




Copy Proposal

3. Tocopy the proposal, click
Copy Proposal in the
dialog.

4. Give the proposal a new
name and due date.

JJ Copy Proposal

5. Click Copy Proposal.

Opportunity: PA-B2A-RO1 [

6. You'll see both the original e romname, | C2PY i N -RO1 - Gagrr
and the copy in the
Proposals List.

Copy Attachments?

Due Date: %

Copy Proposal J [ Cancel




Transform Proposal

3. Totransform the
proposal, click
Transform Proposal.

4. Selectanew
opportunity from the
list using the green plus
icon.

— You can search for the
new opportunity.



Transform Proposal

5. Give the proposal a new
name and due date.

6. Click Transform Proposal.

7. You'll see both the
original and the
transformed proposal in
the Proposals List.

The transformed proposal will
contain data from any forms
that the opportunities have in
common.

_JJ Transform Proposal

Opportunity: pA-B2-777 [

NEW Proposal Name:

Copy Attachments?

Select A Different Opportunity |

Transform of Heldens - NIH - R01 - Gagnon
(For reference within Cayuse 424 )

Due Date: E
Validation Type: MNIH -
| Copy (Transform) Proposal | | Cancel




Developing Your Proposal




Objectives

In this module you will learn how to:
e Autofill data into the proposal
e Add Performance Sites

e Add and sort Key Persons

e Attach biosketches




Autofill

e Use the autofill pencil icon +”to autofill fields.

e Autofilled information comes from professional or
institutional profiles.

e |f profile information changes during the proposal preparation
process, you can re-autofill to import the most recent
information using the green refresh arrows.

e When you add a person or institution using autofill,
Cayuse S2S also autofills other logically connected fields.

— Applicant Organization and Principal Investigator data are
usually autofilled during proposal creation.



Using Autofill

1. Locate the section of the proposal you would like to autofill
(e.g. Authorized Representative — Box 19 on the SF 424 Face

Page).

2. Click the autofill pencil: +*

19. Authorized Representative 1 2
Prefix: * First Mame: iddle Mame: * Last Mame: ST
* Pozition/Title: * Organization:
Department: Divizion:
* Street: Street2:
* City: County:
* FipfPostal Code:
StateProvince:
* Country:
* Phione Mumkber: Fax Mumber: * Email:

' Signature of Authorized Representative

* Date Signed




Using Autofill

3. Select the person you want to autofill.

— Use Show All or search if you don’t see their name.

4. Click Add Authorized Representative.




Using Autofill

5. The person’s data is autofilled into Box 19:

1%, Authorized Representative
5
Prefix: * First Marme: Micldle: Mame: * Last Mame: Suffix:
IMr. - |f-\ndrew |H|:|ﬁ
* Postion T | Dyiractor * Organization: University of Cayuse
Department | Office of Sponsored Research Division | Ofice of Research
" Streett: 110700 S Beaverton-Hillsdale Huey:. Street2 IRidg. Il, Ste. 4
Ot | Beaverton Lourty: Wadashington
. * Oregon s " ZpPostal Codet {g7005
StateProvince:
* Courtry: | | nited States of America b
* Phone Mumber: Fax Mumber: * Ernail:
h03-123-4567 503-7B5-4321 icolleyi@cayuse.com
| i ¥
* Signature of Authorized Representative ' Date Signed




Autofill: Performance Sites

1. Add an existing performance site by selecting the autofill
pencil.

Project/Performance Site Location(s)

Project/Performance Site Primary Location )

Crganization:
DUNS Number:

* Street1: Streetz:

* City: County/Parizh:

* State/Province. Plegse Select.. - *Zip/Postal Code:
“Country: Plegse Select.. -

* Project/Performance Site Congressional District:

2. Select a site from a professional profile:




Autofill: Performance Sites

 Ifyoudon’tsee a performance site for a key person, make
sure their professional profile has performance site
information and the site is marked as active:

Univerzity of Cayuze

Performance Site ¥ acive «——_Fillfrom ContactInfo_|

Organizaton Mame:

|University of Cayuse
Address 1: |1 0700 5% Beawverton-Hillsdale Hwey.
Address 2: ISTE. 54

City: |Eieavertu:|n

State /Province: I Oregon j

Zip /Postal Code: IE?DDE

County: |Wa5hingt|:|n
Country: | | nited States of America =l

Organization DUNS: [3453457

Congressional District: I




Senior/Key Persons Form

e Add, edit, or autofill Senior/Key Persons

— Adds Key Personnel on the budget form when they are
autofilled into the Key Persons form

* You can add as many Senior/Key Persons as are allowed

— Cayuse S2S auto-generates an overflow PDF for any key
persons beyond the number of slots on the form and
attaches it to the proposal.

e Sort button automatically orders the Key Persons list by role
and name on the Key Persons form.



Autofill: Senior/Key Persons

1. Navigate to the Key Persons form.

2. Click the autofill icon to add a new person.

RESEARCH & RELATED Senior/Key Person Profile

PROFILE - Project Director/Principal Investigator

Powell, Ron - University of Cayuse

e
R

PROFILE - Senior/Key Person

0 SenioriKey Persons  expand all/ collapse all




Autofill: Senior/Key Persons

3. Search for or select
the person you
want to add.

4. Click Add Selected
Key Person.

4 Add Key Person to Proposal

| Searchl

Show Recently Used

All 29 Available Professional Profiles:

DeMarco, Mary Kate - U of C

Hammer, Armand - U of C

Hammer, MC - U of C

Harmon, Sean - U of C: Medicine

Hawthorne, Rufus D. - U of C: Bob

Heldens, John - U of C: Neurology

Hoff, Andrew - U of C: Office of Sponsored Research
Hopkins, Virginia - University of Denver: Psychiatry
Jackson, Adrian - U of C: Office of Sponsored Research
Jacobson, Jodi- U of C: Medicine

LaLonde, David - U of C: Surgery

Memba, Alejandro - U of C: Office of Sponsored Research
Mupparapu. Sanjay - U ofC

Powell, Ron - U of C: Office Sponsored Research
Salazar, Sharon - U of C: Biochemistry

Sanchez, Sarah - U of C: Cardiovascular Research Inst
Soto, Ernesto - U of C: Office Sponsored Research
Test Nate-UofC

Tosta, Patti- U of C: Surgery

Turner, Shah - University of Denver -

or...
0F Create New Professional Profile

eRA Role Filter: | Any/all (unfiltered) = 7

4
o/ Add Selected Key Person

Closel




5. Key person data can be edited in the Manage Key Person

Autofill: Senior/Key Persons

window:

. Manage Key Person

Close

@ % Soto, Ernesto - University of Cayuse

Attach Biosketch (no pdf) (no src)

Role:

Appointment type (months):

\#_ Budget

prd 1
prd 2
prd 3
prd 4
prd 5

budget periods:

Faculty v Other Project Role Category:
Calendar: [12 Academic: Summer:
Cal. Acad. Sum. Cal. Acad. Sum. Req.
Salary Salary Salary Months Months Months Salary
65.000 0 o 400 || 21,667
67.000 0 0 2.00 11,167

Fringe
Benefits

0
1,000

Funds
Requested

W1 b2 Oz Oa Os




Autofill: Senior/Key Persons

In the Manage Key Persons window you can:
e Re-autofill from a professional profile.
e Change the Project Role.

e Select budget periods on which the Key Person will be
named by checking or un-checking the Budget Period
boxes.

e Attach biosketches.
 Change effort and salary information.

e Copy salary information across budget periods or
automatically escalate it.



Autofill: Senior/Key Persons

e If you enter base salary numbers, fringe rates, and effort
months, Cayuse S2S auto-calculates Requested Salary,
Fringe Benefits and Funds Requested.

. Manage Key Person
= % Soto, Ernesto - University of Cayuse budget periods: 1 2 0z 04 Os

Attach Biosketch (no pdf) (no =src)

Role: Faculty w Other Project Role Category:
Appointment type (months): Calendar: |12 Academic: Summer:
& Budget Cal. Acad. Sum. Cal. Acad. Sum. Req. Fringe Funds
o 9 Salary Salary Salary Months Months Months Salary Benefits Requested
prd 1 |65.000 0 ] 4.00 21,667 0
prd 2 |67.000 0 n 2.00 11,167 1,000
prd 3 | |
prd 4 | |
prd 5 | |




Adding Senior/Key Persons “On the Fly”

Adding a Senior/Key Person “on the fly” allows you to quickly
create a Professional Profile from within the proposal.

1. From the Key Persons form (or the Key Persons section of
the detailed budget form), click the autofill pencil

2. Click the Create New Professional Profile button in the Add
Key Person window:

3. Enterthe first and last names and click the Create New
PrOfiIe bUtton: EDZ Create Professional Profile

Middle name:

| Cancel | | Create New Profile |




Adding Senior/Key Persons “On the Fly”

Fill out the Create New Key Person form and click the Save
Key Person button.

A professional profile will be created and the person will be
added to the Senior/Key Persons form and the budget form.




Sorting Senior/Key Persons

 Once you have added all key persons, click the Sort button to
order your list.

— PD/PI roles will appear first.

— OSC roles will appear last.

— Other people will be in alphabetical order.




Attaching Biosketches

1. Expand the key person’s listing by clicking on the plus sign:

RESEARCH & RELATED Senior/Key Person Profile

PROFILE - Project Director/Principal Investigator

[+ Powell, Ron - University of Cayuse % &
PROFILE - Senior/Key Person
3 Senior/key Persons  expand all/ collapse all : j Manage Hey Persons | | ) |
—.f-+' Cullina, Matthew - University of Denver > Q i
T RO

—T+ Heldens, John - University of Cayuse

2. Click Add Attachment next to Attach Biographical Sketch:

*Attach Biographical Sketch

Attach Current & Pending Support

(no pafl (no src) [ Add Attachment ]

(no pafl (no src) l Add Attachment ]




Attaching Biosketches to the Proposal

3. From the Attach Biosketch | Attach biosketch

window, you can attach the

PDF and the Source (Word) Choose a biosketch: | Heldens_Bio.pdf (%] [nclude pf source

flle from: 1 [ Adftach ] [ Cancel ]
- The professional profile (top) Upload attachment

. Mame: |k eyPersonBioSketch  |dondtuse: £ %" < = |
- A file on your local 2 pore
computer (bottom) s . ]
Upload Cancel




Proposal Budgets
Module 6




Objectives

In this module you will learn:
e Basic budget concepts that apply to all types of budgets
* How to use Cayuse S2S to create a:

— Detailed budget

— Modular budget

— Subaward budget



Basic Budget Concepts

e Senior/Key Persons information, including salary,
appointment type, and fringe rate amount, is autofilled from
professional profiles when available.

 Automatic budget calculations are made once salary, effort,
and other amounts are specified.

e Users can override autofilled or calculated data in most fields.

* Costreplication and escalation for all budget categories on
multiple budget periods is quick and easy with
Replicate/Escalate.



Key Person Budget Information

e Salary and fringe information
for Pls and Senior/Key Persons
can be added to the
professional profile.

* Enterthe appointment months
and the corresponding salary
based on appointment type.

e Select fringe rates from the
institutional profile, or enter
individual Fringe manually.

— Use Add New Row for
additional rates.



Key Person Budget Information

e When adding Key Persons to the proposal, their
appointment and salary data will be included.

e Use Manage Key Persons to indicate appropriate effort:

Appointment type (months): Calendar: Academic: 9.0 Summer: 3.0
N* Budget Cal. Acad. Sum. Cal. Acad. Sum. Req. Fringfj- Funds
: Salary Salary Salary Months Months Months Salary Benefits Requested
prd 1 0 90000 30,000 [ 1.000 0500 15000 9000 24 000
prd 2 0 90,000 30,000 [ 1500 0500 20000 12000 |32.000
prd 3 0 90000 30,000 [ 1.000 0500 15000 9000 24 000

* You can manually change autofilled or calculated
information in Manage Key Persons or on the budget:

A. SenioriKey Persons in Budget Period 1 of 5 : j Manage Key Persons ) |
First Mid. Last Project Base Cal. Acad. Sum. Cal. Acad. Sum. |Requested |Fringe Funds
Pref. Hame Name MName 5Suf. Role Salary (8} Salary (5} Salary (S5} Salary (5} Mons Mons Mons) Benefits (5) Req. (5
[or Jiohn | [Heden[pndrori [147.000 [147.000 [0 o [3.00 A 7780 [ 46.680 R
[Or. |sarsh | [Sanche|PhOFacuty |150.000 | 150,000 |0 o f2oo | | 25000 | s.o000| 30000 $@i7
[Dr. |Michael|  [Spears |[PhOFaculy |135.000 |135.000 |0 o [ssof | | et875 | 12375 74250 §R 7%




Key Person Budget Information

e |f you override a calculated field, the system will insert a red star
adjacent to the field.

* Once afield has been overwritten, the calculated value will no
longer show in that field.

— Delete the entered value and click out of the field to see the
calculated value again.

A. Seniorikey Persons in Budget Period 1 of & \ j Manage Key Persons ) |
First Mid. Last Project Base Cal. Acad. Sum. Cal. Acad. Sum. |[Requested |[Fringe Funds
Pref. lame MName Hame Suf. Role Salary (5 Salary (5} Salary (5] Salary (5 I'I.I'Inn5 Mons Mons) Salary (5 E-E-I'IEﬁ‘tEiEfHE . (5
[or Jiohn |  |Helden:[Prdropi [147.000 [147.000 [0 | [300 38900 % 7.780 [ 46.680 R
[Or. |sarsh | |Sanche|PhOFaculy 150,000 | 150,000 |0 |2.00| | 25000 | 5000 30000 §@ 4%
[Or. |Michael|  |Spears |[PhFaculy |135.000 |135.000 |0 |u |550) | | 61875 | 12375 74250 @7




Budget Components: Indirect Costs

* Indirect Cost types and rates are stored in the institutional
profile:

e If the organization you selected for the proposal has indirect
cost types, those will be available to you for selection when
you are creating your budget.



Budget Components: Budget Periods

e Cayuse S2S supports up to ten budget periods.

— The maximum available for an opportunity is dependent on
the form included in the opportunity.

e The number of Budget Periods can be changed after the
proposal is created.

e When working with multiple budget periods, it is important to
enter or select the correct data for all budget periods.




Managing Budget Periods

e Click on a calendar icon to manage the budget periods:

ORGANIZATIONAL DUNS: I 090993095

Budget Type: (& Project & Subaward/Consortium

Enter name of Organization: IUni‘u’E!rSit}’ of Cayuse

Pericd 1 Start Date: I @ End Date: I @

* You can select your project dates in several places:
— Detailed budget form
— Modular budget form
— SF424 R&R Page 1



Managing Budget Periods

1. You can change the number of

budget periods if necessary. ] Manage Budget Periods
2. Select the Period Length using Copy dates from another proposal.. |
the drop-down menu. Custom 1 tumber of periods: € 3 02 €3 O 4 @
. . 2 Period length: I 1 year 'I
is available for unusual budget
. Start Date End Date
period lengths. e )
3. Click on the calendaricon to .
select a date.
4. Click the Update Periods M e [

button to update the proposal.



Managing Budget Periods

 Use the Budget Period drop down menu or navigation arrows
to view and edit different budget periods:

Ty o |
44 Proposals List = |ﬁ | —

3 @ [Heldens. John RO1

RESEARCH & RELATED BUDGET - SECTION A& B |{Budget Period 2 of 5:~||[= =>| B &
Budget Period 1 0f 5 |

Budget Period 2 of 5
ORGANIZATIONAL DUNS: (030933035 Budget Period 3 of 5
Budget Period 4 of &
Budget Period S of 5

Budget Type: & Project & Subaward/Consortium




Section B: Other Personnel

Manually enter:
e Number of Personnel

e Role

Effort Months
e Requested Salary

* Fringe Benefits

B. Other Personnel

* *Fringe * Funds
* Humber of Cal. Acad. Requested Benefitz Requested
Personnel * Project Role Months  Monthe  Sum. Months Salary ($) (%) (%)
? Post Doctoral Associates 112 1) 36,600 | 6,250/ 42850
1 Graduste Students 30n .00 425 925

Cayuse S2S automatically calculates the Funds Requested value.



Section B: Adding Other Personnel

e Select the Indirect Cost Type for Sections A and B using the
drop-down menu.

Total Other Personnel 94 475

Indirect Cost Type for Sections A and B Above

Sponsored Research On Campus §1| otal Salary, Wages and {17 g7
excluded Fringe Benefits (A+B)

sponsored Research On Campus % | ATED Budget {4-B} (Funds Requested)
sponsored Fesearch Instruction OMB Mumber: 4040-0001
sponsored Research Off Campus

— The default indirect cost type for this section (if one is

defined in the institutional profile) is autofilled during
proposal creation.

— This selection is necessary to calculate the budget totals.



Section C: Equipment

1. Click New Equipment Row.
Enter the Equipment Item.

Enter Funds Requested.

S S

Select the Indirect Cost Type using the drop-down menu.
(The default is usually excluded.)

C. Equipment Description

List tems and dollar amount for each item exceeding 5,000

Equipment item * Funds Requested ($)
1 hicroscope 2 3 5.000

1[ O New Equipment Row

Indirect Cost Type | excluded 4 + | Total Equipment 5,000




Sections D, E, F and J : Additional Funds

1. Selectthe correct Indirect Cost Type using the drop-down
menu.

— The default indirect cost type for this section (if one is
defined in the institutional profile) is autofilled during
proposal creation.

2. Enter Funds Requested (S) for each applicable line item.

F. Other Direct Costs Indirect Cost Type Fund=s Requested (§)

1. Materials and Supplies 1 | Sponsored Research On Campus |+ 2 £.250)
2. Publication Costs Sponsored Research On Campus |v| 1.000
3. Gconsultant Services : Snonsored Besearch On Campus is |




Section H: Indirect Costs

Select any additional Indirect Cost Types in the proposal using
the drop-down menu.

— The default indirect cost type selecting during proposal
creation is autofilled here.

When an indirect cost type is selected:
 The indirect cost rate and base will be filled in.

— This may be a composite rate if the IDC rate is escalating.
e Funds Requested (S) will update.

e The values will be included in the cumulative budget
calculations.



Replicating Budget Data

e Ifyou are requesting funds for specific budget line items and
would like to replicate that data across multiple budget
periods, you can do so by following these steps:

1. Click & on the SF424 RR Budget page

RESEARCH & RELATED BUDGET - SECTION A & B | Budgst Period 10f §|v| & = ! (@




Replicating Budget Data

Enabled Budget Category

2. Check the box next to the budget 5 Ay Sontorkes Pareonc
category or categories you want [ B Other persomnel - Sary
to replicate.

] Cithier Perzonnel - Fringe Benefits
] 0.} Travel
O

E.) Participant/Trainee Suppart Costs

3. Select the budget period(s) you

v F.A) Materialz and Supplies
want to include that data.
4. Click Replicate Starting Budget 3 i w2EIE4 s
BeginEnd: vl

Period Without Escalation.

— Thefirst period numbers for

the selected category

4 [ Feplicate Starting Budget Feriod Without Escalation

replicate into the budget
periods you chose.



Escalating Budget Data

e Escalation is like replication, but uses a percentage increase
per budget period.

e The procedure is similar to data replication.

1. Click & on the SF424 RR Budget page

RESEARCH & RELATED BUDGET - SECTION A & B | Eudget Period 10f §[v| & = ZU




Escalating Budget Data

2. Check the box next to the

budget category or categories
you want to escalate.

— If necessary, change the
rate to what you want.

3. Select the budget periods that
you want to escalate to.

. 3 BF1 BF 2 BP 3 BP 4 BP 5
4. Click Escalate Selected BeginEnd: =
Categories.

— The first periOd numbers 4 [ Escalate Selected Categories ]

for the selected category
escalate into the budget
periods you chose.



The Cumulative Budget Page

e The Cumulative Budget page displays totals for all categories
and expenditures indicated in the detailed budget pages.

e Cumulative budget totals are calculated by the system and
cannot be overridden.

— If you find an error, correct it on the source page and the
cumulative budget number will automatically be updated.




The Modular Budget

* Creating the detailed budget in Cayuse S2S will
automatically create a modular budget and round up to
the nearest module.

— We recommend using this method to create a modular
budget.

* You can also enter modular budget figures directly into the
Modular Budget page.

e If you are submitting a modular budget, you cannot submit
subawards as well. Use the Worksheet Rows function
described to help with your calculations.



The Subaward Budget

e The Subaward Budget form behaves exactly like the detailed budget form,
including getting Key Person information from the Key Persons form.

e The most common budget issue in subawards is missing indirect cost
types.
— If you can’t select different indirect cost types, the subaward
organization probably does not have them.

e You’'ll need to fill out DCG Institutional Profile Request Form to
update an existing subaward organization’s institutional profile
with the additional indirect cost types.

— After they are added, use the green arrows to re-autofill the
organization.

ORGANIZATIONAL DUN 5: ||:|'|:|‘45'| 4360

Budget Type: Project 3 Subaward/Consortium

Enter name of Organization: ILJni‘u'ersity of Pittsburgh @



https://cayuserequests.usc.edu/Forms/Sponsor-Request-Form

Attaching Documents




ODbjectives

In this module you will learn how to:

o Attach documents to your grant proposal

* Follow Grants.gov and NIH attachment guidelines
e Attach your Research Plan using the “Exploder”

o Attach Letters of Support

e View proposal forms and attachments in PDF format



Commonly Required Attachments

e PHS 398 Form Set Attachment
attachments SF424 RR, page 2 o Pre-application
o Listof Project Congressional Districts
for NIH and o  [Cover letter
SF424 RR, Dther Project e Project Summary/Abstract
Other PHS Information e Project Narrative
agenCIGS o  Bibliography and References Cited
| »  Facilities and Other Resources
only o Equipment
o [ther
SF424 RR, Key Persons Biographical Sketch
e LCurrent and Pending Support
SF424 RR Budget, page 3 »  Budget Justification
Modular Budget e Budget Justification
PHS 398 Research Plan o ResearchPlan



Attaching Documents

Locate the appropriate page of the form you need to
attach the document to.

Locate the attachment point by the label. Current &
Pending Support is shown below.

Click Add Attachment.

"Attach Biographical Sketeh o o) (0 srcy | Add Attachment |
Attach Current & Pending Support ., 1) (ng srcf| {Add Attachment! |




Attaching Documents

4. Inthe Upload Attachment 3 Upload attachment
popup, click Browse next to —
the PDF file slot. | _ e =
. . . Upload ] [ Cancel
5. Select the PDF file in the file browser

and click Open.

= PDF is required and will be submitted to Grants.gov.
= Cayuse S2S cannot submit non-PDF files.
6. If desired, do the same for the Source file (e.g. Word format).

= Source file is not required, but makes it easy to change the
file iIf modifications are needed.



Attaching Documents

/. Once you've added the desired file(s), click Upload.

g Upload attachment

After uploading, please view the uploaded attachment to
verify its correctness.

Name: Bdget Justification Su

FOFfle: | Browse_ | Budget Justification Sub.pdi
source of FDF: (optional) Budget Justification.docx

I Upload I I Cancel I

8. The files have been uploaded when PDF (and SRC if
you included a source file) are blue links.

K. * Budget Justification (Only attach one file.) Budget Justification Sub@m[ Add Attachment ” Delete Attachment |




PDF Attachment Guidelines

Grants.gov and NIH both maintain guidelines on successfully
submitting PDF attachments.

Convert ‘active’ form field PDFs to ‘flat’ (static) PDFs
using a PDF converter.

Names should be less than 50 characters.

Create PDFs using creation software, not by scanning
a printed document.

Disable any security features in the document.
Do not include stamps or annotations.
Make sure your page size is 8.5” x 11” letter (do not use A4).

These guidelines apply to most opportunities, but always verify
your FOA instructions if you have any questions.



Attaching the Research Plan

The Research Plan can be attached manually using the
previous steps, but Cayuse S2S also allows you to upload
just one document and get all your attachments in the right
place!

1. Create a properly formatted Research Plan.

— See the SF 424 R&R Application Guide for NIH for
detalls.

2. Insert a page break at each section header (e.q.
Introduction, Specific Aims).

3. Create a PDF of your Research Plan file using the PDF
creation software of your choice.



Using the “Exploder”

4. Navigate to the PHS 398 Research Plan form

of your proposal.

" ,-"‘ ’
RR Subaward Budg tAttachrnen
1

PHS 298 Cover Page Supplement
1
2

PHS 293 Research Plan
1

Targeted/Planned Enrollment Ta

5. Upload your Research Plan PDF file to the O.
Composite PDF slot.

2. Research Plan Attachments:

Please attach applicable sections of the research plan, below.

0. Composite PDF. ?

(no pdf) (nosreh [ agg || Delete

1. Introduction to Application
(for RESUBMISSION or REVISION only)
2. Specific Aims

3. * Research Strategy

(no pdfy (no src)

Add Delete

SpecificAims pdf (no Sr':}l Add H Delete ]

ResearchStrategy pdf (no SFC}I Add H Cielete J




Using the “Exploder”

5. You should see
that the division
of the file has
been successful.

6. Your attachment
points will have
PDF attachments
associated with
them.

Breaking apart the research plan succeeded:
Bookmarks Added to PDF:

Specific Aims

Research Strategy

Progress Report Publication List
Protection of Human Subjects
Inclusion of Women and Minorities
Inclusion of Children

Wertebrate Animals

Select Agent Research

Multiple PD/PI Leadership Plan
Consortium/Contractual Arrangements
Resource Sharing Plan(s)
Bibliography & References Cited

The following recognized bookmarks were found and used to create the associated research plan sections:

Title

Specific Aims

Research Strategy

Progress Report Publication List
Protection of Human Subjects
Inclusion of Women and Minorities
Inclusion of Children

Vertebrate Animals

Select Agent Research

Multiple PD/PI Leadership Plan
Consortium/Contractual Arrangements
Resource Sharing Plan(s)
Bibliography & References Cited

[=- I PR L RN U MO (71

—_
R = O W




Attaching Letters of Support

 Cayuse S2S offers an Append function to put several letters
of support together without bundling.

 Use the Add button to add the first letter.

* For subsequent letters, use the Append button.
— A source file cannot be added for additional letters.

» Selecting Delete will delete all items.



Viewing Proposals in PDF Format

You can generate a PDF to see how your proposal looks
at any time.

1. Click the printer icon 1 at the top right.

1 Generate PDF

2. Check any form you want to

SF424 RR

print. You can select as many 7l paformance st

RR Other Project Information
or as few forms as you need. R ey persr
PHS 398 Maodular Budget
[¥] rr Subavard Budget Attachment
3. If you want to see the Generate PDF
PHS 398 Researc h Plan
attachments to the form as well, [Cancel]
check Include any ———
attaCh ments ] select all | unselect all | select included forms
Include sny attachments

4. Click Generate PDF. Save or printthe = R
generated file.
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