Cayuse424

Version 3.4

System Administration Manual



Cayuse424 Version 3.4
System Administration Manual

Copyright © 2005-2008 Cayuse, Inc. All rights resesed.

No part of this publication may be reproduced, draitted, transcribed, stored in a retrieval
system or translated into any language in any foyrany means without the prior written
consent of Cayuse, Inc. Information in this mansi@ubject to change without notice and does
not represent a commitment on the part of the vendo

Trademarks

Microsoft and Windows are registered trademarkiglicfosoft Corporation.
Apple and Mac are registered trademarks of Apple@uaer Corporation.
All other product names are copyright and registérademarks/tradenames of their respective
owners.

Cayuse, Inc.
Suite 654
10700 SW Beaverton-Hillsdale Hwy.
Beaverton, OR 97005-4742
503-297-2108 Voice
503-297-0414 Fax

Revised April 22, 2008



Table of Contents

e = = o] TP PPPPPPP 5
What Is In Cayuse424 System Administration Manual..............cooooiiiiiiiiiiiiiiiiin e, 6
i L A B - U U o PP 7
1.1 AdMINISIrativVe STart-UpP.....oooeiiiiiiiiiiiiie et e 7
1.1.1 Register and Authorize Cayuse424 to SUbmErBNtS.gov ........cvvvvveciiiiiieeeeeeennn, 7
1.1.2 Set Institutional Prefer@nces ... 12
1.1.2.1  Who can create Institutional ProfileS2...........cccccoeiiiiiiiiiiiiiiiieeeen, 13
1.1.2.2 Who can download Opportunities from Gra@me? ..............cccceeeiiieereeeeeeennn. 13
1.1.2.3 Who can submit to Grants.geNhout AOR approval? ........cccceeeveeeeeeeeeenn. 4.1
1.1.2.4 Who can submit proposals to Grants.gov AR approval?...........c..eee..... 14
1.1.2.5 Which objects will AORS have acCeSS 102 ....uuuuiiiiiiiieeeeeeeieeeeeeiiieviaes 15
1.1.2.6 Is the Routing module being used for prafsds........ccccoevvvieiieiiiiiiiieeniinnns 15.
1.1.2.7 Is the Routing module being used for Sulbds?................cccoovvvviviciiinennnnnn. 15
1.1.2.8 Site-specific validationS ...........cooo i 16
1.1.3 Load Your Users iNt0 CayUSEA24 .....eeeeeeiiiiiiiiae e eeeeeeeeeeeseeeesseennnes 17
1.1.3.1  Create YOUr USEIS LiSt...........uu.mmmmmessnnnasseeeeeeeeneeeeeeeeesnnsnnnnnn s 17
1.1.3.2 Migrate Users into the Database ... oo eveeeeeeiiiiiiiiiiiiiieeeeeeeeeeeeveeeeeeeen 18
2 Partll: System AdMINISTratiON .........oiicceeeiiiiiir s 20
2.1  Set Up the Institutional Profile ........occeeeeeeeiniiiiie e 20
211 Prime Institutional Profile.............ooiiiiii e 20
2.1.2 Institutional Profile Access Control.....cc.....cccvviiiiiiiiiiiiie e, 25
2.1.3 Subcontractor Institutional Profiles ......cc....ooiiiiiii s 26
2.2 (0 LSY=T (3= g (o [N ] o 10 o1 26
221 View Currently Signed-in USErIS .......cuuuueiiiiiiiieiiiieeeeeeeiii e 26
2.2.2 SYSIEM MESSAGES .. ceviiiiiiiie etk erree et e e e e ee e e e eaans 27
2.2.3 Manage UsSers and GIOUPS ........coovieieiiiuuiiiiiiiiiaaaaeeeeeeeeaeeeeeeeesessnnennnnseesees 29
224 Creating NEW USEIS .......uuuuiii s commmmm e eeeeevsantnnssasseseeeeaeaasessesssensnnseessessnnns 29
225 Changing User LOgin NAMES.........coouiiiiiiiiiiiiiiiiaee e e e et mmeaneeees 30
2.2.6 Changing User PasSSWOIAS. ...........uuuciieereeeeeeeeeeeeeiiiisss s e e e e e e e eeeaeeeeaaes 30
2.2.7 Change User EMail .......coooooiioiiii e e eeee e 30
2.2.8 LINK USEI 10 PrOfile ......uiiiiiiiiiiiieeeee e 30
2.2.9 Days BaCK filter .....cooeeeeeeee e 31
2.3 Settings and PreferenCeS .......coovvvieeeeeceiie e 31
231 YY1 (=T 4IRS 1] 0 L 31
2.3.1.1 System Logging LEeVEI ..........uuiiiieeiiiiiiiiee e 31
2.3.1.2  DiagnOSHIC DIFECIOIY .......cceiieiet e eeevetttnees s s e e e e e e e e e eeeeeeeessesbbnnmnneeeeennnnns 31
2.3.1.3  RESOUICES LINK.....iiiiiiiiiiiiitt s et e et e e e enneesesbbneeeee s 32
2.3.1.4 Opportunity POHEE .......cooviiiiit e 32
2.3.1.5  Mail SENA HOSE ...ooiiiiiiiiiiiieee et 32
2.3.1.6 Mail SENA VB URL ....iiiiiiiiiiieeeien e 32
2.3.1.7 Grants.gov schema uri PrefiXes.....oceeeeevvveeiiiiiiiiiieeeeeeeeeeeeeeeseeemeeneens 32
2.3.2 Primary INSHLULION ........ooiiiiii e 32
2.3.3 I [T | L= T [ T o 32
2.34 Institutional PreferEnCes...... ..o 32



24 MISCEIIANEOUS ...ttt e a e e e e e
24.1 Manage Deleted Proposals/ Professional Bsdifiistitutional Profiles .............. 33
Appendix A: What's NeW iN VEISION 3.4 ...t ee e e e e eeeeeeannnee 34
SUDAWANTS ...ttt 444ttt ettt ettt et e e e e ee e bbb bbb e b b e et e e e e e e e e e e eeeens 34
O ST o] | 1 PSRRI 34
PEITOMIANCE ...ttt e e e e e b e e 34
QUICKIINKS ... eee e e e e e et e e e e e e e ne e et e e e e e eanaaaas 34
Key People ON-the-FIY ........coouuriiii e s 34
NIH UH2/UH3 MeChaNISMS ... et e 34
APPENdIX B: ClIENT RESOUICES ......uuuueeiicmmcmmreeeeeeieiitiasseaeeeeeeeeeaeeeeeeessrnnnnneeeessssnnnnaaaaaes 35
APPENIX C: GIOSSAIY ... oiiiiiiiiiiiiiitiicememm e e e e e e e e et et et eatbbe e e e e e e eeaaaas s s e e e eeaeeaaeeeeaessnsnnnnnn 36
00 [ PP 38



Preface

Cayuse424 allows you to complete Federal graniegin forms faster, more easily and with
greater accuracy than ever before. It does sdrieradly, familiar fashion by helping you fill out
the forms on your computer screen and reusingifioemation you entesaving you time
Proposals can be submitted electronically throbghGrants.gov portal.

Cayuse424 is a web-based application, specificesrgned for preparing, managing, and
submitting grant applications. It contains manydtatiresearch forms and supports Grant
Mechanisms accepted by NIH and other agencieu®theSF424andSF424 Research &
Relatedforms.



What Is In Cayuse424 System Administration Manual

The Cayuse424 System Administration manual oriadtsinistrators to Cayuse424. Major
sections and content provided are:

Administrative Start-Up

Everything administrators need to know to initiali@ayuse424 in their environment; formally
notify Grants.gov that electronic proposal subnoissd the portal will be made using
Cayuse424; and load their own users onto the Cajaisdase.

System Administration

How to administer Cayuse424: set up and maintenahmstitutional Profiles; managing users
and passwords; and set up and maintenance of sgsténgs.

Appendices
What's New in Version 3.4

Client Resources: what they are and where totfiedh.
Glossary

Installation of Cayuse424 is not covered in thiswoa. For installation details please contact
Cayuse support.



1 Partl: Start-Up
1.1 Administrative Start-Up

1.1.1 Register and Authorize Cayuse424 to Submitto  Grants.gov

The actions in this section should be performesoas as possible. It is necessary to authorize
Cayuse424 to submit to Grants.gov on behalf ohantution. In terms used by Grants.gov, the
process establishes Cayuse424 as an “Authorizean@agional Representative” (AOR) for the
institution. This is a one-time setup process, nased by Grants.gov business rules, and
involves three simple steps:

1. Creating your Cayuse URL
2. Obtaining a certificate and getting it to Grants.go
3. Authorizing the certificate as an AOR within Gragts/

(Note: This document assumes that the institutiwhall appropriate individuals have registered V@R and
Grants.gov as required by Grants.gov. If you haweuncertainties about that, visittp://www.grants.gov/Register
for all the info. Also, seéttp://www.grants.gov/assets/AORRegChecK pdf

1. Creating your Cayuse424 URL As a first step in configuring Cayuse424 for your
institution, you should decide on the URL that yaill want your Users to enter. For
example, the University of Grants would requésips://uog.cayuse424.com

This URL can be made to fit most any parametergeGou have decided on one, please include
it with your Certificate information that is outed below.

2. Obtaining a certificate and getting it to Grants.gw. This is a simple process that only

requires you to send the following information tay@se $upport@cayuse.cojn

- DUNS number The DUNS number of the institution submittingugt proposals.
Note that Grants.gov will associate this DUNS numviaigh the serial number of the
certificate generated through this institution'd entity account.
E-mail address The email address to which all administrativéiges - including
confirmations of grant proposal submissions - bdldirected.
Common nameA familiar name with which the institution issaiated. Punctuation
is discouraged, and should be stripped before simtuwithin the certificate's
distinguished name. Examples include "Cayuse In€The University of
Michigan".
Organization- A familiar name with which the organization ssaciated, which may
be the same as the institution's common name. Batnmt is discouraged, and should
be stripped before inclusion within the certificatdistinguished name.
Organization Unit- A familiar name with which the department oridign of the
organization responsible for submitting grant pisgde is associated. Punctuation is
discouraged, and should be stripped before inausithin the certificate's
distinguished name. Examples include "DevelopmentSponsored Programs”.
Locality - The city in which the institution is located.




State- The state or province in which the institutisdocated.
Country- The two-character upper-case country code repteg the country in
which the client is located. For example, "US".

Once we receive this information, we'll set up ¢keificate for you and send it to
Grants.gov. Once the certificate is received byn@&gov, they will associate it with your
institution. They usually notify Cayuse, who wibtify you that the certificate is ready for
authorizationNote: if you have sub-organizations with differenfDUNs numbers, you must
provide the above information for each one and theperform step 3 for each certificate.

3. Authorizing the certificate as an AOR within Grants.gov. Once the certificate is
received by Grants.gov, they will associate it withur institution. This should result in
following e-mail being sent to the CCR e-BusinesmPof Contact at your institution.
(In the email, the word “individual” actually refeto the cert.)

"An individual from your organization has registered with Grants.gov and requested to be
designated as an Authorized Organizational Representative (AOR) for your organization.
Designating this individual as an AOR will allow them to submit grant applications to Federal
Agencies via Grants.gov on behalf of your organization. NOTE: The individual will not be able to
submit an application on behalf of your organization until this designation process has been
completed.

As the CCR e-Business Point of Contact, you are the only person authorized for your
organization to approve this individual as an AOR. Please log in to the EBiz section of
Grants.gov at https://apply.grants.gov/AorMarGetID to authorize this individual to perform this
function. If you determine that this individual should not be assigned AOR access, do not update
the user roles when you review the request in Grants.gov... "




As the Point of Contact, follow the litktps://apply07.grants.qgov/agency/AorMgrGetibsee
this screen.

Sign in to see...



Clicking “Manage Applicants” will show this scree@heck the box next to the Cayuse WS
Certificate and click “Reassign Roles”.

When the Reassign User Roles screen appears, “dagldoApplicant” will be in the
“Remaining Roles” window on the left. Make suresiselected and click the top double-arrow
button to move it to the “Current Roles” windowtbe screen will look like this.

Click “Continue” to finish the authorization andadate the institution to submit using
Cayuse424.



The screen will change back to this:

To finish the process, click “Logout of Grants.gov”

%% !



1.1.2 Set Institutional Preferences
You must set your institutional preferences befmiemg Cayuse424.

Setting institutional preferences involves deteingrthe answers to the following questions:
1. Who can create Institutional Profiles?
2. Who can download Opportunities from Grants.gov?
3. Who can submit to Grants.gov “without” AOR approeaMWho can submit proposals to
Grants.gov after AOR approval?
Which objects will AORs have access to?
Is the Routing module being used for proposals?
Is the Routing module being used for Subawards?
Are the NIH Salary Cap and Equipment Threshold amtwset to the correct amounts?
Does your institution require a detailed budgetifehouse use?
Does your institution use Departments? Divisions?

©oNOOOA

In the remaining of this section, information i®yided to help you understand the ramifications
of these decisions before you make them.

A tension betweeaccessontrol andease-of-usexists in systems that require security
measures. Additionally, increased control overube of the system may be more important
when the system is initially deployed than whendpgtem has been used for a while. With this
in mind, we have formulated several questions tiregb in order to instantiate the policies of
your institution. You may decide to change the @refices in the future. Since a change in any
of these preferences significantly impacts thevaas of the system, only the SysAdmin user
has access privileges to make these changes. énscapture of the configuration options is
shown below.

These preferences are focused on local policiepeaudices for electronic submission and
access to information in the system. Your selestiampact how the product is used and how
submissions are performed. We recommend that yee yaur internal discussions on these
issues prior to working with Cayuse 424.

Once these decisions are made you configure Ca2iaccordingly, on th&dministration >
Institutional Preferencetab of Cayuse424.

We have attempted to identify some of the potetrizale-offs in each configuration discussion
below. However, if you have further questions, péeteel free to contact Technical Support.

% !



1.1.2.1Who can create Institutional Profiles?

The first preference govermgho can create Institutional Profiles (IP). Since fReontrols the
Indirect Costs (IDC), Escalation, and Fringe rdtesall proposals, the AORs are likely to create
and maintain therpmary Institutional Profile.

A less certain issue is: Who creates the Institati@rofiles for subcontractors? Subcontractor
proposals require an IP to both identify the Subvdes, as well as, provide IDC rates in the
Subcontractor Budgets. If regular users cannoterdaatitutional Profiles, the AORs will, at a
minimum, have to create all subcontractor Instidil Profiles, though they can authorize others
to fill them in. If the AORs do creatd| the Institutional Profiles, they are likely to more

uniform and duplicate free (since the AORs canadleaf the Institutional Profiles).

Alternatively, a regular user may be unhappy ibhshe has to wait for the IP to be created by
the busy AOR thus creating a delay in the progoésiseir work. AORs may want to serve as IP
gatekeeperscreating named IPs upon request, granting usesacand letting the requestor fill
out the detalils.

Please keep in mind that IPs only need to be aeatee (and made visible to all users) in order
to successfully create a sub-contractor proposal.

1.1.2.2Who can download Opportunities from Grants.gov?

The second preference controls Opportunity downldael/eryone can download opportunities,
the users will have what they need, when they mteddhe list is visible to all regular users,
however, so if users download Opportunities thaytdweed, the list can become cluttered for
everyone. Currently the only way to determine iy@se424 supports an opportunity is to do
download it and check for a warning icon. Opporttiesican be deleted.




1.1.2.3Who can submit to Grants.gowvithout AOR approval?

An important feature of a System-to-System solutsorecognition by Grants.gov as an AOR
The system can be configured so that no proposabealectronically submitted until after
approval by the AOR (or the Admin) users.

Thethird preference controls electronic submission capgtiikforean AOR has approved a
proposal for submission. tbuting is not activgSeel.1.2.9, AOR approval never happens and
the choice you make is very important. You shoud phe model you want to adopt. In the case
whererouting is active you may want to ensure the complete rigor ofajgroval process by
selecting théNo Oneoption A case can be made for selectingAtimin and AOR Users

option, as under the pressures of a submissiorlideadshortcut may need to be taken.

1.1.2.4Who can submit proposals to Grants.gov after AOR aproval?

Thefourth preference controls electronic submission capglafier an AOR has approved a
proposal for submission. Tlagproval actionocks all of the proposal’s data except the
attachments.

If the AORs wish to retain thexclusiveright to the submission functiodp not select the
All Usersradio button

If the AORs wish to delegate the right to the sugmiaoin functionselect theAll Users
radio button

In both approaches, the system gives the proposalar the opportunity to upload final research
documents unless that right is removed by the AG@Rhis scenario, if the AORs encounter
errors in the proposal, they will either have tothem or solicit fixes from the proposal creator.
Whenall userscan submit, the users can submitaperoved and locked dowroposal
themselves. If they encounter errors, they may baealist the help of an AOR to unlock the
proposal, so they can change the data in question.




1.1.2.5Which objects will AORs have access to?

This preference controls the visibility AORs ham#iobjects in the system. This is a policy
matter for each Institution to decide. InstitutibReofiles and Professional Profiles are probably
not controversial. However, Investigators may cdesproposal development a private matter,
keeping their proposal under wraps until it reachegble stage. The AORs, however, are
interested in knowing how much work is “in the gipe”. Checking a box means that the AOR
will usually havemplicit Read/Write access to all objects of that typeardigss of the explicit
list of user/group permissions. Please note tHevihg exception: if a proposal is approval-
locked or access-locked, the AOR will have only ®Raecess to that object.

1.1.2.61s the Routing module being used for proposals?

his preference controls the use of Cayuse424 ineméhrouting and approval. You will need to
consult the User Reference Manual for the detditeerouting system. Briefly, it is a flexible
system for electronically approving the proposatdayting it to each approver in order. It is
based on the proposition that users know wher@pogal should go next. The effort to
configure and set-up the minimum routing systemaglest.Note that routing is not meant to
be switched from On to Off! This may result in unusial

access control behaviorExperimentation should be performed
in a test environment.

1.1.2.71s the Routing module being used for Subawards?

This preference controls the use of Cayuse424nmental routing and approval of Subawards.
The use of routing and approval for Subawards [gsahe use for regular proposal. The major
difference is that Subawards are exported for dgfivo another Cayuse424.




1.1.2.8Site-specific validations

These settings control the issuance of validatiessages that vary by institution. For instance,
the warning regarding equipment could be based@shold of $1000 or $5000, depending
upon local policy. If you require detailed budget in-house use, then check #ievays

Validate Detailed Budgddox. If you have Departments, then check that Hopou have
Divisions, then check that box. The NIH Salary Ghapuld be changed when NIH changes the
salary cap.

If you have any questions on
these configuration options,
please contact Cayuse suppoft.

%# !



1.1.3 Load Your Users into Cayuse424

The database must be initialized with users, tlopleewho can login to Cayuse424. Cayuse
provides an Excel Spreadsheet with a macro totagsisin generating an XML file for
consumption by the user bulk loader. The bulk Iogdif users can be done at any time. The
mandatory fields areasernameandpassword If sufficient additional informationHirstName
andLastName) is provided, the software will create for eackrus

A user record with username, password, and email

A Professional Profile

An Institutional Association to therimary Institution populated with contact
information

A link from the user record to their Professionedfite
This is significant jump-start on getting your systset up correctly and is worth pursuing if the
information is available to you. You must, howevest :
Define an Institutional Profile to which the neweus will be associated. See:
Institutional Profiles
Set that Institution to be tHerimary Institution (perhaps temporarily)
(Admin:Primary Institution )

The bulk-load spreadsheet is available from theue=®s link on the overview page and contains
directions on the first page. Note t names andvpass are case-sensitive.

1.1.3.1Create Your Users List

The first step uses an Excel spreadsheet to dalfitiee users and then automatically generate
the user list, usually named user_template.xmbllofv these steps:

1. Copy the zip fileBulk _load_user_template.zipfrom the resources link in Cayuse424.
2. Extract the .xIs file and double-click on it, whialill bring you up in Excel. Follow the
instructions you see on the first page (see sghehbelow).
3. The final step is to press the “GenUserList” butterthe first page and generate a file
named user_template.xml.
Here are some usage tips:
The spreadsheet columns have data constraintsofigrore them. If you are importing
a CSV file, be sure you understand the lengthiotistns.
You should remove the example users from the sphesad.
Since every user is in the group USER, you do awtho specify that role.
You can specify what access the Group USER (ieryewe) will have to the newly-
created profiles. You have choice of:
o List USER will see that the profile exists, buvbano other access
0 Read Implies List and lets USER browse a profilg,not Autofill it.
o Autofill Implies List and Read. USE can also fhiet profile into a proposal.

%$ !



1.1.3.2Migrate Users into the Database

This operation should be performed by the SysAdmsing the bulk load feature in the Admin
area.

% !



Click on the bulk load link and navigate to the XMle containing the users. This will add the
users and when it finishes you'll see a report tiks.

%! !



2 Partll: System Administration

Some administrative aspects of Cayuse424:

Setting up institutional profiles (Primary/sub)
Managing users and groups

Settings and preferences

Validations Configuration

2.1 Set Up the Institutional Profile

For the purposes of submitting a proposal, antlrigin is defined by the data required by the
SF424 and SF424RR formsets. The Institutional Rrefimmarizes all the applicant
organization data required for electronic submissidhe most important institutional profile is
the one to which you report. However, if you subpndaposals with Subawards you may need
more than one institutional profile. The more coet@lthe Institutional Profile, the less data
entry you will have to do on the proposals lateradldition to AutoFilling the Institutional
Profile data into the forms, Cayuse424 lets yougasBrofessional Profiles to Institutions, so
that institutional-specific personnel informati@nalso AutoFilled into the Professional Profiles.
While most of this information can be AutoFilledarProfessional Profiles and proposals, it can
also be overridden at the local level, if necessary

From theMain Menu, select thénstitutions tab. If you already have Institutional Profildsen
you will have your choice from a list of profiles ¢dit. Selecting an Institutional Profile brings
you to a screen with at least five links:

Address -- contains address and other definingnmédion

Assurances and Certifications -- contains assurangeers.

Fringe Rates & Benefits -- contains institution@hde rate information

Indirect Costs -- contains fiscal parameters usead@itomatically calculating indirect
costs

Escalation Rates — contains default escalatiors tatapply to budgets across budget
periods

Personnel -- a list of all personnel assigned i®ltistitution.

Note that SysAdmin can limit the grougers'access to the Institutional Profile datdRead-
Only by modifying its permissions setting. This is useftien your pre-award office or
departmental administrator wants to retain corgfahe contents of your Institutional Profile.

2.1.1 Prime Institutional Profile

Information about your institution, from its strestdress to its Fringe Benefit Rate(s), will be
kept in an Institutional Profile. To create a nimstitutional Profile, click on thiscreate icoii®
and you'll be presented with a blank profile. Tokofving instructions describe how to fill in an
Institutional Profile.If you don’t see &F icon, you can still read about how these profiles
created below even if your Institutional ProfilesHaeen created by your central research office



Start by filling in the name and address inform@tiosing youkTab> key to move from one
field to the next. This information will be copi@tto your proposals later in the process. (If you
are working in a group setting, your InstitutioRabfile may already be established.)

Click theAssurances & Certificationslink and fill in your institutional Human Subjecisd
Animal Welfare Assurance numbers. Includdy the numeric portion of your Human Subjects
number.

TheFringe Rates & Benefitsarea contains values which will automatically kaikble to
Professional Profiles affiliated with this Insti (although you may edit each individual's data
if you need to). The issue of fringe rates, esplgarath variability of Health Insurance costs, is



a complicated one. In the Institutional profilerthés a field for @ase fringe rateplus fields for
optional items that are candidate contributord&lotal Fringe Ratdor an individual. When
you create an Institutional Association for a pssfenal profile to an Institutional Profile, it
inherits this default Institutional fringe rate amfmation.

Most institutions use a simple base fringe ratésteaa style fringes, or job classification fringe
rates. At the level of the professional profileuymrovide the Salary and Appointment type
information.

For Cafeteria style, you must choose which of ghigomal Fringe items you want to add, if any.
Once Cayuse424 has this information, it sums alittms and calculatesTatal Fringe Ratdor
the individual. Note that if you are using dollagures you will need annual salary to compute
theTotal Fringe Rate.

The job classification approach is to udgase Fringe Ratef O (zero) and define job types with
their respective fringe rates. When the profesdiprofile is created the job classification is
chosen. When you AutoFill the professional proiiiormation into a proposal, you document
the level of effort and Cayuse424 then calculdtes-tinge BenefitandSalary Requestefdr

you.

We believe this approach is flexible enough to ntleetneeds of many institutions. Please let us
know if it doesn’t meet your needs.

Enter the Institution's base fringe rate as a peage (without the %). Some institutions have a
base rate plus additional items (like health cesi@ch are benefits, but which are assigned
separately from the base fringe rate. If this dbssryour situation, enter the category name and
annual amounbr extra percentage for each of these benefite {ihal fringe percentage will be
calculated for each individual based upon theictedes.) “Role Based” Fringe Rates (such as
Faculty, Staff, Grad Student, etc.) are handletidosing (in general) a zero value in the base
fringe rate and a category-by-category rate fohedd¢he named roles.

Indirect Costs (also known as F&A Costsare handled differently on the SF424 than theyewer
in the PHS forms. Up to four different rates mayused in a single budget period. If you set up



the Indirect Cost Types just one time in the Instinal Profile, the rates will be applied
automatically in each proposal you prepare. Thdlalgo be adjusted automatically to reflect
any changes in the rates that occur during theseooirthe proposed research.

To use this feature, create a new Cost Type aret ardtart date and rate (%). They should be
entered as follows: for 55.5%, enter 55(6u must enter a date!lf you do not know the start
date, then enter today’s date. If your rates aamgimg, enter future dates and rates. Repeat as
needed for however many Types you have. Commonslyméude On-Campus, Off-Campus,
Animal Care, etc. The Type "excluded" is alreadstuded (no pun intended) as almost every
institution needs it.

Further down this screen, use the drop-downs trs#ie default Cost Type you wish to apply
to each budget category. Note that currently tieeamly one set of defaults for the categories--
there isnot one set of defaults per cost type. These defailltbe inherited by the proposals.
Once the IP is configured, Cayuse424 can calcthataverage rates for the budget periods you
specify in your proposal and display them on pagétBe SF424R&R budget. Note that while
Cayuse424 allows you to define many named ratestythere is only room for four of them in a
budget period in the SF424 R&R budget (five, if yaount "excluded”).



In the Cost Replication and Escalatiorsection you enter default escalation rates fogeud
categories, which can be over-ridden at the prdpesgal.

ThePersonnellink displays a listing of links to ProfessionabRles associated with this
Institutional Profile.



2.1.2 Institutional Profile Access Control

The current default policy is that the InstitutibRaofile creator is the only user that can access
it. AORSs, subject to system configuration, may dlage access. If all other users are to have
read access to an Institutional Profile, then tieator should click on the permissions icon to the
left of the listed Institutional Profile. This bge up the permissions settings.

Click on the green sign to add the grougserand set the permissions like so:



Now other users can read and use this InstitutiBnafile. If only a few users need access to the
profile, then add them individually, instead of adgthe group Users.

2.1.3 Subcontractor Institutional Profiles

For the purposes of submitting a proposal, antlrigin is defined by the data required by
Grants.gov and the agencies The Institutional Rrefimmarizes all the applicant organization
data required for electronic submission. Probatdyrhost important institutional profile is the
one to which you report. However, if you submitgoeals with Subawards you will need more
than one institutional profile. For subcontractgsy will needat leastthe following
information:

Subcontractor Organization Name

Subcontractor DUNS number

One named Indirect Cost Type with start date (cbealdoday) and rate.

A primary Key Person with a Professional Profile@sated with the Subcontractor IP
The other IP data may be filled out but is not neiody. The AORs can act as “Gatekeepers” for
these IPs, by creating them on demand and eithiegfihem out or authorizing regular users to
do it.

2.2 Users and Groups

Cayuse424 has three kinds of us&gsAdmin, AORs,andregular users Most administrative
duties are performed by SysAdmin, who has accealf ppoposals, users, profiles, and
BioSketches stored in the Cayuse424 database. Aurewitialized installation of Cayuse424
starts with just a SysAdmin. If you have multipkeus, you can login as a SysAdmin to add
users or you can generate a list of Users and Rol€bIL format and initialize the Cayuse424
user list from it.

2.2.1 View Currently Signed-in Users

This area is useful when you are getting readydalide user access to Cayuse24, usually for
maintenance.

To lock down access to the system, you shouldviotlze link to manage sign-in access.



4.
5.

Add an explanatory sign-in error message, so ukersot panic and know when they can
get back on the system.

2. Block user further logins to the system by checkhmngbox.
3.

If there are logged-in users, add a system broaduassage (see below) suggesting that
users log off and set it to a high nag frequency.

Wait for users to log off.

Do what needs doing.

Note also the use of the Configurable Welcome Mgsgathis screenshot.

2.2.2 System Messages
These come in three flavors:

Sign-in Message (differs from the disabled logirsesge above). Useful for
communicating system information regarding schesjudeadlines, etc...This
message appears on both the login page and owéhnaew tab.

Welcome Message. Enter text you want your useseeoon the login screen. It could
be text that identifies your system, news, usefidrimation, schedule, or all of the
above. Note the sign-in advisory message belowtieome message.

Broadcast Message. Useful for system shutdown wgsnihis message appears in a
dialog box that has to be dismissed by the usearitbe quite annoying.

Simply type in your text message into the textdfi@heck the appropriate enabling box, and
press Update. For the broadcast message, choosd thaepre-defined frequencies for sending
it to logged-in users.






2.2.3 Manage Users and Groups

Currently there are three groupsers(everyone is in this groupdor, andadmin. Additional
groups will be implemented in a future release ABlysin can change group membership via the
Admin tab and clicking oManage Users and GroupsYou can also disable accounts or
add/remove Users from the predefined groups.

2.2.4 Creating New Users

You can manually add individual users to Cayused24ong asgach user is assigned a
unique name To set up additional users:
- Login asSysAdmin. This brings up the Cayuse4R&in Menu.
- Click on theAdmin tab.
- Click on theCreate New Useilink and you’ll be prompted for username of thevneser, a
password and theery important email address
User names must be:
Unique
Less than 31 characters



Should not include: <>,?/~\|=@%$%"&*# (numbers apdce are ok)

TheUser names are case sensitive.

2.2.5 Changing User Login Names

A SysAdmin can change a user’s login name in chsenustake or a wedding or both. The user
will continue to have the same access rights ts#me objects as before the name change

2.2.6 Changing User Passwords

Passwords are case-sensitive and must be les81hararacters. Users can change their own
passwords by clicking on threferencestab and then clickin@hange User PasswordYou
must know your current password in order to chaymye password. SysAdmin may set a user
password to a particular value by clickingAdmin from theMain Menu, Change User
Password,then selecting the user’s name from the list ofsisehen click on th€hange
Passwordbutton SysAdmin may change his or her own passywrtDO NOT forget it or
misplace it

2.2.7 Change User Email
Select the user from the list and click ®elect Userbutton. Add/modify the email address.

2.2.8 Link User to Profile

Linking users to Professional Profiles is esseiftiatouting, but is also helpful for day-to-day
usage. Both the User name and the Profile nameskalv up in user lists, which make
identifying a user vastly simpler. Select the dsem the list and click th&elect Userbutton.
Add/modify the Profile linkage.



2.2.9 Days Back filter

New users have their All Proposals List Days Balt&rfset to three months. Setting this filter
enables Cayuses424 to perform optimized databaseeguresulting in faster responses for all
the users of the system. Every user should hases#étito a shorter duration, unless they need
revisit the past.

2.3 Settings and Preferences

2.3.1 System Settings

You can modify any of these settings and then ctiskve changes to make the changes
permanent.

2.3.1.1System Logging Level

This setting controls the amount of logging donélbyncat. We suggest you set it as shown,
unless you are debugging a specific problem, otisertihe log file, in <Tomcat>\logs, grows in
size very quickly. This log file is very useful feupport purposes.

2.3.1.2Diagnostic Directory

This location contains the SOAP files producedsimding to Grants.gov and received
fromGrants.gov. These are sometimes needed forgdety purposes as they document what
was actually sent. Support may request you to aetapy of one of these files. You may change



this setting when you configure your system, if yoafer a different location. This folder should
be cleaned up from time-to-time as the files ordgato be preserved during a submission cycle.

2.3.1.3Resources Link

You can replace the resources link on the Overyiage with a local link, if you prefer. Simply
enter the URL here.

2.3.1.40pportunity Poller

To be sure that you are always working with thedatersions of the Opportunities, turn the
poller on. It will try to download the latest vesgiof every Opportunity in your system. You
should set it to run in the middle of the night.t&lthat we have removed the option to run the
poller at system startup.

2.3.1.5Mail Send Host

This should be set to a local SMTP mail serversTfiused for sending the routing emails
generated by the system.

2.3.1.6Mail Send V8 URL

This setting should match the URL of your systeins used for informing email recipients of
the login URL where they can view proposals forrappl or modification.

2.3.1.7Grants.gov schema uri prefixes

These prefixes are used by Cayuse424 to decideevihheend a submission. If the schema uri of
the opportunity starts with one of the 06 prefinesias no numerical prefix, then the submission
is sent to the 06 server. If the schema uri ofofygortunity starts with one of the 07 prefixes,
then the submission is sent to the 07 server. &timgs are unlikely to need modification in the
short-term.

2.3.2 Primary Institution

During the bulk User load process, Professionalilesocan be affiliated to an Institutional
Profile. Since you may have more than one Instihi Profile, this function selects the
Institutional Profile to be used in the currentkblalad. It is also vital to have this set for Seng|
Sign-on operation.

2.3.3 Single Sign-on

These setting are for use only with an integrat®® System. If you are interested in this feature,
please contact Cayuse Support.

2.3.4 Institutional Preferences
This is covered in the Start-up section.



2.4 Miscellaneous

2.4.1 Manage Deleted Proposals/ Professional Profil  es/Institutional Profiles

These deleted items can be resurrected, if somemsmade a horrible mistake. Follow the link
and click on the to rescue the item.



Appendix A: What's New in Version 3.4

Subawards
A major focus of this release was to improve theettljppment and management of Subawards.
To this end, we have:
Built Subawards.com, a website where your non-GCa424 subcontractors can create
their Subawards in a Cayuse424 environment andsked them to you for easy import
and linking to your Prime proposals.
Added Subaward export to Cayuse424, so you canysmircsubcontracts to other
Cayuse customers
Added Subaward import to Cayuse424, so other Cdpdseustomers or
SubAwarsd.com users can send you subcontract...
Added Subaward routing, so Subaward proposals @dahrgugh the Institutional
approval process before they get sent to the extta@r?rime
Improved the All Proposals List display and sortoigsubawards linked to proposals.

Usability

Performance

The performance enhancements improve both theexperience and the performance of the
entire system. Queries for display of InstitutioRabfiles and integrated Personnel list,
Institutional Associations, Routing Profiles, RowgfiChains, Autofill, and the Proposals list.

Quicklinks

On the budget page Key Persons now have a Quicldittkeir profiles in case you need to
correct or review information. Inside the propogall will find a Quicklink back to the
Proposals list

Key People On-the-Fly
From the Autofill window you can add Key Peopleedity to your proposal and generate a
Professional Profile at the same time

NIH UH2/UH3 mechanisms
Validations for these new mechanisms were addetaksth other changes for NIH.



Appendix B: Client Resources

Cayuse provides some useful resources that arkalalaio you from the Cayuse website. These
resources include a link to the latest documematfmu can find these resources when you first
log into the system via a link call&ksources




Appendix C: Glossary

These terms are frequently used throughout the alanu

AOR
An AOR is an Authorized Organizational Represew&atilhey either submit the
proposal themselves or authorize someone else ito ldahis version of Cayuse424,
there is a group called AOR who have this authority

Breadcrumb
A Breadcrumb is a horizontal chain of links providing the ugéth context and
possibly navigation to any of the links in the ¢ch&eeHansel and Gretel

Calculation field
A calculation field derives its information from one or more otherdelCalculated
fields are automatically computed while you arknig in the form. These fields are
recalculated each time you enter data into a rtlatdinked field. Many of the calculated
fields permit you to overwrite their calculated reed. In those fields where overwriting is
permitted, aed asteriskvill appear next to the field indicating that yoave over-written
it. If you overwrite a calculated field, the infoation in that field will not be updated
when you change the information in other, relatelii$. This can cause your final values
to be wrong! Use caution when overwriting calculafields!

Checkbox field
A checkbox fieldoperates like an On-Off switch. When "On", it apgess a box with an
X in it; when "Off", it appears empty. To mark aechkbox, click it with your mouse. You
cannot move into it by using the Tab key. Some kbexes are also radio buttons.

Currency field
A currency field allows you to enter only numbers. To display $00y®u would enter a
value of 10. To display $10.99, you would ente920.

Forms
Most of us associate a form with a printed documtit blank spaces to be filled in,
such as an application for employment. A Cayusesi@dtronic form is essentially the
same, except that before it is filled-in, the fastarts out on a computer screen rather
than on paper.

Field
A field is a blank space or area on a form where you mgy exformation or data. Each
field on a Cayuse424 form has been designed tqtceetain types of data, and to
handle those data in a specific way.

General Field
General Fieldsaccept any type of data: letters, numbers, spebaacters, punctuation,
or a mixture thereof.

Institution
An institution has an entry in the Institutionabfile database which includes enough
information to allow submission of proposals byttimgtitution. This information can be



AutoFilled into proposals. If you are submittingpposals with multiple budgets, you
may need multiple institutional profiles.

Percentage
A percentage fieldallows you to enter only numbers. Percentages brisgped using
this format:XY.Z% .

Personnel
Cayuse424 contains a professional profile datalwaseh includes enough information to
add a person to a proposal. This information caAuteFilled into proposals.

Radio Buttons
Radio buttons are groups of two or more mutually exclusive clesies. Selecting one
option automatically deselects all other optionthmgroup. For example, Item 2 of the
PHS 398 ha¥esandNo radio buttons. To select an option from a groupaafo
buttons, click it with your mouse.

User
A Cayuse424iser has a Cayuse424 login and passwordsgér can create and modify
proposals. Auser may also have a record in the Cayuse424 Profeddivnfile database.
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