Virginia Tech/Cayuse Processing — Training Handouts

The Office of Research Electronic Research Administration (ERA) website can be used learn more about Cayuse 424 and
to launch into Cayuse 424 production site. The URL is http://www.research.vt.edu/era/ . Use the navigational links on

the left side of the screen to go to a needed tool. To learn more about tools, click on the tool name under Learn About
Tools section. If you click on Cayuse 424 more information will display.

LT,JVirginiaTeCh Office of Research | Electronic Research Administration
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On the left side of the screen, the user can find out more on training and support. On the support page, a link to Cayuse

will display the Cayuse system documentation.

Cayuse 424 System Support materials can be found at http://support.cayuse.com/docs/cayuse-424. The User Reference
Manual and Training Materials are included. This handout is to help become more familiar with Cayuse424 and for
Virginia Tech specific processing on Cayuse 424. For in depth documentation, review Cayuse’s Training Modules and

L;[JVirg'mi_aIgch

ERA Home Available Tools Contact

In This Section
Login to Cayuse 424
FAQs

Training

Suppaort

Home

Please Note - the projected roll-out of Cayuse
424 has been pushed to March 12.

Office of Research | Electronic Research Administration

Cayuse 424 is the new web-based front end for submission of proposals to Grants gov and
also allows submission to NSF through Research gov as an alliemnatie to Fastiane. It makes it easier for researchers to search for
funding opporunities and provides auto-iling of faculty profiles and inleractive eor-checking ina streamlined interface to

Grants.gov and Research.gov

“ CAYUSE

administrator for more information

User Reference Manual on Cayuse’s Support Site.
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Production/Live Environment:

The URL to the VT/Cayuse production environment is http://vt.cayuse424.com .The system will display the CAS sign on
screen if the user goes to production. Use your PID and CAS password to enter proposals in the production environment.
(CAS password is the same one you use for HR system such a pay stub review.)

@!VirginiaTech CEntral A(uthentication Service

Oﬂelp Terms of Use About CAS

Username

Password
Forgot usemame cr password?

Warn before logging into other sites.

[Loon I Gear”

Switch to high security PDC login.

Security Notice

For security reasons, please dose your web browser when you have finished accessing services
that require authentication.

Training/Testing Environment:

The URL to the VT/Cayuse training environment is http://vt-t.cayuse424.com (Please note: The "t" in the URL
differentiates our production from our training environments). The user will get this sign on screen if you go to the
training environment. Use your PID and password “hokiebird” to test in the training environment.

ACAYUSE

Welcome to Virginia Tech's Cayuse 424 Training Environment
Cayused24/vd.8.1

Username: |-

Password:

First time signing-in & need a password? Click here,
Forgot usermname or password? Click here.
Need compatible browser info? Click here.

Copyright @ 2005-2010 Cayuse, Inc.
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Cayuse’s Main Menu:

# Crpnrdld - Wincows Irtemet Erplorer o )
[« @ Ly - @ %] % U P G 'K
w Frvostes g3 @ Freebotmed g estedd Sex v @] Wk Shoe Gadery v

. Crpeellt BB - om e Pages Seleye Toche @

| [(overview | rpertunines | Progesals | Routma | peosis | tnsstutions | Raports | setbeas Srinath Ekkad (sekad) | 5

}QAYUSE

Welcome to Virginia Tech's Cayuse 424 Training Environment
CanussiaveT A

Done @ Ietemet | Fretecsed Mode On G v RBs v

Cayuse’s Main Menu (above) is used to navigate to review opportunities, review and enter proposals, review if any
proposals need routing and approval activity, update Professional Profiles and review institutional data.

Opportunities Tab/Screen:

If the user clicks on the Opportunity tab or the Opportunity link, all the opportunities that have been downloaded to the
VT instance will display on Opportunities screen (below). The user can use the search function on this screen to verify if
an opportunity has been downloaded to the VT production environment. If you do not find the opportunity you need,
you will need to click on the Retrieve Opportunities button to download your opportunity from grants.gov or
research.gov.

B Capcsetlt Wirdom btermet Exgiorer = )
I ™ % rempe ot esynedh com i - & [%] =]l - D
e Foveries | (. [ FrieHotmad g Suggeed Stcs ) Web Stee Gulery =
= Camaekld % 8 Vg Teoh Centrad Auth. Bioc B - e v P Saietye Toche @
Ovirviam Proposals | Rowtng | People | [mstitubons | Reports | Sattngs Srinath Ekkad (sekhad) | Sgn pui |
Opportuniies J Ratrieve Cpporuniies l
146 Opportunities | Showing 99 Search Show ciosed Copermunies:
#Opportunity Number | Tiike | compm | Agency | croae | opens | Closes | metrieved
& O o FAA Aviaten Resadect DOT - FAA Aviaton 20.108 20120131 2010-08-00
= 060 Gearks Open Rasanch Grants
ol atiin
* D s Ieterdescagnary (Research.gov] Matienal Soance 47.074 2010-10-15 20120209 20110411
-5t Trasnng for Feundatan
Unduros achustas =
Buodogeal and
Hathematical Soences
& O os [Research.gov] Matenal Saancs 47040 20100924 20120710 20110411
— L Foundation
g ks A Force - Resaaech 12.800 20140930 20100507
* 0 wanm i
B 0 pacosr dir Foecw — Raspach 12.800 2014-09-30  2010-05-07
0 pasos034 .
q - ntertace ey — 12.000 140930 20110407
* O waosoran Tethnologees Advanced L6
Research Programs
(WITARR)
g A Forte — Retearch 12800 20140930 2010-05-07
¥ O suososan -
L = attiascace & Fortn — Rasasech 12800 2009-11-10 2014-11.10  2011.04-11
# 0 wuneon Ervronment Division Lt
Research interests
¥rtiand
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Retrieve Opportunities:

If the user clicks the Retrieve Opportunities button, The Retrieve Opportunities window displays (below). The user

enters the Opportunity Number from the Submission Guidelines from grants.gov to bring the opportunity from
grants.gov to Virginia Tech’s Cayuse instance. Only one user at VT has to do this — once done, any user can set up a
proposal with the opportunity.

) Retrieve Opportunities

To retrieve F | opportunities, ph specify one of the following values.

Opportunity Number:

CFDA #:

| Retrieve Opportunities Cancel

|Done & Internet | Protected Mode: On

If an opportunity is downloaded for the National Science Foundation (NSF) you will have two opportunities. One
downloaded from Grants.gov which will be blank in the Comp. ID column and one from research.gov which will display
research.gov in the Comp. ID. The user should always select the research.gov opportunity to use in the submission of
their proposal. See below for an example.

The user can start the entry of a proposal from the Opportunities screen by clicking the green plus sign which is the Add
icon. The Create Grants.gov/Research.gov Proposal screen will display. (See ADD A PROPOSAL section to view this
screen — page 23)

Cvervaw Proposals | Routing | Pecple | Institutions | Reports | Admin
Opportunities J Retiieve Opportuniies

31 Opportunities /| Showing 27 Search Shaw doled CODOMTUNeS.
| #rowportumity wember | Title comp 0| Agency | crone | opems | cioses | metreved
o Major Lesearch Aational Soence 47.081 010-11-08 2012-01-26 201201-23
* 0 s Instrussentation Faundation #
Program
] 503 Major Resaarch [Research.gov] Mational Soence 47.081 2011-11-08 2042-01-26 01201-23 *
R Instrumertabon Fpundabon
| 545 Dwermeon of Molecular National Soerce 47074 0110510 2012-05-21 20120125 a
4 11-54 ard Caldar Feundaton

Tuncsaress
vestipator-intisted
reseach peopects

P O s [Research.gav] il S 47.074 W11-03-26 20020321 Wi201as B
1 T — 7674 2011-1028 0120001 20120135
& 0 zse Ceporrs Naton 32 074 0111038 20030001 20120135 J}
Underitanding through
Synthesis
2 0 12306 Oppotunties for [Resmarch.gov] Naonal Serse 47074 20111108 20120001 z01201-23 P

Fromating
Understandang theough
Synthess

® O 25 Plant Cenome Resaardh Aational Soence 47074 111309 20120305 20120135 §§
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' e Freserabon [T E—— 45145 WI2OL08 T3 2120123
H 2ouosaies Asuistance Grants or the Humandes ®
$ O = ROSES Ex011 WASA Headguarters 43001 M1L121F 20020302 20120123
L oF reeuszmason  BS obicieay b
Exobwkogy and
Evokpnary Biokog
3 » Eigengneering ADOSEFORMS  National Institutes of none- M10-10-14 201301407 20120123
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: Duvelcpment of Assars  ADDSE-FORMS | Nabonal Instiies of one 0101015 20030907 20130135
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% O pasron Behavoral and Seaal  -B1 Heaith #®
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Proposals Tab/Screen:

The Proposals tab or link from the Main Menu will display the Proposals List (below). This screen will display all
proposals you have entered, proposals on which you are the Pl or proposals where you have been granted access

permission. You can click on the link to access the proposal. You can click the R to have “read only” access to a proposal.

Cverview | Opportunities | Proposals I Routing | People | Institutions | Reports | Settings

Proposals List

4 Creae Proposal | BEimport
@ view days back: 3 months ..'_] 4 Include submitted proposals 1
how Racently Viewe
Show All: 18 proposals since Oct 27, 2011 = Make Show All the default view
| Proposal ] Title | [ | Modified Type | Deadiine |
[] Devalve NIM 02-5-12 TestProposal Mechanical Lung Proposal Tafti, Danesh 2012-01-18 6.9 ... FOA (RD1) 2
m Ekkad-Dol 1201 2-TurbineBlades Turbing Blades in Defense Applications  Ekkad, Srinath 2012-01-25 nte..| Sciences 2012-01-31 _ﬂ. 5
[r] Eikad-DOT-01/312012-TurbineBlades Turbine Blades in Defens2 Applications  Ekkad, Srinath 2012-01-04  FAA..Jicitation 2012-01-31 9
[r] Ekkad pot mIRNA in autoimmune lupus Dai, Rujuan 2012-01-18  G.g ... FOA (RO1) )
[R] Ekkad DOT 01/31/2012 T Ekkad, Srinath 2012-01-03  FAA . licitation Tl
¢ [®] @Bnen MM 02-08-12 Lung Proposal Lung proposal supreme O'Brien, Walter  2012-01-18  G.g .. FOA (RO1) 2012-02-06 =5
[] Gbnen WIH 02162012 testorolect O'Brien, Walter  2012-01-12  Warf...s (WITARP) N
4 l?, Tafti NIH 02-05-12 Lung Greatness Lung Mator Skills Tafti, Danesh 2012-01-19 6.0 ... FOA (RO1) 2012-02-05 _nh
[m] Tafti W 02-05-12 Luna RCE Lung smoke Tafti, Danesh 2012-01-19  6.9... FOA (RO1) W
[m] Iafti MiM 02-05-12 hings Mechanical Lung Proposal Tafti, Danesh 2012-01-18 6.9 ... FOA (RO1) iy
G |_|!'I Tafti NIH 02-05-12 Proposal For Lungs Mechanical Lung proposal Taftl, Danesh 2012-01-18  G.g..FOA(RD1) 2012-02-05 oy
4 |__?| Tafi NIH 02-07-12 Luna Projed #3 Lung Project £3 Tafti, Danesh 2012-01-11 6.9 ... FOA [RO1) 2012-02-07 _n.
¢ [r] TaltiNIH 02/06/12 Lung Project 2 Lung project #2 Tafti, Danesh 2012-01-11  G.g .. FOA (RO1) 2012-02-07 N
; [R] Tafti NIM 02/06/2012 LunaProject Lung Proposal Tafti, Danesh 2012-01-04 6.9 ... FOA (RD1) 016-0206 By
[] Test PA-BE-X02 kng project 3 Tafti, Danesh 2012-01-11  G.g... FOA (x02) Y
[R] Transform of O'8ren NIH 02-06-12 Lung Lung prop supreme ©O'Brien, Walter 2012-01-12 Rese...arent RO1) 2012-02-06 )
[R] Tcansform of Tafti NIH 02-05-12 Lung.. Lung Motor Skills Tafti, Danesh 2012-01-19  NIM...arent R21) 2012-02-05 oy
[m] Iransform of Tafti NI 02-05-12 Proposal.. Lung proposal Tafti, Danesh 2012-01-18  6.0.. FOA (D71) 2012-02-05 2y

Copy/Transform a Proposal:

You can also copy or transform a proposal from the Proposal List. If the user wants to make a copy of this proposal or
make a copy of this proposal and submit to another opportunity (called transform), click on the white/green sheet of

paper icon which means Copy/Transform Proposal. Proposal Copy/Transform window displays. Click the appropriate

button.

02/10/2012

% Proposal Copy/Transform - Windows I Explorer

|E https://vi-t.cayused24.com:B8443/615/pages/genericd2dModalDialog.jsp?subsessionld=08&title=Proposal Copy/Tran ﬂ

\"1]
(o]

Proposal Copy/Transform

Copy the current proposal, or "transform" it to a different

Opportunity?

[ Copy Proposal ] [ Transform Proposal} [ Cancel ]

& Internet | Protected Mode: On

far H1n -
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If you are transforming the proposal to another opportunity, you can select the opportunity when the Transform
Proposal window displays. Search for the opportunity you want and click on the green plus sign which means Transform
Proposal. This process will associate the old proposal information to the new opportunity.

l# Transform Proposal...

f Proposal To Transform: “Tafti_NIH_02/06/12_Lung Project 2"

Current Opportunity: PA-BB-RO1
Select Opportunity l Show closed opportunities: B
-
’ | # opportunity Number | Title | comp.o | Agency CFDA # Opens Closes | Rel
@ 3 08-510 Interdisciplinary [Research.gov] National Science 47.074  2010-10-15 2012-02-09 201 _ |
Training for Foundation b |
Undergraduates in
Biological and
Mathematical Scences
10-584 Research Networks in [Research.gov] National Science 47.049 2010-09-24 2012-07-10 201
z the Mathematical Foundation
Sdences
Advances in Bioscience Air Force -- Research 12.800 2014-09-30 201
+ 0 BAA-09-02-RH for Airmen Performance Lab
Research and Analytical Air Force -- Research 12.800 2014-09-30 201
¥ O eanoo-03rm Support for the 711th Lab 3
HPW Human
Effectiveness
Directorate
r Warfighter Interface Air Force -- Research 12.800 2014-09-30 201
& 3 BAA-09-04-RH Technologies Advanced Lab
Research Programs
(WITARP)
[ Science and Technology Air Force -- Research 12.800 2014-09-30 201
4 BAA-09-05-RH For Warfighter Training Lab
and Aiding
[ Battlespace Air Force — Research 12.800 2009-11-10 2014-11-10 201
‘j BAA-RV-10-01 Environment Division Lab
Research Interests
Kirtland
i Youth Conservation FWS-R5-RW- Fish and wildlife 15.649 2011-03-15 2012-06-30 201
¢ J FWS-RS-RW-11-003 Programs 11-003 Service
7 Fundamental Research Defense Threat -none- 2014-09-30 201
& E!‘CWHh?gRAB nlu—og-ld— to Counter Weapons of Reduction Agency
Mass Destruction
5] J Hooo33-ONA-00- 5e—siaﬁrc’l\1:—n—d~§tﬂgles Department of Defense 12,300  2009-03-02  2013-06-17 201~

‘ ] b

J Retrieve More Opportunities I Cancel |

- o= T - PR

The user can rename the proposal. The system will bring forward all applicable information to the new transformed
proposal with or without the attachments according to the selection on this window.

' J_| Transform Proposal

omorun: pa30158 0 (SdacDifeeiomporaiy |

NEW Proposal Name: Transform of Tafti_NIH_02/06/12_Lung Project 2 (For reference within Cayuse424 )

Copy Attachments? [/

validation Type: | NIH [~

| Copy (Transform) Proposal | | Cancel

02/10/2012
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The user can then go into the proposal from the Proposal List and make any needed changes before they request
submission of the proposal to the new opportunity.

| Proposal | Title PI Modified | Type |  Deadiine |
,E Transform of Tafti NIH 02/06/12 Lung... Lung project £2 Tafti, Danesh 2012-02-07 Rese...ers (RO1)_ 2012-02-07 -jﬁh !
E| DeValve NIH 2-5-12 LungiTest DeValve_Lung Test Froposal Ekkad, Srinath 2012-02-01 G.g ... FOA (RO1) !jh 3
[R] Ekkad-NIH-120503 Subcontract test Ekkad, Srinath 2012-02-07  G.g... FOA (RO1) gy 3
[R] »ostonuniversity Schneider SubBudget schneider, Michael ~ 2012-02-07  Subaward y
m Ekkad NIH 02-05-12 Lung Mech Lung Mech Ekkad, Srinath 2012-02-01 G.g ... FOA (RO1) 2012-02-05 ;-h 3
E| Ekkad-DoD-01/31/2012-TurbineBlades Turbine Blades in Defense Applications  Ekkad, Srinath 2012-01-25 Inte...l Sciences 2012-01-31 }h 3
@ Ekkad NIH 02-05-12 Lung and heart Proposal Ekkad, Srinath 2012-01-26 Rese...arent RO1) * !
EI Tafti NIH 02-05-12 Proposal For Lungs-2 Mechanical Lung proposal Tafti, Danesh 2012-02-01 NIH ...arent R21) 2012-02-05 g'h ‘8
@ Tafti NIH 02-05-12 Proposal For Lungs Mechanical Lung proposal Tafti, Danesh 2012-01-26 G.g ... FOA (RO1) 2012-02-05 ;kh
@ Ekkad NIH 02-07-12 Lung Project £3 Ekkad, Srinath 2012-01-26  G.g... FOA (RO1) -gh ‘5
‘S |_L] Ekkad-DOT-01/31/2012-TurbineBlades Turbine Blades in Defense Applications  Tafti, Danesh 2012-02-01 FAA .. licitation 2012-01-31 ;lfh 3

Routing Tab/Screen:

The Routing tab or link from the Main Menu will display the Routing Hot List (below). This screen will display all

proposals which may require some approval action by the user viewing the list.

| N g— | NGRS ELI SRS

Overview | Opportunities ing | people | Insti Reports | Settings
Routing Hot List

Showing 2 out of 2 proposals which may soon require action... =
Don't show entries older than: iT
Proposal Steps away Days old

* | Ekkad-DoD-01/31/2012-TurbineBlades 0 55

* | Ekkad DOT 01/31/2012 TurbineBlades 0 21

8
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People Tab/Professional Profile Link:

The People tab or Professional Profile link from the Main Menu will display the People screen. This screen provides
search capabilities to verify if a person is available in Cayuse. If the person is available, click the link in the Search results
to view their Professional Profile. If the person is not in Cayuse (as below), their Professional Profile can be added to
Cayuse by clicking the add Person button at the top/middle of the screen (below).

#, Cayused24

Overview | Opportunities | Proposals l Routing | People l Institutions | Reports ; Settings
People ¥ person

Lincoln Brown Search |
@ Allnstitutions [+

Show Recently Viewed | Show All

Search Results: 7 people =
[z] Brown, Alan ]

(2] Brown, Bryan L
[2] Brown, Eugene F
[z] Brown, Gary S
[z] Brown, Joe

[z] Brown, Robert M

[z] Brownlee-Bowen, Leanne

Creating a Professional Profile:

After clicking the Add person button, the Create Professional Profile screen displays. Enter name. Click Create New
Profile button.

1:1‘} Create Professional Profile

First name: Joe (required)

Middle name:

Last name: Brown (required)

cancel | [ Create New Profile

02/10/2012
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A Professional Profile displays for entered person (below) . If you add a person, you need to link them to an organization
to add their contact information. Click on the green plus sign to associate a organization to the added person.

| Overview | Opportunities l Proposals [ Routing I People I Institutions | Reports | Settings

People » Brown, Joe

Professional Profile: Brown, Joe »

General Personal Information
Name p> Name | Rename
Degrees

Demographics

Biosketches Prefix:
First: Joe
0 Institutional Associations @
Middle:
Last: Brown
Suffix:

NIH Commons ID:

NASA NSPIRES ID:

Search and then select the institution from the list. If an institution is not in the list — contact your Pre-award
Administrator to add the institution. Click on the Create Institutional Association button.

B OITPS. ) Vi-LOEYUSES.L8,COMICH4 3/ 01/ CIEaTeUA. 00 : SUDSESHONIOSUSPRTE LUULDI00 =]

E% Create Institutional Association

Ll irqinia Polytechnic Inshiute and State University

e G0l s tiogelASSOCIRON ] |4C0CEL)

Done & Internet | Protected Mode: On o Risx -
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The Professional Profile now displays the Institutional Association. If another association is needed click on the green

plus sign to add another.

P Cayused2d

Overview [.ODDnrlunibes | Proposals | Routing I People | Institutions l Repcrts | Settings

Pegple » Brown, Joe

. b
Professional Profile: Brown, Joe =

General Personal Information

Name P Name Rename |

Degrees
Demographics P
Biosketches refix:
First: Joe
1 Institutional Association %
Middle:

* Virginia Tech Rk B
Contact Info Suffix:
eRA Role

Dept / Division / Title
Salary and Fringe Warksheet

Performance Site NIH Commons ID:

NASA NSPIRES 1ID:

11
02/10/2012
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If you perform the search on the Professional Profile screen and the person is available, click the link in the Search

Results section to view their Professional Profile.

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

Settings

People
ekkad | Search ]
@ AllInstitutions
Show Recently Viewed | Show all

o

Search Results: 1 person
[z] Ekkad, Srinath

Permissions to Update Professional Profile:

¥ Person .

If you select a person from the Search Results, everyone can view their Professional Profile. A user can update another

user’s Professional Profile depending on the permissions to that Profile. From the Professional Profile screen, a user can
grant permissions to his/her Professional Profile. The user clicks on the Permissions icon which can be found in the top

right hand corner of the screen. The icon is a yellow/red key.

Overview | Opportunities | Proposas | Routing | People | Institutions | Reports | Settings

Srinath Ekkad (sekdad) | Sion out |

People » Ekkad, Srinath
Professional Profile: Ekkad, Srinath »
General Personal Information
ame Name Rename
Prefix:
& First: Srinath
1 Institutional Association ¥
Middle:
* Virginia Tech [Mechanical Engineering) Last: Eikad
Suffix:
NIH Commans 10:
Routing Profile I
= 8 NASA NSPIRES ID:

02/10/2012
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Other users can be added to the Permissions for the Professional Profile page by clicking on the Add user/group button.

|I Overview | Opportunities | Proposals f Routing I People | Institutions | Reports | Settings |

People » Ekkad, Srinath » Permissions

o~
($\\';§ Permissions for Professional Profile: Ekkad, Srinath

4 Add user/group |

List Read Write Autofill Delete Change Permissions Add User/Group Remove User/Group
R Exkad, srinath(sekkad) @ M @ Ed ] ¥ F] ¥

R Anusers m & O ¥ 0 a

The user searches for the appropriate user and selects the user from the Search Results.

@ Add Security Principal - Windows Intemet Explorer

= -
M 2] hitps://t-t.cayused2s.com:B443/615/showPrincipalsList. doTsubsessionlc=08type= PPF&id=1002372005 [._.“|
Add Security Principal dose
Search |
Show All
Select Users or Groups below to provide access to this Professional Profile.
Recently Used: 1 principal
Type } Group or User | Profile Name
u disrael 1srael, Diana D
| @ Interet | Protected Mode: On v hann -

02/10/2012



Virginia Tech/Cayuse Processing — Training Handouts

The user should give “write” access to all appropriate users by clicking the Write checkbox. The added user now has
permission to update your Professional Profile. If the user then clicks, the name in the “bread crumb” trail, it will take
the user back to the Professional Profile where they can continue to update their information if needed.

R

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

People » Ekkad, Srinath » Permissions

N,
& D Permissions for Professional Profile: Ekkad, Srinath

L
‘ 4% Add user/group |
List Read Write Autofill Delete Change Permissions Add User/Group Remove User/Group
% Israel, Diana D (disrael) v v J v
% Ekkad, Srinath (sekkad) v v v v v v v v
% AllUsers v vl v

The following table explains the permission categories. Click the corresponding to give permissions and unclick checkbox
to take away permissions.

Permission Meaning

List Users with this permission for a given profile can only note the existence of a Profile — the
name will appear in lists. They may not look at or modify the data. If they want more
access, they must appeal to the owner of the profile or a System Administrator with
greater access, who can elevate their status.

Read Users with this permission for a given profile can look at all the data. They may not modify
the data. If they want Write access, they must appeal to a user with greater access who can
elevate their status.

Write Users with this permission for a given profile can modify all data.

Autofill Users with this permission for a given profile can “autofill” data from the profile into grant
proposals — in other words, use the Professional Profile as intended.

Delete Users with this permission for a given profile can delete it.

Change Permissions Users with this permission for a given profile can change the permissions associated with
that profile.

Add User/ Group Users with this permission for a given profile can add additional users and assign
appropriate permissions.

Remove User/ Group Users with this permission for a given profile can remove users from the profile.
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Updating a Professional Profile:

From the Professional Profile screen, a user can update Name, Degrees, Demographics, add Biosketches and update
contact information. The Professional Profile — Name (above) screen will capture Name and NIH and NSPIRES IDs. By
clicking the links on the left hand side of the screen, users can update different types of information.

H Cayused 24

! Overview | Opportunities | Proposals | Routing [ People | Institutions | Reports | settings

People » Ekkad, Srinath

Professional Profile: Ekkad, Srinath »

G al Personal Infe
Name " Rename |
Biosketches Prefix
First: Srinath
1 Institutional Association e
Middle:
* Virginia Tech (Mechanical Engineering) Lost: Exkad
Suffix:

Contact Info

eRA Role

Dept / Division / Tit
d Fring

ary
NIH Commons ID:

Performance Sit

Routing Profile

NASA NSPIRES ID:

The user should update degree information used by different types of proposals on the Professional Profile — Degrees

screen.

Degrees 7

NIH Degrees
(comma separated, max of 3):

Senior/Key Persaon Degree Type:

Senior/Key Person Degree Year:

NSF Degree Type: | Please Select... [=]
NSF Degree Year:

15
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The user should update demographics information used in proposals on the Professional Profile — Demographics screen .

Demographics
Gender: pjoase Select.. [

Race (Check all that apply):
American Indian or Alaska Native
Asian
Black or African American
Native Hawaiian or Other Pacific Islander
White
Do Not Wish to Provide

Ethnicity: | please Select... hd

Citizenship: ploase Select... -

Disabilty Status (Check all that apply):
Hearing
Visual
| Mobility/Orthopedic Impairment
Other
! None
Do Not Wish to Provide

The user can store multiple BioSketches needed in proposal processing on the Professional Profile — Biosketches screen.
PDF and word versions can both be stored. The source document is identified with a ‘src’ heading. To add Biosketches,
click on the green plus sign which is the Add icon. The system will allow you to upload one or more biosketches.

Biosketches %

Name pdf src Delete

ekkadBioSketch [yes T [yes | I8
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The user should update contact information used in proposals on the Professional Profile — Contact Info screen .

Virginia Tech (Mechanical Engineering)
Contact Info

Street 1: 106 Randolph Hall
Street 2:

City: Blacksburg
State/Province: Virginia -
Zip/Postal Code: 24061-0001
County: Montgomery County
Country: | nited States of America z

Phone: 540.231-7192

Fax:

Email: sekkad@ctest.vt.edu

The user can review their role in proposal processing on the Professional Profile — eRA Role screen. This information will

indicate if someone should be in the PI drop down on the Create Grants.gov/Research.gov Proposal screen.

Virginia Tech (Mechanical Engineering)

eRA Role

Role(s): g Principal Investigator

Assistant
Administrative Cfficial
Signing Official / “AOR"

Payee

17
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The user can update department/division/title information used in proposals on the Professional Profile —

Department/Division/Title screen .

Virginia Tech (Mechanical Engineering)
Department / Division / Title
[Select Division and Department] [~

Code Title
Department: (107 Mechanical Engineering

Division:

Position/title: prafassor

MNASA
Is this appoint t an employee of the U.S. Government?
-
If yes, select U.S. Government agency:

t t an employee of a foreign organization?

Is this appoi
v

The user can view the employee ID information but no appointment type, salary data or fringe rates will be stored on

the Professional Profile — Salary / Appointment type screen at Virginia Tech.

Virginia Tech (Mechanical Engineering)

Salary / Appointment type

Employee ID: 905360019
Appt Type:
Months Salary
Calendar:
Academic:

Summer:

Fringe Worksheet
| .7 import Institutional Rates |
| 4P New Row

Base Fringe Rate: (%
Fringe Rate Total:

18
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The user can update performance site information used in proposals on the Professional Profile — Performance Site

screen (below). The user can use the Fill from Contact Info if the preformance site is the same as contact information.

virginia Tech (Mechanical Engineering)
Performance Site ¥ acive | Fillfrom Contact Info |

Organization Name: \/irginia Polytechnic Institute
Street 1: 106 Randolph Hall
Street 2:
City: Blacksburg
State/Province: \firqini E

Zip/Postal Code: 24051.0001

County: \ontgomery County
Country: |Jnited States of America [

Organization DUNS: 090993098
Congressional District: VA-009

Manage Routing Profile/Adding a Delegate:

If the user clicks the Routing Profile button on the Professional Profile screen the Professional Profile - Manage Routing

Profile screen displays. At VT, we will not use Next Reviewer field. Users can add delegates on the Professional Profile -

Manage Routing Profile screen. A person designated as a delegate on this screen can view, enter, approve proposals and

is notified the same as the primary user. To add a delegate, click on Add delegate icon which is the green plus sign.

[ & Manage Routing Profile - Windows Internet Explorer l =] &1
| 2] https://vt-t.cayused2d.com8443/615/editRoutingProfile.do?subsessionld=08affld=1002378911 R
- Manage Routing Profile = Close |

Ekkad, Srinath - Virginia Tech: Mechanical Engineering

Next Reviewer &

[[No Next Reviewer]]

0 Delegates [gi
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Search for the name of the person to add as a delegate.

r —
@ Routing Profile - Add Delegate - Windows Intemnet Explorer B
]g; https://vt-t.cayused24.com:8443/615/editRoutingProfile.do?subsessionld=08:affld=1002543543 &regAction=addDelegate a | B '

* Add Routing Delegates

Search
Show all

List is Empty - use Search

Select person and click on the Add Delegates button.

& Routing Profile - Add Delegate - Windows Internet Explorer M
[] https://vt-t cayused24.com 84437615/ editRoutingProfite.dotsearchValue=Disna~ sraelidisi Type=searchiireqAction=addDelegatefiatfid= ] B

* Add Routing Delegates
Diana Israel Search

Al

Search Results:

(Select multiple delegates by holding down
the <Ctri> key while selacting.)

|Diana, Rachel A (Psychalogy)

|Farkas, Diana (Materials Science & Engineerin
Israel, Diana D (Mechanical Engineering)
| Ridgwell, Diana M (Dean-Liberal Arts & Human Scie)

L [ Add Delegates
]
I I
@ Intemet | Protected Mode: On a v RIB% -
20
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The delegate will display on the Manage Routing Profile. Click on the Close button to return to the Professional Profile
screen. If a person is made a delegate, they will have the same permissions for all proposals as the primary person. They
will be able to view, update and approve the same way as the primary person.

'ﬁ Manage Routing Profile - Windows Internet Explorer l — I &
:f https://vi-t.cayused24.com:3443/615/ppFoutingAddDelegate.do :‘k | B
- Manage Routing Profile = Close |

Ekkad, Srinath - Virginia Tech: VT Transportation Institute

| Next Reviewer

[[No Next Reviewer]]

1 Delegate =

1. Israel, Diana D - Mechanical Engineenng u

Done & Internet | Protected Mode: On A v R1sx -
4
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Institutions Tab/Link:

The Institutions tab or Institutional Profiles link from the Main Menu will display the Institutional Profile (below). This
screen provides search capabilities to verify if an institution is available in Cayuse. If the institution is available, click the
link in the search results to view the Institutional Profile. If the institution is not in Cayuse, contact your Pre-Award
administrator to add the institution. You need to link a person to an institution to add contact information for the
person.

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

Institutions » Palytechnic and State

Institutional Profile: Virginia Polytechnic Institute and State University

Institutional Address

Institution name:

Institution short name:

Organizational Units

Street 1:
Street 2:
City:
State/Province: Virgima
Zip/Postal Code:
Mailstop:
County:
Country: | United States of Amenca
URL:
DUNS:
Parent Org DUNS:
7 CRS/EIN:
7 Congressional district:
‘Organization Type: State-Controlled Institution of

Additional Applicant Types: |
MIH Commons Profile Number:

DHHS-DMS PIN (for USDA CSREES proposals):
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Adding a Proposal:

A user can start a proposal from the Opportunities screen (below) by clicking on the green plus sign to add a proposal.

Overview | Opportunities | Propasals | Routing | Pecole | Instituticns | Reports | Admin
Opportunities =
31 Opportunifies / Showing 27 [_Sem:h__ Show dosed opportuniies: |
Number | Title | comp.1o | Agency | crome | opens | closes | Retrieved
& O jys0s rmmm National Science 47.081 2010-11-08 2012-01-26 20120125 §@
Program
% D 150 Majox R rchi [Research.gov] inenali:‘nﬂm 47.081 2011-11-08 2012-01-26 20120125 P
Program:
0 Drvigion of Molacular Matienal Stience 47074 2011-05-10 20120821  2012-01-25
L e and Cellar Foundation »
Investigator
rasaarch projects
O s Divison of Moleoudar  [Resadrch.gov] National Sciance 47.074 20110526 20120021 20020125 @
BIoSOences:
Investigator
resaarch projects
(i Opportursties for National Soence 47.074 2011-10-28 2012-06-01  2012-01-25
‘ lﬁ’ 12-506 Promoting Foundation 3
Undarstandng through
Synithesis
® 0 s Opportuntes for [Research.gov] National Science 47.074 2011-11-08  2012-0601  2012-01-25 $§
ng through
Synthesis
i Plant Gename Research MNational Soence 47.074 2011-12-08 2012-01-05  2012-01-25
* O sy Program Foundation »
T praservation National Endowrsent 45149 20120108 20120801 20020125 J§
& Eow“mm_ ;gﬁsm - EX011 HASA Headquarters 43001 2011-12-10 20120302 20120125 $§
Exnbiology and
Evolutionary Biokogy
[ Bicengineering ADOBE-FORMS ~ National Institutes of oo 2010-10-14  2013-01-07  2012-01-25
F O pas0000 r.;nura-mtml 81 Haalth ®
1
& O paiomns mdlim ADOBE-FORMS  National Insties of slone- 2010-10-15 2013-05-07  2012-01-25 J§
ening for use in
Probe and Fre-
Discovery
(RO1)
[T Translating Jasic ADOBE-FORMS ~ National Institutes of one-  2011-01-05 2014-01-07  2012-01-25
# O s Behavioral and Social 81 Haalth ®
Srianee Mvannyanas infn .
Done @ ttemet |
A user can start a proposal from the Proposal List (below) by clicking on the Create Proposal button.
(] | T R L e o ey
Proposals List ‘Creamﬁoposal | ﬂlmpm d
| Search View days back: |2 years | = ¥ indude submitted propusals k]
Show Recently Viewed
Show All: 20 proposals since Jan 25, 2010 =] ¥ Make Show All the default view
| Proposal | Titte | ] | Modified  |#  Tyvpe | ocadiive |
[it] Gisse MIEA D1-30-12 Agrabiey Cont Agrability Virginia Grisso, Robert 2012-01-18  Agri.plications 2012-01-30 Y]
[R] »easterseals Ballin, Kirk 2012-01-16  Suba..rom Adobe) Wy
R | HAMPM USDA Melville, Stephen 2012:01-25  Agr...d Security =
8 ¥ [m] Montaoue ROl 011012 Developmen:al Newroeconomics Montague, P. 2012-01-18  Basi.ives (RO1) 2012-01-18 :,i* .3
[®] byuniversity of Houston Sharp, Carla 2012-01-18  Suba..rom Adobe) iy
% El King-Casas BFA RO 011812 Neurobehavoral Compansons of Deasion-Makin..  King-Casas, Brooks 2012-01-19 Basi..ives (RO1) 2012-0118 Ja !
[®] per sncaore ~1 MISSING LASTL, ~1..  2012-01-1%  Suba..rom Adobe) Y
¥ ¥ [m] Kme-Casas BFA ROL 011812 [= of Dedisi ... King-Casas, Brooks 2012-01-19  Bas..ves (RO1) 20120118 B »
[m] Ter Ro1 020512 [Unassigned] 20120124 Bioe...(BRGHROL) By
® E 7 [r] kel N 122111 CEBRA Studying Addiction in a Dish: Using In-Situ. . Kelly, Debarah 2012-01-18  Cutt..BRA) (R21) 2011-12.21 ]
[m] tess Sobrade, Pable 20120105  Deve..very (RO1) 3
(] and Winkel, Brenda 2012-01-05  Dwi.h projects 2012-05-21 TR
[/] cue Lu, Chang 2012-01-25  Ear..arch (R21) B
[r] Camobell A Nica Example of Attempting to Prepare a... Camgbell, James 20120105  Effe..ent (RO1)_ By
[m] Q0 tareting Lu, Chang 2012-01-25  Nano..cine (R21) iy %
[m] Isitmdman NIOSH 02/04/12 Useabiity of... Hindman, Daniel 2012-01-24  Ocou..arch (RO1) 2012-02.05 :* 5
[m] 2anew NIOSH 2.5.12 OSHRC Agnew, Michael 20120125  Ocau.arch (RO1) N
[r] Bamev 5 8O3 010812 Multisite RCT of 3 Neurorehabiltation... Ramaey, Sharon 2012-01-10  Rese..rent RO1)_ ¥
[R] nnasstic models of the gencm: code of.., Peccoud, Jean 2012-01-19  Rese..rent RO1)_ by #
[r] Keshersberger NSF 01-01-12 Garbage ot Kochersberger, Kevin 2012-01-18  Tran..iors (RO1) &
[R] RICKEL PA-11063 010912 Bickel, Warren 2012:01-17  Tran...iors (RO1) By
8 B [m] Momis - DaRPA - 120119 - Next Generation...  Metal Organc Framework Thin Films for Next... Marris, Amanda 2012-01-14  Youn..ward (YFA) 2012-01-19 Y]
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If the user selects to create a proposal, the Create Grants.gov/Research.gov Proposal screen displays.

[ 48 Create Proposal - Windows Internet Explorer @_21

- -
| B https://vi-t.cayused24,com:B443/615/ createPre w.doTsubsessionld=08type= proposal8oppld=1001891894 ﬁ | ._:l

I# Create Grants.gov/Research.gov Proposal

Opportunity: 06-01 |_J i_S lect A Different

portunity |

Proposal Name: Ekkad_DOT_01/31/2012_TubineBlades (For reference within Cayuse424 )

ekkad Search for Pl

Show recent | Show all

Principal Investigator: |[Ngne

Organization:  Virginia Polytechnic Institute and State University |~
Default IDC Rate: Research_Federal & Default_On Campus [~

# of Budget periods: 1|2 3 a 5

validation Type: | Other Federal Agency [~

[ Create Pro_pcsal_] [ Cance%l

@ Internet | Protected Mode: On fa v Riny -

e e e

On the Create Grants.gov/Research.gov Proposal screen (above), the user enters the Proposal Name.

The naming convention for this is PI’s Last Name, Sponsor Name, Due Date, and Proposal Short Name.

The user selects a P, selects IDC Rate which is the indirect rate that will be used on the proposal (you can find this type
on the budget from OSP) and the number of budget periods.
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Form Package that displays once Proposal is created:

Overview | Opportunities I Proposals I Routing | People | Institutions | Reports | Settings

s e = n:
Propcsals List » Ekkad-DOT-01/31/2012-TurbineBlades 44 proposals List v 8 =
- - ad- - -TurbineBlades
SFa2a RR @ Exkad-DOT-01/31/2012-TurbineBlad
1 ;‘-ﬁ’f;‘é‘;‘é‘;%m ASSSIANCE 2. DATE SUBMITTED Applicant Identifier
2
RR Performance Sites = G
. 3. DATE RECEIVED BY STATE State Application Identifier

RR Other Project Information
1 1. * TYPE OF SUBMISSION 4. Federal Identifier

RR Key Persons Pre-application |
1 Application -

h f Appli
T —" Changed/Comected Application

1 5. APPLICANT INFORMATION
2 b 4]
3 *Legal Name: [\firginia Polytechnic Institute and State University * Organizational DUNS: [003137015
s Department Dnasion
— ] * Street1: [Office of Sponsored Programs Street2: |1880 Pratt Drive
1 - *Ciy |Blacksburg County: |
2 * State/Province Virginia - * ZipiPostal Code: |24060
i * Country: { United States of America -
RR Subaward Budget Attachment Person to be contacted on matters involving this application )
1
Prefix * First Name: Middle Name * Last Name Suffix:
Attachments | | i | ]
1
Lobbying Activities Disclosure Phone Mumber Fax Number Email
1
Proposal Summary 6. * EMPLOYER IDENTIFICATION NUMBER(EIN) or 1.* TYPE OF APPLICANT:
Summary (TN [ H: Public/State Controlled Institution of Higher Education =]
Documents |46001 805 Other (Specify)

8. * TYPE OF APPLICATION

Proposal Management Small Business Orgenization Type

& ew [~ Women Owned [ Socially and Economically Disadvantaged
% Permissions Resubmission
La, Routing & Approval - Hamsial — = —.
« ... B [ Eror (54) / Waming (7) /Info (1) | Other Federal Agency| = | Final Review |

After creating the proposal, the form package displays (above). Different forms will display for different agencies. The
left side of the screen is the navigation pane. The forms that are required have check boxes that are checked. The
optional forms have checkboxes that are blank. If you want an optional form to go to the agency it MUST be marked.

The Proposal Summary section is not used except to enter the deadline date on the Summary screen.

The Proposal Management section has icons that control the processing of your proposal. These icons can also be found
at the top right hand side of your screen.

Permissions (red/yellow key) grant rights to THIS proposal.
Routing and Approval (Green arrow) is where you go to enter your Pre-Award Administrator as next approver.
The Submitted icon is the lightning bolt. You use this icon to find out information on the submission.

The printer icon can be used to print a pdf of your proposal.
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After you have created the proposal, there are 2 actions that you should always take immediately before entering the
rest of your proposal information:

1. Enter the proposal due date on the Proposal Summary Screen by going to the “Summary” section under Proposal
Summary in the navigation pane on the left. This deadline should be the date that the proposal is due to the sponsor.
The Proposal Summary section is not used except to enter the deadline date on the Summary screen.

#8 Cayused24 - Windows Internet Explorer -

@@v | 2 hitps://vi-teayusedMd.com:3443/615/login.do

i Favorites | o @ Free Hotmail @ Suge

£ Web Slice Gallery

P Cayused2d

Overview | Opporturities | Proposals | Routing | People | Institutions | Reports | settings

Proposals List » Ekkad-DOT-01/31/2012-TurbineBlades 4 pro Is List - |§ |
= SF424 RR - | E3 @ Ekkad-DOT-01/31/2012-TurbineBlades
1 -
2 Proposal Summary
RR Performance Sites L
1
: [+] Submission Type:
RR Other Project Information Proposal Number Proposal Status: Please Select. B4 we-amhcaﬁ:"‘l’
, Sponsor Deadline 01/31/2012{ Submission Method: Please Select. || @ Application
RR Key Persons L N Changed/Corrected
1 Submission Date Submitted By:
]"“ Personal Data INVESTIGATOR DATA
2 PROJECT DIRECTOR / PRINCIPAL INVESTIGATOR CONTACT INFORMATION ®
3 Prefix: = First Name: Middle Mame: = Last Name: Suffix:
5 |Snnath [Ekkad
RR Budget -
; = || Position/Title: [Professor Organization: [\firginia Polytechnic Institute and State Univ
2 Department: |Mecharlca[ Engineering Division: [
3
4 Streetl: |-|06 Randolph Hall Street2: [
RR Subaward Budget Attachment City: |Blacksburg County: |Montgomery County
: State: [Virginia [=] ZipCode:  [34061-0001
Attachments
i REmmeS Country: | United States of America = Employee ID: (905360019
Lobbying Activities Disclosure Phons: |540'23‘ -7192 First Budget Period Effort =
1 — e
| Ermor (0)/ Waming (3)/Info (1) |  Other Federal Agency| = | Final Review |
Proposal Summary [Warning: [Other Project Irfo 8][Cayuse] You did not attach a Bibliography end References Attachment. Is this mtentional?
i Warning: [Other Project Irfo $][Cayuse] You did not attach a Fa s Attachment. Is this intentional?
Documents
[Warning: [Other Project Irfo 10][Cayuse] You did not attach a Equipment Attachment. Is this intentional?
Proposal Managensent [Info: [Proposal Summary][Cayuse] If you want the Sponsor Deadline to appear in the proposals list, please enter it.
% Permissions
|§ Routing & Approval -
4 m L3
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2. Add your Pre Award Administrator to the Routing and Approval screen (under ‘Proposal Management’ within the

Navigation Pane on the left side of the screen)

The Pl is automatically listed in the approval chain on the Routing & Approval screen. The user must add the Pre-Award
Administrator to the chain by clicking on the Edit Chain? icon in the middle of the screen at the top.

Overview | Opporturities | Proposals | Routng | Pecple | Institubons | Reports | Sattings

SFa24 RR
1
2
RR Performance Sites
1
RR Other Project Information
1
RR Key Persons
1
RR Personal Data

Proposals List » Ekkad-DOT-01/31/2012-TurbineBlades 94 progesats List & B I -

I8 @ Exkad.0OT.0173172012.TubineBlades

Dene:

Q Routing & Approval ?

Routing Chain g X L. | EditChain?
Begin
D Ekkad, Srinath - Virginia Tech: Mechanical Engineering
End

1
2
3 Thara is o ADR on thes routing chain, The proposal will not be submittabla untd an AOR has been added to the chain and has
4 approved the proposal,
5 " 2
Routing History
RR Budget
1 username porson type datn /time comments
2 sebdad Moddy 2011-11-29 12:58 Auto-built chain at craate time from Pl
3
4
R Subaward Budget Altachment
1
Attachments
1
Lobbying Activities Disclosure
1
Proposal Summary
Surnmary
Documents.
Proposal Management
S Parmissions
@ Routing & Approval - =
= = = Error (ﬂima:m_\gg?iim(li Other Federal Agency | = Final Review

Click on the green plus sign to add Pre-Award Administrator to the chain.

["@ edit Routing Chain - Windows Intemet Explorer e e |
| &) hitps/it-teayuseddb.comB443/61 S/showPropasalPage datsubsessionid=0&url=/proposaRouting doSeditChain=ondpicposalii= a8 | & |
4 - . .
- Edit Routing Chain ~
People In The Chain (start to finish) il Auto-build Chain...
Ekkad, Srinath - Virginia Tech: Mechanical Engineering Ini | 2 Auto-build...
_i i 52 ] auto-buid...
L
| Close Edit Chain Window '
Done @ Intemet | Protected Mode: On v Bk - |
L 8 i B
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Search and select correct Pre-Award administrator. Click Add to Chain button.

f =Y
2 Add To Routing Chain - Proposal Routing - Windows Intemet Explorer [EE
|p_ https://vt-tcayused24.com:B443 515/ proposalRoutingPopupAdd.dofsubs:

sessionld=0&preposalld=1002616619&index=1&edtChain=on G | @ |

[ LJ.} Add to Routing Chain

[ search

Show all

Recently Added

* Lee. Jane - Virginia Tech:

[* = AOR]

Comments:

Add To Chain

|Dene & Intemet | Protecied Mode: On far R1sx -

Approving the proposal entered and notifying OSP Pre Award Administrator that proposal is ready for
review/submission:

When the Pl or delegate completes proposal entry and is ready to notify OSP, the Pl approves the proposal on the
Routing & Approval screen and an e-mail is sent to the next user in the routing chain (Pre-Award Administrator).

Q Routing & Approval *

Routing Chain dh X L. | Editchain?
Begin
D Ekkad, Srinath - Virginia Tech: Mechanical Engineering

Lee, Jane - Virginia Tech: Sponsored Programs
End

An ACR 15 on the routing chain, but has not yet approved this proposal. The proposal will not be submittable until an AOR has
approved the proposal.

Routing History

username person type date/time comments
sekkad Modify 2011-11-29 13:07
sekkad Modify 2011-11-29 12:58 Auto-built chain at create time from PI
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Proposal Management — Setting Proposal Permissions:

If the user wants to give permissions for this proposal to other users, the user clicks the Permissions icon (under

‘Proposal Management’ in the Navigation Pane). The Proposal Permissions screen displays:

H Cayused2d

Overview | Opportunities j Proposals Routing |

People | Institutions | Reports | Settings

Proposals List » Ekkad_NIH_02-05-12_Lung and heart Proposal 44 proposals List

* | Proposal Management: Permissions
1@ Exkad_NIH_02-05-12_Lung and heart Propcsal

Proposal Permissions

¥ Add user/group

Q

Add
User/Group

Remove
User/Group

Break
Lock

Change

Delete Print Permissions

List Read Write Attach

Ekkad, Srinath

A

'l U4 v v 4 v v vl 4 v

(sekkad)

The person entering the proposal displays with permissions. The Pl automatically has permissions to the proposal. You

do not need to add the Pl. You do need to add any Co-PIs if they need access to the proposal in the Cayuse system. The

following table explains the permission categories. Click the corresponding checkbox to give permissions and unclick

checkbox to take away permissions.

Permission Meaning

List Proposal will appear in lists, but, Read permission is required to view it.

Read User or Group Members can view proposal, but not edit it.

Write User or Group Members can edit data in the proposal, and run the Final Review.
Delete User or Group Members can delete the proposal.

Change Permissions

Allow User or Group Members to change security permissions for this proposal, which can
result in complete control.

Add/Remove User Group

Allow User or Group Members to add/remove a User or Group permission from this
proposal.

Attach Allow User or Group Members to upload attachments to this proposal.
Print Controls permission to print proposal.
Break Lock Allow User or Group Members to take write access away from another user who is in the

Proposal. Use with caution as this can incur loss of their unsaved changes.

To give permissions click on the Add user/group button.
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The Add Security Principal screen will display. Search for the person you want to give permissions. Select user from
Search Results and the name should appear behind the window on the Permissions screen.

[ Add Security Principal = Windows Intemet Explorer [E=—)
| 'g_ https//vi-t.cayused 24.comB443/615/ showP incipalsList. doTsearchValue=taftifilist Type=searchBitype=| 3 | = |
I
Add Security Principal dose
taft | searcn |
Show Recently Used | Show All
Select Users or Groups below to provide access to this Proposal,
Search Results: 1 principal match
Type | 4 Greup or User Profile Name
u dtafti Tafti, Danesh K
|
| @ Intemet | Protected Mode: On v HiBx -
L

After the name displays in the Proposal Permissions screen, grant the user the appropriate permissions by clicking on
the correct checkboxes.

vverview | Upportuniies | Proposals | Kouting | People | Insututions | Keports | Setungs |
Proposals List » Ekkad_NIH_02-05-12_Lung and heart Proposal ddp Is List & @ 4 | =
® Proposal Management: Permissions [~
1@ Exkad NH_02-05-12_Lung and heart Proposal
o~ - -
(%\\J Proposal Permissions
& Add user/group |
" . Break 2 Change Add Remove
List Read Write Attach . " Delete Print Permissions User/Group User/Group
Tafti, - g i - i s "
b 4 (jtﬁa'&ga"es'”( BB B B @ A @
Ekkad, Srinath m m ; ) — ) = :
a (sekkad) vl 1) il ] ] il Il @ & v
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Budget Entry:

48 Cayused2d - Windows Intemet Explorer ————
mv {3 mtps//vi-t. cayusedd.comS443/615 /1ogin.do -
s Favortes | 4z B Free Hotmall @] Suggested Sites » @] Web Slice Gallery »
PR Cayused2d
Overview | Opportunities | Proposals | Routing | People | Institutions | Reports | sSettings |
Proposals List = Ekkad-DOT-01/31/2012-TurbineBlades 44 proposals List & B I )
= [ —— ] 0 @ Exkad.DOT-01/31/2012.TurbineBlades
1 —
] RESEARCH & RELATED BUDGET - SECTION A& B Budget Period 1 of ZiLI 4 &
RR Performance Sites
! ORGANIZATIONAL DUNS: [090993098
RR Other Project Information
1
RR Key P i Budget Type: & Project Subaward/Consornium
1
HR Personal Date Enter name of Organization: [Virginia Polytechnic Institute and State University b =
1
: Peiod 1 Stan Date: 03012012 EA  End Date: 0228/2013
3
4 A. SeniorfKey Persons in Budget Period 1 of 2 -
$ [ . e .g. KoyiBo l E
RR Budget - rm Mid,  Last Sum. Cal. Acad. Sum. Requested  Fringe
Name Name Suf. hue Benefiis ($) Funds Req. ($)

1
2
3
4

RR Subaward Budget Attachment

|

Attachments

1

Lobbying Activities Disclosure
1

Proposal Summary
Summary
Documents

Proposal Management
“% permissions

B Routing & Approval

€ m »

1

]

Salary (§) _Mons Mons Mons Salary ($)

l_fml—ml_lil— l—l—[—

T ) " R

Total Senior/Key Person o

B. Other Personnel

* Number of

Personnel * Project Role

Post Doctoral Associates

Graduate Students
Undergraduate Siudents
Secretanal / Clercal

| Eror (15)/ Warning (6) /Info (1) |

Acad.
Cal. Months Months

Other Federal Agency| ~ |

* Requested Salary (§)

* Fringe Benefits {$)

* Funds Requested ($)

| _Final Review

Salary information is not being stored in Cayuse 424. When entering the budget the user should enter the Number of
applicable Months, Requested Salary and Fringe Benefit amounts from the OSP budget. The system will try to calculate

this for you and you might receive the following message (next page):

02/10/2012
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& Missing Appointment Type - Windows Internet Explorer M

& hittps://vt-t.cayused 24.com:8443/615/pages/wamOflncompleteSalaryStructure.jsp?subsessionld=08tbaseType=Summer& ﬂ l R |

I Missing Appointment Type

If you would like to use Cayuse424 calculations then please include
) at least one budget period and assign an Appointment Type for this
Key Person.

Key Person 'Ekkad, Srinath' has no Appointment Type, so
Cayuse424 cannot automatically calculate Funds Requested based
on data entered for Salary or Months of Effort.

[ OK ] [ Manage This Key Person Now ]

[7] Don't show this kind of warning again during this Cayuse424 session

Done € Internet | Protected Mode: On a v ®1B% -~

S

The user should click on “Don’t show this kind of warning again” and hit OK button. Proceed to enter the amounts

needed to complete the budget.

32
02/10/2012



Virginia Tech/Cayuse Processing — Training Handouts

48 Cayused24 - Windows Internet Explorer . e — —

. ! - |P( hitps.//vt-t.cayused.com2443/615/Iogin.do -
7 Favoites | gz @ Free Hotmail || Suggested Sites = 8 Web Slice Gallery =

M Cayued2d

[ overview ] Opportunities [ Proposals ] Routing ! People | Instituticns | Reports | Settings |

Proposals List » Ekkad-DOT-01/31/2012-TurbineBlades a4 e @ (B 4 I T |

=]
SF424 RR
1
2
RR Performance Sites
1
RR Other Project Information
1
RR Key Persons
1

RR Personal Data

wos W e

RR Budget

W e

"/ RR Subaward Budget Attachment|
1

Attachments

Proposal Summary
Summary
Documents

Proposal Management
“% Permissions

_3 Routing & Approval

4 | m | »

-

1

@ Exkad-DOT-01/31/2012-TurbineBlades

RESEARCH & RELATED BUDGET - SECTIONA & B Budget Period 10f 2|~ |

B a

ORGANIZATIONAL DUNS: I090993093

Budget Type: & Project Subaward/Consortium

X2

Enter name of Organization: |Virginia Polytechnic Institute and State University

Period 1 Start Date: 03/01/2012 8 End Date: (212812013 LA

A. Senior/Key Persons in Budgat Period 1 of 2

| Marage Key persons | | 2 |

Undergraduate Students
Secretarial [ Clerical

[ Error (15)/ Waming (6) /Infa (1) | | Other Federal Agency|~ |

The red star will indicate manual override of a calculation.
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First Mid.  Last P Base cal Acad. Sum. Cal.  Acad. Sum. Requested Fringe
Praf. Name Name _ Mame Suf. Role Salary ($) Salary (§) _ Salary ($) _ Salary ($) _Mons Mons Mons Salary ($) Benefits ($) Funds Req. ($)
= [Srinath |El=Kaa °DPl j o | 0 I ] I [} 1.000 15,000 % 4125 18125 * %
Total Senior/Key Person 19,125
B. Other Personnel
* Number of Acad.
Personnel * Project Role Cal. Months Months Sum. Months * Requested Salay (§) * Fringe Benefits ($) * Funds Requested ($)
Post Doctoral Associates
1 Graduate Students 12.00 21,000 1470 22470
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& Cayused24 - Windows Intemet Explorer - . - —

m. [ hitps:/pvt-teayused2s.com2443/6151ogin do

i Favorites | 535 ] FreeHotmail 8] Suggested Sites » 8] Web Shce Gallery v

P Cayused2d
| overview | opportunities [ Proposals | Rrouting | People ] Institutions | Reports | Settings
Proposals List » Ekkad-DOT-01/31/2012-TurbineBlades 94 propsals tist B - | &8 a
| — +] ) @ Exkad-DOT-01/31/2012-TurbineBlades
1
2 RESEARCH & RELATED BUDGET - SECTION F - K Budget Period 1 of ZE " E &
i ites
1lm Performance S T Tuiion axcluded = 10,450 =
RR Other Project Informatiol : et |T
! g oy i 10. excluded fizd
RR Key Persons Total Other Direct Costs 17,450
4 G. Direct Costs Funds Requested (§)
RR Pe | Data
1 o Total Direct Costs (A thru F) 63,045
2
3 H. Indirect Costs Note: Indirect Cost types are defined in the Insttutional Profile, under the Institutions tab
4 Bring any profile changes info budcet by ref 2 Applicant O
5
RR Budget Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base (§) * Funds Requested (§)
1 " || 1 Research On Campus Capped T| 59.600 * 52,505 * 31,347
2 2. ﬂ
3
r 3. z]
4. ﬂ
RR Subaward Budget Attachment
i Total Indirect Costs 31,347
Attachments Cognizant Federal Agency ONR, Deborah K. Rafi (703) 696-5641 E
1 (Agency Name, POC Name, and POC Phone Number)
Lobb Activil I. Total Direct and Indirect Costs Funds Requested ($)
1
Total Direct and Indirect Institutional Costs (G + H) 94,392
Proposal Summary J. Fee Funds Requested ($)
Summary
Documents
Proposal Management K. * Budget Justification (Only attach one file ) (no pdf) (no src) | Mmmm]
LY Permissions =
(& routing & Approval ~ | [ Eror (15)/ Warming (6) /Info (1) |  Other Federal Agency[ = | | Final Review.
4 | m [ ]

The user should enter the Indirect base and the indirect from the OSP budget. The red stars will display for manual
override of a calculation.
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Proposal Management — Electronic Submission:

;_1 Routing | People | Institutions | Reports | Settings

troposal For Lungs 44 propessls List L@ s |

qo®

Electronic Submission

# Opportunity Details

= Proposal Submission History

525 pontal Tracking  Recel DanelT Message
C 552271 2012-01-18 OT.5T 42 PST jansles Successhilly recened by 525 portal
= Electronic Submission
Submission Target  hitps://at0Tws grants gov 446/app-52 s/ Applic. ant

To subemit this peoposal electronically, press the button below. Please be prepared 1o wait for the submissicn 1o complete before continuing work on this proposal Your
submessson will be recorded in the Proposal Submissson History above

| Vahdﬂleﬁmlj {Run fnal validation checks - recommanded

(¥eu are not currently authonzed ts submit proposals. )

I Enmor (0)/ Warning (0) /info (1) | | ik

The user uses the Electronic Submission icon (under ‘Proposal Management’ in the Navigation Pane) to view information
on the submitted proposal. This screen displays information on the date and time of submission, the person who
submitted the proposal and tracking numbers.
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WORKFLOW for Submission

Pl determines the opportunity to which he/she will apply.
2. Plgoesto Grants.gov

B Grwrtagoy  Home - Window Internet Exploer

=
O » » o EECRAEET £ =
i Fivortes | g @) Feoabotmad ) Suggeited Gins = g ek Thoce Dalleny =
8 Graren g - vome T~ B -2 am o~ Peges Selety= Teck= i~

4
GRANTS.GOV*

L
=

Contact Us  Site

Syntens Masntenance Mard
Grants.gev will be Lavalable for
schadnd mumtarsece amiary 20-
29, 2012. Read the Granty.goy Blog
for more infermation.

FOR APPLICANTS
Applicant Login

Find Grant

Find. Apply. Succeed.

Grants.gov |s your source to FIND and APPLY for federal grants. The U.5. Department of Health and Human Services Is proud
to be the managing partner for Grants.gov, an initiative that is having an unparalleled impact on the grant community. Loam
mote about Grants.gov and determine If you are eligible for grant opportunities offered en this site,

portusities Grants.gov does not provide personal financial assistance. To leam where you may find personal help, check Government
Benefits, Student Loans and Small Business Start-up Loans.

Track My Applicati
Applica

Resouroes

APPLICANT SYSTEM-TO-
SYSTEM

FOR GRANTORS
ABOUT GRANTS.GOV
HELP

| CONTACT US

SITE MAP

Recovery Act Grant Opportunities

Archived Webinars.

What's New at Grants.gov

Grants.gov Webcast on Grant Fraud is now avaiable onlne
New Opportunities This Week
OMB Memnoranda ‘or the Use of Grants.gov by the Federsl Agences
FSRS Role-Based Training Webinar for FFATA Sub-Award Reporting
Revew the Secunty Buld Updates and Their Inpact on You

Verfy f your Adobe Reader Viersion s Compatible with Grants.gov

9 Internet | Protected Mode On

Searches for opportunity by clicking on “Find Grant Opportunity”

8 Crmreigo - Bt Grart Dpportarstors - Wirsbomn It Enshores —

Home

Siggn-up lor our
wed"

Quartery
Nevesbetter

Quick Links

FOR GRANTORS

- RIEN -

-— -— =@
[+ Ll Pi——— <[ B[4] % [ Geogie e
U Frertes | g ) Feeebotmad g
LT T T —— B-0-2d- Sebvty = Toch = i~
s
s I's
= GRANTS.GOWV* ARss  Home
Aopkcants
Systen Maintenance Mort

Grants.gov will be Lrvalable for
Achduind mumntenaece lnuary 28-
29, 2012. Resd the Granby.guy By
for mote nfermaten.

FIND GRANT OPPORTUNITIES

All discretionary grants offered by the 26 federal grant-making sgendes can be found on Grants.gov.

FOR APPLICANTS You do not have to register with Grants gov o find grant opportunities. However, once you ane ready to apply for & orant, you will need to Get
Applicant Login process takes 3-5 business days up to 4 weeks if you experience any difficulties.
bFind Grant Opportusities
Search Grant Opportunities
Search by keyword, Funding Onwtunnt'f Number (FON) or Catalog of Federal "
Domestic Assistance [CFDA) number. et Ssaah 2>
Get Registered Search by a variety of categories of funding activities. Browse by Category 2>
Apply fo nts
Track My Application Search from a list of agencies offering grant opportunities. Browsa by Agancy b0
Applicant Resources
Userpdes and Search by more specific ariteria such as: Funding Instrument Type, Eligibllity or Advanced Search 5>
Sub-agency. i —a * |
.N'PI.ICANI SYSTEM-TO-
Search for Recovery Act Opportunities. Find Recovery Act Opportunities
| FOR GRANTORS Y 22
ABOUT GRANTS.GOV
HELP Once you have found the grant opportunity for which you wish to apply by entering a specific search criteria, click the “Application” button in the grant opportunity
__ synopsis.
CONTACT US

B \'w may also search for a specific uvnl-wllun package by the Funding Opportunity Number (FON!, Catalog of Federal (CEDA) number or Funding
E MAP 1D on the Dol o Grant Application Padkage page. For more information, visit App
Visit All About Grants to find resources kom grantors, related associstions and Grants.gov.
Sub

Sinn-1in now tn recolun notificatinne of new aeant anocrtimity aeetines doliversd doht fa v

B bterma | robected hode O
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4. Searches by entering criteria.

Dpeer Windews xplon =
[ : v P e ) «[B[#lx P -
2] Fron Fotmad ] Sugpeiind Ses >
8 Gearts e - Find Gt Opsectanition - Saarch B Bp= B =03 #m o= Pagew Seletye Toch= @@~

-
_— GRANTS.GOV™

FOR APPLICANTS
Apcark Lo Search Results lew Search

Find Grant Opportunities

Sort: Dpen Date, Descending Sort by Close Date  Sart by Relevanc Results 1 - 20 of 56
Open "
D:ie Agency Funding Number Attachment
12/06/2011 OAREA - Delincie DARPA-AA-12-12 1 Research Anouncement Young Eaculty Award DSE
i Ne: D 4 in # 1] ity '}
Get Registered 1ayzon sy, Deseooment 0d Foncion s Naton asenies of (o . 13,010
Apply for Grants = T
Track My Applcation 11/18/2011 ent Binge Eroking.on Sain Development (321 i PA-12-028
Applicant Resources TLiar301s Nemens inatutesof. ioi13:027
Search FAQs, User Guides and =
e Information p— Deyeloper Taok for Medical Education Pubbc Physiology Research Platform  Dept. of the Amy WBLXWH- 12-1PC1 EE—
1y/o9r201  RESEE et DTME PRP September 2, 2011
APELICAWE SYSKRM:TO — Guat s USAID- USAID-GUATEMALA- 520
SYSTEM — Lion and Heskh Care Frofect Suatemala US U & i a7
11/02/2011 y Nutsition and Heshth Care Progec Guatemala Gity 11-000004 lanyary 29, 2007 ,
FOR GRANTORS
- — 3 2! 1ch end D s i Innoy) n Fund (RIF) Air Fon - R h
ABOUT GRANTS.GOV 10/11/2011 - 5 R ik Roassce AFRL-P¥-11-0001 BAA Sobotabion Ternplate 2:Step.,
HELP 100572011 22 cal Health/Traumatic firain Injury Appbed Neurstrauma :j;?\M;:\.:\M Amy ';-::E::WH 11-PHTBL Proorm Announcement . Prodram Anguncement ,
CONTACT UIS 5
Lo : = i Natonal Institutes of
SITE MAR EroRiAd st RFA-AA-12-006

Dept. of the Amy -~

10/01/2011 WEIXWH-BAA-12-1

USAMRAA
ffice of Nav: "
09/28/2011 Long Range BAA for Navy and Marne Corps Science and Tecwalog, Office of Naval Research | oupnani3 oot
09/15/2011 LoD Psych | Healthy/Trzumatic Brain Injury Basic/Appled Dept. of the Amy -~ WE1XWH-11-PHTEL-
b Psychologic ard USAMRAA BAPHA
A Dept. of the Amy WBIXWH-12-MOMIPC-
/s, App
PRLN0L USAMRAA ABATDA

B It | Btested Ucde On a v WEN -

N LT e———

5. Finds opportunity and prints/saves full announcement and also notes the Funding Opportunity Number. In this
example our opportunity is PA-12-027. We use the Funding Opportunity Number to search in Cayuse424.
6. Plsends the full announcement/guidelines to OSP Pre-award Administrator.
7. Pl works with OSP to develop and finalize an OSP approved budget.
8. Plsearches VT production of Cayuse 424 for the needed opportunity with the Funding Opportunity Number.
a. If the opportunity resides in the VT production, create the proposal with the needed opportunity
b. If the opportunity is not in the VT production, retrieve the opportunity to the VT productions
environment by the Funding Opportunity Number.
9. Pl completes the grants.gov/research.gov proposal in Cayuse424
a. Pl names the proposal using the naming convention PI’s Last Name, Sponsor Name, Due Date, and
Proposal Short Name. For example the user would use the needed components separated with
underscores - Rakha_NSF_02-02-2012_TrafficLights.
Pl goes to the Summary section under Proposal Summary and adds the due date for the proposal.
Pl goes to the Routing & Approval for this proposal and adds their Pre-award Administrator to the chain.
Pl completes the all needed documents in the application using the OSP approved budget numbers.

o o o

Pl approves the proposal on the Routing & Approval screen when ready for OSP to submit (two days

before the proposal is due).

10. Pl sends completed and approved Sponsored Programs Approval Form (SPAF) to OSP Pre-award administrator
two days before proposal is due.

11. OSP Pre-award Administrator will review and submit proposal and then notify the Pl of submission.
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