
Introduction to Cayuse424

In this training you will learn:
How to:

Navigate Cayuse424
Personalize your password
Create Professional Profiles
Create Budgets
Create subcontract proposal, budget
Initiate Proposal Routing Process
Submit Proposal to Grants.gov



Logging into Cayuse424

To log-in to Cayuse424:

1.

 

Type in your Cayuse424 URL:  
http://umassmed.cayuse424.com

2.

 

To obtain a user name and password, 
contact stacy.piszcz@umassmed.edu

Stacy will set up your user account and will create 
your professional profile.  You will then 
complete the fields.  You will need to create 
professional profiles for non-UMASS 
collaborators.
Enter your user name and password

� Click Sign in
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http://umassmed.cayuse424.com/
mailto:stacy.piszcz@umassmed.edu


What RFS Requires 5 Working Prior to Submission Date

RFS requires the following 5 working days prior

 

to the due date of your proposal:
PeopleSoft Routing Form (appropriate signatures)

Internal detailed budget (detailed budget no longer required for Modular submissions)
you may obtain the latest version 

here: http://www.umassmed.edu/research/funding/proposal/proptoc.aspx

Budget Justification 

Conflict of Interest (UMASS key personnel)

Multiple PI Leadership Plan ~ If you plan to submit your proposal under the Multiple PI model, 
please attach your business plan as part of what comes to our office. RFS requires separate 
budgets for each of the PIs under the Multi-PI model. The following NIH link will provide you 
guidance with a Multiple PI submission: http://grants2.nih.gov/grants/multi_pi/
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Changing Your Password

1.

 

Click the Preferences

 

tab

2.

 

Click Change Password

3.

 

Enter new password

4.

 

Re-enter new password to verify

5.

 

Click Change Password
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Professional Profiles 

5
To create a profile for a non-UMASS collaborator

� Login to Cayuse424 and click the People 
tab

� Click the [   ] icon

� Enter First and Last Name

� Click the Create New Profile button



Completing the Professional Profile
Complete the following fields by clicking 
on the associated hyperlinks:

Name 
Degrees
Demographics
Contact Information
eRA Role
Dept/Division/Title
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Creating an Institutional Association
1.

 

Click the    located next to Institutional 
Associations

 

within the Professional 
Profile

2.

 

Select the Institution using the drop-

 

down menu

3.

 

Select an Institutional nickname 
(optional)

4.

 

Click the Create Institutional 
Association

 

button
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Duplicate Professional Profiles
8

Cayuse424 provides tools to reduce the proliferation of duplicate profiles. 
When you create a new profile, you see potential matching names and are 
asked to verify before creating a potential duplicate.
More control over the permissions and visibility of new profiles to further 
reduce the chance of creating duplicates.



Adding Permissions
1.

 

To grant permission(s) to other Cayuse424 users click the

2.

 

Click Add user/group

3.

 

Scroll and select an individual user

4.

 

Click Close
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Permission Definitions
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List

Read

Read/Write

Autofill

Delete

Allows the “User”

 

to view a profile on the Professional Profiles list

Allows the “User”

 

to read the details of a profile

Allows the “User”

 

to add, change or delete information on a 
Professional Profile
Allows the “User”

 

to Autofill the Professional Profile onto a 
proposal

Allows the “User”

 

to delete a Professional Profile



In this section you will learn:

 

Proposal Creation11
Update the Opportunity List
Select Principal Investigator using the drop-down menu
Choose # of Budget Periods
Choose Validation Type

This setting determines which agency validations will be used on the form set

Click Create Proposal
Cayuse424 creates the SF424 form set required by the opportunity



How to Download an Opportunity

1.

 

Click the Preferences

 

tab
2.

 

Click the Update Opportunity

 

link
3.

 

Enter the Opportunity Number or CFDA # into the respective fields
4.

 

Click Retrieve Opportunities
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Creating New Proposal
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Managing Proposal Permissions
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Proposal Permissions are separate and distinct from Professional
Profile permissions
Whoever creates the proposal is given full permissions
Only the proposal creator can initially grant permission(s) to other 
users
Appropriate proposal permissions must be granted to other users 
who must have access to the proposal. Typically, that includes:

Principal Investigators
Administrators
Reviewers (RFS, McNultyP)



Validation and Error Tracking
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Cayuse424 keeps a running total of all errors and warnings

As you correct errors and warnings, the running total decreases

Errors are fatal.  Any proposal that is submitted with errors will be rejected by Grants.gov or the granting agency

Warnings are not fatal; but 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

1.

 

Click the Errors/Warnings

 

button at the bottom of the proposal page to display details
2.

 

Click the hyperlink. Cayuse424 will display the page on which the Error/Warning occurs and 
highlight the field that contains the Error/Warning



In this section you will learn: Proposal Budgets
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Cayuse424 allows you to start building your budget at any point in the form set, 
including the:

SF424 RR Budget pages
Modular Budget page
Subaward Budget page

Autofills Senior/Key Persons information, including appointment type from their 
Professional Profiles 
Performs budget calculations once salary, effort and other requested fund amounts 
are specified
Allows users to override auto-filled salary amounts if necessary
Creating Subaward budgets



Budget Components: Indirect Costs
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Indirect Costs types/rates are set in the Institutional 
Profile, this has been pre-set from the Office of 
Research
When you create a proposal, all indirect cost 
types/rates associated with that institution will be 
used as a basis for calculating the budget



Budget Components: Budget Periods
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Up to five budget periods can be specified
The number of Budget Periods can be changed once the 
proposal is created
When working with multiple budget periods, it is 
important to ensure that the correct data (e.g., months 
of effort, IDC rates, travel expenses, etc.) is input for all 
relevant budget periods; otherwise the proper 
calculations will not occur



Managing Budget Periods
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1.

 

Click on the calendar icon to Set Start Date and End Date

 

of proposal
Cayuse424 allows you to set and edit the period start and end 
dates in several places, including the SF424 RR Budget, 
Modular Budget and SF424 RR Face Page



Managing Senior/Key Personnel
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Edit Key Persons fields (if necessary)‏
Once data is autofilled you can manually change any field
If you override a calculated field, the system will insert a red star 
adjacent to the field
Once a field has been over written auto-calculate will no longer 
work on that field



Budget Section B: Adding Other Personnel
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Manually enter:
Number of Personnel
Role (if not using pre-defined Project Roles)
Months
Requested Salary
Fringe Benefits



Budget Section H: Indirect Costs
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1.

 

Select the Indirect Cost Type, using the drop down menu
The default indirect cost type from the Institutional Profile will be auto-
populated during proposal creation

Once the appropriate indirect cost type is selected Cayuse424 will automatically:
Enter the indirect cost rate (%)

Cayuse defaults our rate as a composite rate because our IDC rate is 
escalating
We ask that you break out the indirect rates where applicable, for example 
if one part of the year is at one rate, and the rest of the year at a different 
rate, please display these rates on separate lines.

Calculate the indirect cost base ($)
Update Funds Requested ($)
Autofill cumulative budget page



Budget Section H: Indirect Costs
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What to do if you have a subcontract

When it is determined you will have a subcontract on your grant proposal 
submission please follow these steps:

Send Stacy.piszcz@umassmed.edu an email so that you can obtain the 
subcontract table to complete.

Email the form back to Stacy once it is completed.  An Institutional and 
Professional Profile will be created for your subcontract.  When completed 
you will receive an email so that you can begin the process of creating your 
subcontract proposal in Cayuse.

mailto:Stacy.piszcz@umassmed.edu


What to do if you have a subcontract (Cont.)

PHS 398 Face Page

PHS 398 Budget Form Page 4/5, if you are submitting a 
detailed budget, a detailed budget will be required for your 
subcontract as well.

Detailed budget justification

PHS 398 Checklist

Statement of Work

Signed Institutional Letter of Intent

Below are the items RFS office requires to accompany your Proposal 
Submission Package 5 days prior to your submission deadline



Creating a Subaward Budget/Proposal
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1.

 

Navigate to the Proposals Tab and click
2.

 

Type Proposal Name
3.

 

Select Organization
4.

 

Indicate # of Budget Periods
5.

 

Select Validation Type (e.g., NIH)
6.

 

Click Create Proposal
See next slide for screen shot



Creating a Subaward Budget/Proposal
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Link to an Existing Subaward Proposal
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1.

 

Open prime proposal
2.

 

Navigate to Subaward Budget Page
3.

 

Click 
4.

 

Select the appropriate Subaward from the list
5.

 

Click Link in Subaward
Note: These steps are not necessary if the Subaward Proposal 
was created in the Subaward Budget Page. In that case, the 
link will automatically occur
See next slide for screen shot



Link to an Existing Subaward Proposal
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Link to an Existing Subaward Proposal
30

1.

 

Note: Subaward tab has been added with access to 
Subaward proposal

2.

 

The subaward budget figures are now displayed in 
the primary proposal subaward budget page

3.

 

To view or edit the subaward simply click on the 
subaward proposal in either the Subaward tab or the 
Subaward Budget page in the prime proposal

See next slide for screen shot



Link to an Existing Subaward Proposal
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Import a Subaward Proposal
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In order to import a subaward proposal, your 
subcontractor must create the subaward proposal 
using Cayuse424 or Subawards.com and send the 
exportable file to you via email
You can choose to import the subaward proposal to 
either the Proposals tab or directly into the prime 
proposal



Importing to the Proposal Tab
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1.

 

Navigate to the Proposals tab and click 
2.

 

Enter internal subaward proposal name
3.

 

Browse to location of exported subaward proposal
4.

 

Click Import Subaward



Importing to the Proposal Tab
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5.

 

The imported subaward proposal will now appear 
in your list of proposals in the Proposals

 

tab



Importing into the Prime Proposal
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1.

 

Open the Prime proposal
2.

 

Navigate to the Subaward Budget page
3.

 

Click 
4.

 

Enter name for imported subaward
5.

 

Browse to location of exported subaward proposal
6.

 

Click Import Subaward
Importing Key Persons & Performance Sites confirmation box will appear
Subaward costs will be auto-populated to the Detailed and Modular Budgets
See next slide for screen shot



Importing into the Prime Proposal
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In this section you will learn: Attaching Documents37

In this section you will learn how to:
Attach documents to your grant proposal
Attach your Research Plan
Use the Research Plan “Exploder” in 5 easy steps 
View proposals in PDF format



Attachment Checklist

All required
attachments, per 
the FOA, should 
be un-encrypted 
PDFs
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Form Set Attachment 

SF424 RR, page 2 •

 

Pre-application
•

 

List of Project Congressional Districts 

SF424 RR, Other Project Information •

 

Project Summary/Abstract
•

 

Project Narrative
•

 

Bibliography and References Cited
•

 

Facilities and Other Resources
•

 

Equipment
•

 

Other 
SF424 RR, Key Persons •

 

Biographical Sketch
•

 

Current and Pending Support 

SF424 RR, Budget,  page 3 •

 

Budget Justifications 

Modular Budget •

 

Budget Justifications 

PHS 398 Research Plan •

 

Research Plan 

PHS 398 Checklist •

 

Assurances/Certifications 

PHS 398 Cover Letter •

 

Cover Letter 



Attaching Documents
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1.

 

Go to the appropriate page on the form set (e.g. Key 
Persons page)

2.

 

Locate attachment point (e.g. Current & Pending Support)
3.

 

Click Add Attachment 



Attaching Documents
4.

 

The Upload Attachment 
window enables you to 
attach the PDF and the 
source (Word) files

It is a good practice to 
upload both versions.  
Should the document require 
editing at a later time the 
source file is easily found 
by anyone working on the 
proposal

5.

 

Click Browse
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Attaching Documents

6.

 

Locate the PDF 
version of the 
file you wish to 
attach

7.

 

Click Open

8.

 

Repeat for 
source file
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Attaching Documents
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9.

 

Once you’ve added both files, click Upload

10.

 

The files have been uploaded when you see PDF

 

and SRC

 

in blue



Using the “Exploder”
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1.

 

Take a properly formatted (see the Grants.gov

 

Application Guide SF424 for details) 
Research Plan and insert a page break at each section header (e.g. Introduction, Specific 
Aims, Background & Significance, etc)

2.

 

Create a PDF of the Research Plan using a PDF generator.

3.

 

Login to Cayuse424, open your proposal and navigate to the PHS 398 Research Plan section

4.

 

Upload your Research Plan PDF to “0. Composite PDF”

5.

 

Success! Breaking apart the Research Plan succeeded!



In this section you will learn: Proposal Routing, Review and 
Approval44

The basic concepts of routing
How to initiate the proposal routing process
How to approve the proposal



Proposal Approval Process
45

To obtain approval from the OOR, click on Proposal Management in the left Navigation 
panel, then click on Proposal Approval link.  Once you are in the screen you should see the PI’s 
Name, RFS, and then Pattie McNulty’s name.  The PIs box should be black not gray, the PI 
simply needs to place a check mark beside his name in the box.  A dialogue box will appear, 
it is the PIs choice if he decides to add Comments to his routing chain.  (See below for screen to 
the above references)  Clicking on this box initiates an email to RFS notifying us that your 
proposal is administratively complete and ready for us to review.



Initiating a Routing Chain
46



Approving the Proposal
Approvers indicate their 
approval by checking the box 
adjacent to their name
Once approved, the next 
reviewer on the routing chain is 
notified via email
As soon as the AOR (or 
Delegate) checks their box an 
email is sent to PI on the routing 
chain and electronic submission to 
Grants.gov can proceed
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In this section you will learn: Submit48
Submit a proposal to Grants.gov

View the proposal submission status

Review Grants.gov tracking information

View status of submitted proposal



Submitting Your Proposal
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1.

 

Once the proposal is open click the Submission

 

icon [    ] located in the 
upper right hand or lower left hand corner (in the proposal navigation 
window) of the proposal

2.

 

Click Validate Proposal:  Cayuse424 will perform a final error check.  If 
errors are found, you must correct them before submitting, otherwise your 
proposal will be rejected once it is received by Grants.gov

The Validate Proposal function will automatically be run during the 
Submission process

3.

 

Click Validate and Submit to Grants.gov

 

‘06 Server
4.

 

After Submit Now?

 

prompt click Submit



Submitting Your Proposal
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Submission Status
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View Status of Submitted Proposal
52
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