Cayuse 424 Training — VT Pl Update Professional Profile

This handout is step by step instructions for a Principal Investigator (PI) to update their Professional Profile permissions
in Cayuse 424 so that a staff person/business manager can be designated as a delegate. A delegate is a person that can
enter and approve a proposal on behalf of the PI, if needed.

PI ENTRY

1. The Pl can access the Cayuse production environment via the Office of Research Electronic Research
Administration page. The link to this page is http://www.research.vt.edu/era/. The Pl then selects Cayuse 424

under the Use a Tool section on the left side of the page.
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Cayuse 424 Training — VT Pl Update Professional Profile

2. The Pl signs on to the production environment of Cayuse 424 through the Central Authentication Service (CAS).
a. Enter your PID in the Username field
b. Enter your CAS password in the Password field — the password that is used to get to Human Resources
information such as pay stub

OHeIp Terms of Use

Username |

Password

Forgot username or password?

[] Warn before logging into other sites.

Switch to high security PDC login.

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

3. Select the Professional Profiles link in the middle of the screen.

1 Cayused24 - Windows Intemet Explorer
ol ] ]

G~ [e nps e424.com/514/login dogs ROA02AAC1BO1 CO12SBESIESDTESSS0 ~ & [%] X[ Gogic 5~

Y Favorites | i 2] Free Hotmail ) Suggested Sites v ] Web Slce Gallery +

55 A Cayused2d @ Cayuses2s » % v B v ) @ v Pagev Safety~ Tooks~v @~
Overview | Opportunities | Proposals | Routing | People | Institutions | Reports | Admin Machelle Hall (mhall1@vt.edu) [ Sign out ]

%CAYUSE

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

J Opportunities

9 proposals

[ Routing & Approval
L Institutional Profiles

il Reports

2 Administration

Compatible browser info
2] support

@ Intemet | Protected Mode: On v R15% v
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4. Type your name in the Search field and click on the Search button.

e D R I e e ey e s

88|~ | A Cayused2d X | @ Cayused2d

\' Overview l Opportunities l Proposals l Routing [ People 1 Institutions l Reports [ Settings \

peopte

@ | All Institutions =

Show All

Recently Viewed: No people =i

5. The search will bring back Search Results. Click on the link with your name.

99 v | A Cayused24 X | @ Cayused2d

]' Overview ] Opportunities | Proposals | Routing [ People ] Institutions | Reports | Settings [

people
Tom Dingus

@ | AllInstitutions (=

Show Recently Viewed | Show All

Search Results: 4 people =]

Furukawa, Tomonari

Thompson, Tommy L
Vess, Tomalei J
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6. When the Professional Profile screen displays, select the Permissions icon at the top right corner of the screen. It
is a red/yellow Key.

@ Cayuse424 - Windows Intemet Explorer -
L) v [ nts:/t- cayusetas comisas s ~ B[4 x|[P Gogle p

¢ Favorites | 5 ) Free Hotmail ] Suggested Sites v {2 Web Sice Gallery v

82 - X Cayused2s X | @ Cayuses2d % v B v I @ v Pagev Sofetyv Toolsv @~

Overview | Opportunities | Proposals | Routing [ People | Institutions | Reports | Settings Thomas A Dingus (tdingus) [ Sign out ]

People » Dingus, Thomas A . Permissions

Professional Profile: Dingus, Thomas A o

General Personal Information

Name Name

Degrees
Demographics
Biosketches

Prefix:
First:  Thomas

Middle: A

1 Institutional Association P

9@ Viroinia Tech (Virginia Tech
Transportation 1) Last: Dingus

Suffix:
Contact Info

eRA Role
Dept / Division / Title

Salary and Fringe Worksheet
Performance Site

_* Routing Profile

NIH Commons ID:

NASA NSPIRES 10:

@ Intemet | Protected Mode: On v R15% v

7. On the Permissions for Professional Profile screen, click the Add user/group button.

58| v | A Cayused2d X | @ Cayused2d

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

People » Dingus, Thomas A » Permissions

Z\
\J Permissions for Professional Profile: Dingus, Thomas A

("" Add user/group |)
——————

List Read Write Autofill Delete Change Permissions Add User/Group Remove User/Group

] ) ¥ &

* Dingus, Thomas A (tdingus) M @ ) 5 [

<

)

* Allusers M @ ] ) O ] O
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8. The Add Security Principal screen displays, type in the person’s name that you want to give update capabilities
to your Professional Profile in the Search field and click the Search button.

Add Security Principal dose

Select Users or Groups below to provide access to this Professional Profile.

Show All

Recently Used: No principals

Done € Internet | Protected Mode: On v R1B% ~

9. The Search Results display, select the correct person from the search results by clicking on their name. The name
should then appear behind the pop-up window and you can close the Add Security Principal window by clicking
the Close button.

Add Security Principal close

Lisa Jansen

Show Recently Used | Show All

Select Users or Groups below to provide access to this Professional Profile.
Search Results: 1 principal match

Type | 4 Group or User Profile Name
u ljansen Jansen, Lisa S

€ Intemnet | Protected Mode: On a v K1k v

02/02/2012



Cayuse 424 Training — VT Pl Update Professional Profile
10. The added name will appear on the Permissions for the Professional Profile screen.

89|+ | A Cayused2d X | @ Cayused2d

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

People » Dingus, Thomas A » Permissions

ZN
§\\J Permissions for Professional Profile: Dingus, Thomas A

¥ Add user/group

List Read Write Autofill Delete Change Permissions Add User/Group Remove User/Group

“ Jansen, Lisa S (ljansen) v M ¥ [
* Dingus, Thomas A (tdingus) ¥ ™ ) ) ¥ ) ¥ )
x Allusers @ @ ] v

11. The Pl clicks the checkbox next to the added person’s name and under Write. This permission will give that user

the ability to update the PI’s professional Profile and add themselves as a Delegate.

T

« &[] x][9 Googie P~

@ Cayused24 - Windows Internet Explorer
(L) v [ nttps./it-tcayusetat.com

Ui Favorites | 3 ] Free Hotmail ] Su

fi v B v @ v Pagev Sofetyv Took~ @~

58]~ X Cayuset2s X | @ Cayused2s
Overview | Opportunities | Proposals | Routing [ People | Institutions | Reports | Settings Thomas A Dingus (tdingﬁ [ Sign out ]
People » Dingus, ThomasA » Permissions T profile
a - . < -
\\\) Permissions for Professional Profile: Dingus, Thomas A
4 Add user/group
List Read Write Autofill Delete Change issic Add Remove
®  Jansen, Lisa s (ansen) ¥ @ @
R ingus, Thomas A (tdingus) ¥ @ v v @ v @ @
R Awsers @ @ v
@ Intemet | Protected Mode: On G- R1s% -

12. The Pl can then Sign Out by clicking the Sign out link in the top right corner.
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DELEGATE ENTRY

13. After the Pl completes his/her entry, the departmental staff person or Business Manager then signs on to

production and make themselves a delegate for this PI.
14. From the Cayuse 424 Main Menu, select the Professional Profiles link.

@ Cayused24 - Windows Internet Explorer =6
1yus P!
@Q) » [X mipss/ v capseithcomsss - 8[5]x X
i Favorites | 3 @ Free Hotmail & Su llery v
% v B v I @ v Pagev Sofetyv Tookv @~

58]+ | XK Coyusetzs X | @ Coyusestt

Settings Lisa § Jansen (ljansen) [ Sign out ]

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

ﬁCAYUSE

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

2 Opportunities

3 proposals

[ Routing & Approval
2 Professional Profiles
il Reports

Settings

Compatible browser info
2] support

@ Internet | Protected Mode: On v R1s% v

15. When the People Search Screen displays, search for the needed Pl by entering their name in the Search field.
Select the Pl from the Search Results by clicking on the link for the needed PI.

1 Cayused24 - Windows Intemet Explorer =l
yu: ®
L) v [ ntts:/t- cayuset2s comsss - &4[x -
i Favorites | i3 @ Free Hotmail & Su llery v
% v B v I @ v Pagev Sofetyv Tookv @~

58]+ | XK Coyusetzs X | @ Coyusests

Overview | Opportunities | Proposals | Routing [ People | Institutions | Reports | Settings Lisa S Jansen (ljansen) [ Sign out ]

veople
Tom Dingus [ search

@ AllInstitutions =

Show Recently Viewed | Show All

Search Results: 4 people =
[2] Dingus, Thomas A

[2] Furukawa, Tomonari

[2] Thompson, Tommy L

[2] Vess, Tomalei J

3 @ Intemet | Protected Mode: On v R1s% v
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16. When the Profession Profile displays for the needed PlI, click the Routing Profile button at the bottom of the left
hand navigation pane.

83|+ | 2 Cayused2d X | @ Cayused2d

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

People » Dingus, Thomas A

Professional Profile: Dingus, Thomas A

General Personal Information

Name P Name

Degrees

Demographics "
Biosketches Prefix:

& First: Thomas
1 Institutional Association

Middle: A
8 Virginia Tech (Virginia Tech
Transportation I) Last: Dingus
Suffix:

Contact Info
eRA Role
Dept / Division / Title

Salary and Fringe Worksheet
NIH Commons ID:

Performance Site
e —
‘ .- Routing Profile b
— NASA NSPIRES ID:

17. When the Manage Routing Profile screen displays, Click the Add icon which is the green plus sign next to the
word Delegates.

r 2
& Manage Routing Profile - Windows Internet Explorer @_ﬂ
|E https://vt-t.cayuse424.com:8443/615/editRoutingProfile.do?subsessionld=0&affld=1002393494 5 I N ‘

= Dingus, Thomas A - Virginia Tech: Virginia Tech Transportation I

Next Reviewer |

[[No Next Reviewer]]

0 Delegates

Done @ Internet | Protected Mode: On a v Ri15% ~
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18. When the Add Routing Delegates screen displays, search for you name and select it from the Search Results by
clicking on the name.

-
@ Routing Profile - Add Delegate - Windows Internet Explorer E&g

[£] nttps://vt-t.cayuse424.com:8443/615/editRoutingProfile.dosearchValue=Lisa+ Jansen&listType=search&reqAction=addDelegateBiaffld= G | & |

l% Add Routing Delegates

Lisa Jansen

Show All

Search Results:

(Select multiple delegates by holding down
the <Ctrl> key while selecting.)

Belden, Lisa K (Biological Sciences)

Cotting, Lisa D (Sponsored Programs)
Jansen, Lisa S (Virginia Tech Transportation I)
Kennedy, Lisa M (Geography)

Rudd, Lisa K (Athletic Department)

Stables, Lisa G (Physics)

Tucker, Lisa M (Architecture)

Wilkes, Lisa J (Asst VP - Finance - Admin)

@ Internet | Protected Mode: On v K1k v

19. When the name is highlighted, an Add Delegate button displays. Click on that button to add needed person as a
delegate.

r
& Routing Profile - Add Delegate - Windows Internet Explorer

=

[ )] nttps://it-t.cayused2s.com8443/615/editRoutingProfile. doZsearchValue=Lisa+ Jansen&listType=searchiregAction=addDelegate8iafld= & | B |

I# Add Routing Delegates

Lisa Jansen

Show All

Search Results:

(Select multiple delegates by holding down
the <Ctrl> key while selecting.)

Belden, Lisa K (Biological Sciences)
Cotting, Lisa D (Sponsored Programs,

Kennedy, Lisa M (Geography)

Rudd, Lisa K (Athletic Department)
Stables, Lisa G (Physics)

Tucker, Lisa M (Architecture)

Wilkes, Lisa J (Asst VP - Finance - Admin)

Add Delegates
Cancel
I
@ Intemet | Protected Mode: On v Ri15% -
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20. The person added now displays on the Manage Routing Profile as a Delegate.

f & Manage Routing Profile - Windows Internet Explorer EL‘Q
[g https://vt-t.cayuse424.com:8443/615/ppRoutingAddDelegate.do S | = |
., Manage Routing Profile =

el Dingus, Thomas A - Virginia Tech: Virginia Tech Transportation I

Next Reviewer |

[[No Next Reviewer]]

1 Delegate "1'}

I 1. Jansen, Lisa S - Virginia Tech Transportation I *

Done € Internet | Protected Mode: On v Rixsx -

21. The departmental staff person/business manager now has update capabilities to the Professional Profile of the
Pl and delegate authority which will allow them to approve a proposal in Cayuse 424, if needed.

10
02/02/2012



