WAYUSE
- Introduction to Cayuse424



Obijectives

In this training you will learn:

The features and benefits of Cayuse424

How to:
Sign in
Change your password
Recover your username or password
Creating /Editing your professional profile
Proposal creation

User Tips



C424 Features/Benefits

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

Automatically tracks errors and warnings

Electronic routing

Easy navigation between forms

Stores proposal documents and attachments

Tracks proposal submission status



Signing in to Cayuse424

1. Type in your
uwp.cayuse424.com

2. Enter your username (same as
UWP email username) and
password (the default
username is “parkside”

3. Click ‘Sign In’

University of Wisconsin - Parkside

Cayuse424/v4.9.1

N NN N
Research

NS

L]
GO TO CAYUSE.COM >

SIGN IN k




Changing Your Password

To change your password, click on the ‘settings’ tab.

Then, click the ‘chqngle password’ button.

Overview Opportunities Proposals /Routinq People Institutions Reports rSettinqs

Manage User: jolingd {Deborah Joling)

Manage User: jolingd (Deporah Joling)

User jolingd is linked to ProfEssional Profile: Deborah Joling [ change ]

Email Address: jolingd@uwp edu Update

Change Password?




Changing Your Password

En‘l'er your new Overview Opportunities Proposals Routing People Institutions Reports Settings

Cayused24 Preferences » Change Password

password,
C|ick ‘Updqfe Change Password for User jolingd (Deborah Joling)

New password sesessse
The next screen will W e

Verif)’ that YOur | Cancel | | Update Password |

password was
successfully updated. o

= User: jolingd




Recover your Username or Password

N

o If you have

! | That username or password was not found. Please try again.

forgotten your

username or

password click on
The ‘Forgo.r o Username:
username or

First time signing in
T and need a password?
JOIIng Click here

Forgot username or

password?
Click here

Need compatible
m browser info?

Click here

Password: *00000OOOS

password?’ link to
the right of the sign

in box.




Recover your Username or Password
N

Forgot your password?
Enter your username to reset your password. Back to sign in?

Click here

Problems or
questions?
Contact support

Username: jolingd

RESET PASSWORD

Forgot your username?

Enter yvour email address, and your username will
be sent to you.

SEND REMINDER




Recover your Username

The following page will confirm that your username
was sent to your email associated with the account.
If you are trying to reset your password, you must click

the link in the email within 1 hour of receipt, otherwise it
will expire.

If the link expires, you can repeat the process to request
another password reset email.



Creating /Editing Your Professional Profile

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

To create or beople. » soling, Deborah

edi'l' your Professional-Profile: Joling, Deborah £

professional
profile, click

Name | Rename |

Prefix:
First: Deborah

on the
Last: Joling

‘people’ tab. s

NIH Commons ID:

NASA NSPIRES ID:




Proposal Creation

Find funding opportunities

Click on the ‘opportunities’ tab to download the most recent funding

opportunities, then click on ‘retrieve opportunities’.

Dverview‘ Opport P’nnn;a\s Routing | People | Institutions | Reports | Settings

Jpportunities @

5 Opportunities / Showing 5

4 Retrieve Cpportunities |

Search

Show closed oppertunities:

|foppnrtunity Number Title Comp. ID Agency | CFDA # Opens Closes Retrieved
i NEA Challenge NONE National Endowment 45.024 2012-01-04 2012-05-24 2012-04-10
B zo:znesoscarr America Fast-Track, for the Arts
Fr2013
] NEA Test Application, NONE National Endowment 45.024 2011-11-16 2012-09-30 2012-04-10
B z0:zuzmortest Frzo12 for the Arts
(1) smemmemre NEA Arts Education in  NONE National Endowment 45.024 2012-01-12 2012-09-30 2012-04-10
Amarican for tha Arts
Communities, FY
2012
01IDP-2013-3044  O1IDP FY 2012 Office of Juvenils 16.726 2012-03-15 2012-05-02 2012-04-10
National Mentoring Justice Delinguency
Programs EBravention
sl Ressarch Project ADOEE- National Institutes of -none- 2011-08-12 2014-09-07 2012-04-10
Grant (Parent RO1)  FORMS-B2 Health

®
®

®
®
®



Proposal Creation

The * icon indicates an unsupported opportunity. 28%

of all federal opportunities are supported by Cayuse.

No opportunities updated. Must provide opportunity number and/ or cfda number filter to retrieve

< I ) R e MEA Challenge NOHME Mational Endowment 45.024 2012-01-04 2012-05-24
Insupported Opportunity

2012-04-10

Grant (Parent RO1) FORMS-B2 Health

mA  Cayused2d does not support this opportunity at this time. '012-09-30 2012-04-10
i » unsupparted farm: httpfapply. grants. govforms/MEAQrganization_2_1-%2.1 ‘\012-09-30 2012-04-10
Communities, FY
2012
# O 01IDP-2012-3244  OMDPFY 2012 Office of Juvenile 16.726 2012-03-15 2012-05-02 2012-04-10
National Mentoring Justice Delinguency
Programs Prevention
lfl}l D PA-11-260 Research Project ADOBE- Mational Institutes of -none-  2011-08-12  2014-09-07 2012-04-10

5 Dpportunities [ Showing 5 Search Show closed opportunities:
_—_Iiﬂppnrtunil:\r Number Title Comp. ID Agency | CFDA # Opens Closes Retrieved

8 8 % % =




Proposal Creation

The 4 icon indicates a Cayuse supported opportunity. To create

a proposal, click on the 4 icon.

No opportunities updated. Must provide opportunity number and for cfda number filter to retrieve

5 Dpportunities / Showing 5

Search

Show closed opportunities:

|f0ppnrtun'|tv Number | Title Comp. ID Agency | CFDA # Opens Closes Retrieved
] D MEA Challenge NONE National Endowment 45,024 2012-01-04 2012-03-24 2012-04-10
201ZNEADLICAFT America Fast-Track, for the Arts
2013
7 T NONE National Endowment 45.024 2011-11-16 2012-09-30 2012-04-10
. for the Arts
Create Proposal
. NONE National Endowment 435,024 2012-01-12 2012-09-30 2012-04-10
Create a proposal using For the Arks
this Opportunity.
3 Q11DP FY 2012 Office of Juvenile 16.726 2012-03-153 2012-03-02 2012-04-10
MNational Mentoring Justice Delinguency
Programs Prevention
I::]J D PA-11-260 Res=arch Project ADOBE- National Institutes of -none-  2011-08-12 2014-09-07 2012-04-10

Grant (Parent RO1) FORMS-B2

Health

® & 8 8 %



Proposal Creation
— o I

1 A new screen will appear as demonstrated below.

&l Create Proposal - Windows Internet Explorer

€] hitps://uwp.cayused2d.com:B443/655/ createProposalView.do?subsessionld=0&type=proposal&oppld=1001072072

+ Create Grants.gov/Research.gov Proposal

Opportunity: 01IDP-2012-2244 [ Select A Different Opportunity ]
Proposal Name: | (For reference within Cayuse 424 )
Organization: |Please select. . El

Due Data: E

Validation Type: | Other Federal Agency El

Create Proposal ] l Cancel ]




ol A\

Proposal Creation

Type internal Proposal Name

Select Principal Investigator using the text 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
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Chrenviiew Opportunitie=s | Proposals | Routing People Institution=s | Reporls | S=itings

Proposals List = Test

SF423

[N

SF424B8

Budget Narmmathe Attachment
1

Project Namative Attachmant
1

Othar Attachments
1

Lobbying Activities Disclosure
1

D Fatth-Based EED Survey
1

Proposal Summary
SANTUTIErY
Daoumasrts
Froposal Managamant
i Permissians:
—
5::.' Routing & Approval

Elsctranic Submissian

- .

‘"“Pmp-nﬂl:u:t

]

Application for Federal Assistance SF-424

“1. Type of Submisskon “ 2 Type of Agpliction “ I FRevtson, Sekect 3oroprisee keser(s)
Prezgelication N
0 Apolicztion ContirEtion “ Qmer (Specty)
CrangediCanecisd Apglication -
“ 3. Date Recaked 4. Applicant identifier.

5a. Federal Enily idemiifier.

0. Federal Award ideriller.

Etata Usa Only:

. Dafie Rleceied by Staie

7. Sate Apolication idemiifler.

& APPLICANT INFORMATION

*a Legal Mame: |University of Wisconsin-Parkside

* . Emplopen Tagayer identifiction Numoer (EINTIN)

191805962

* ¢ Onganizational DUNS:
020454666

. Agdiress:

~CRy
CountyParish

- SEEPince
* Cooumtry

“ Zip ! Postal Code:

200 Wood Road

Henosha

Wisconsin E|

United States of America El
53141

m




Uploading Documents z

Budget Narrative Attachment
1

All of your proposal

Project Narrative Attachment

attachments are uploading 1
Other Attachments

clicking on the links in the 1

Lobbying Activities Disclosure
1

‘Proposal List’.

D Faith-Based EED Survey

Proposal Management
-y
"% Permissions
|ﬁ Routing & Approval

&
+ Electronic Submission




Routing

Next, click on the ‘Routing &
Approval’ tab to create the routing
chain. You must include in order:

College Dean

Department Chair

Beth Frederick (Assistant Controller)
Terry Brown (Provost)

Julie Dresen (Director of Research Administration)

5F424
1
2
3

5F424B
i
2

Budget Narrative Attachment
1

Project Narrative Attachment
1

Other Attachments
1

Lobbying Activities Disclosure
1

Faith-Based EEQ Survey
1

Proposal Summary
Summary

Documents

Proposal Management




Electronic

After you've received
all of the necessary
approvals, you are
ready to submit your
proposal. Click on the
icon. The following page
will appear.

Submission

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

Proposals List » Test

SF424
1
2
3

SF424B
1
2

Budget Narrative Attachment
i

Project Narrative Attachment
1

Other Attachments
1

Lobbying Activities Disclosure
1

Faith-Based EEQ Survey
1

Proposal Summary

Summary
Documents

Proposal Management

2
"% Permissions

|§ Routing & Approval

B @ Test

4 Proposals List

]

Electronic Submission

® Opportunity Details

= Proposal Submission History

525 portal
Tracking

Received Date/Time Submitter Message

= Electronic Submission

Submission Target

https:/fws07.grants.gov.448/app-s2s-server/services/ApplicantintegrationSoapPort

To submit this proposal electronically, press the button below. Please be prepared to wat for the submission to complete before continuing work on th
submission will be recorded in the Proposal Submission History above

Validate Proposal | (Run final validation checks - recommended.)

| Validate and Submit to Grants.gov




Cayuse424 Tips

When exiting pop-up windows always click the
Close button; don't use your browser’s "back”
function

Be careful when copying and pasting to your
proposal -special characters (e.g., umlauts) will
cause funding agencies to reject your proposal

Don’t leave Cayuse424 running overnight



Conclusion

In this module you learned:

The features and benefits of Cayuse424
How to:

Sign in

Change your password

Recover your username or password

Creating a proposal

Uploading documents

Routing

Electronic Submission

User Tips
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