cayuse
ﬂ SP SLCC Office of Sponsored Projects User Guide

Approving Units

General Overview

All proposals must receive internal approval before being fully developed and submitted to the
sponsor. Cayuse SP has a workflow component that routes proposals for approval. This process
is called routing or internal approval. The Approving Units section identifies the internal
approvers for each proposal and establishes the proper sequence for routing the proposal.

The assigned OSP Grant Officer completes the Approving Units page after in-depth discussion
with the PI about the project. The Grant Officer explains to the PI the process and
responsibilities of the PI during the internal approval process.

The Office of Sponsored Projects will verify the correct order of approval hierarchy before
routing begins. Each approver must authorize the proposal before it can move forward in the
approval process.

Internal approvers include:
e Leadership from the PI’s home department, division, area
e Leadership for any Co-PI’s or senior personnel home department, division, area
e Leadership from specifically involved auxiliary departments (described below)
e Executive Cabinet for proposals with funding requests over the Cabinet review threshold

Key components of the process are listed below with examples.

Reviewing Cayuse SP Proposal for Accuracy and Completion

The PI must review each section of their Cayuse SP proposal, beginning with the General
Information Section through the Proposal Attachments section. Ensure the information entered
is accurate and complete. Make any necessary updates to information and fields.

Next, the PI contact their Grant Officer to begin coordinating their Cayuse SP proposal for OSP
review, routing and internal approvals.

Communicating Approval

e [tis the responsibility of the PI and leaders within the PI’s division to be informed
about the proposal. The Pl must discuss proposals with their supervisor and, as
appropriate, other leaders in their area. The internal approval process should not be the
first time the PI’s supervisor and area leaders learn about the proposal.
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e Final proposal documents that will be submitted to the sponsor do not need to be
attached before initiation of the approval process. However, the information in all SP
fields needs to be as accurate and complete as possible at the time of initiation.

e  The PI should communicate with their leadership about their review expectations. For
example, if a leader wants to review the project narrative, then the PI will discuss when
and how this will be provided. Generally, as noted above, the project narrative will not
be provided for review during the approval process because narratives are not usually
finalized until days before the proposal is due. This does not exempt PIs from
providing details to leaders about the proposal.

e PIs and others are not allowed to make changes to the proposal while it is in the routing
process. OSP can make changes. To facilitate the process, approvers with comments
or who are requesting changes to the proposal should contact OSP before rejecting the
proposal.

e Approvers can add comments to the proposal in the approver comment box during the
routing process. See the Approver Guide available on the OSP website.

Timing

e At the request or approval of the PI, OSP initiates the internal approval process after
all components of the SP proposal have been completed and reviewed by the PI and
OSP for accuracy including the approving units page. The PI must NOT initiate
routing.

e Internal approval takes at least 15 business days for large grants and 5 - 15 business
days for small grants. OSP strongly recommends initiating internal approval three
weeks before the submission deadline for projects requiring Cabinet approval and two
weeks before the submission deadline for projects that do not require Cabinet approval.
Failure to do so may result in non-submission.

e Itis expected that approvers will approve or reject the proposal within 24 hours of
receiving the request. Timeliness of approval is critical because delays can result in
non-submission.

e  The OSP budget template must be reviewed and approved by the Budget Office in
writing before initiation of the process. OSP will submit the OSP budget template to
the Budget Office for review.

Approving Unitsand Routing Order

When you are ready to approve, click into the Approving Units section of your proposal from
the Proposal Development Menu.
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My Dashboard Reporting More

Item List 20-0048 -] »> Approving Units

SLCC has an intemal approval process for all sponsored projects to ensure projecs align with College goals. and are properly resourcad and vetted.

General Information Internal approval is required and must be obtained before the ission deadline. O5P initiation of the approval process:

Investigators/Project Team * two weeks before the submission deadline for proposals requiring Cabinet approval
« one week before the submission deadline for proposals that do not require Cahinet approval

Community Benefits/
Strategic Alignment Failure to do so may result in nonsubmission.

Subgontractors/Subawards

Budget PI's must request the initiation of internal approval from OSP. Only OSP can edit the proposal after it has begun the internal approval process.
The units listed below will be notified to authorize this project as part of SLGC's intemal approval process. The following units for all PIs and Go-Pls must be included as applicable:

= Depariment {Associate Dean/Direcior)

Regulstory Compliance * Scheol or Division (Dean/Assistant Vice Presicent)
TS = Ares (Vice Presidant)
Intellectual Property = Executive Cabinet must also approve all proposals 100,000 or over.

Lo f Sponsored

v
v
v
v
<
' Conflict of Interest
v
v
o
Further, approvals from functional units who will need to provide suppart for the project must be included. Functional units may include Facilities, OIT, etc. Required college prosesses must be folowed before
' Frooossl Abstract seeking functional unit approva
v « Propesals involving remodels or atyptical space usage must complete the Space needs request form
= Proposals involving OIT, such as but not limited fo software purchases ani v transmission of sensitive data. must contact OIT.

Submission Nates

Add Approving Unit

View Routing Status Unit: [ 1
Certify Proposal List of Approving Units: {to sdlt ths Information, rsmovs firat, than add back}

Routing Order(i) Unit Code Unit Rale(s)
ENG English Admin Unit, Investigator, Lead Principal Investigator
SHSS Humanities and Social Science Rollup From - ENG
ACAD Academic Affairs Rollup From - SHES

Authorize Unit Listing

e The approval units for personnel added on the Investigators/Project Team page
automatically populate in the approving units list. The auto populated units cannot be
changed.

List of Approving Units: (to edit the information, remove first, then add back)

Routing Order Unit

Code Unit Role(s)

Admin Unit, Lead Principal

1 SBDC  Regional SBDC 4
Investigator

BOR Business Development Rollup From - SBDC
Resources

ACAD  Academic Affairs Rollup From - BDR

¢ Add units by clicking in the Unitbox. A Select Unit menu will pop-up. Choose all
units that apply.
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Select Unit

Add Approving Unit
List of available units at Board of Trustees

= (click the name to select a unit)
Unlt:l| |
e

List of Approving Units: (to edit the infor|

Unit Code Unit Name

Routing Order Unit Code Unit el ~—

1 ENG Engli /&"‘amﬂ x  [Search N\ x
SHSS Hume AHEC AHEC \

ACAD Acad: ACRT AP - Construction REl Tech

ACAD  Academic Affairs
AFLS  Accounting Finance|& Legal Stu

ACCTRES Accounting Restrict¢d Funds
ADCM  Administrative Computing
ADMIT  Admissions

AH Allied Health

ACM  Arts Communicg#fon and Media

e Afterselectinga unit, click Add Unit.

Add Approving Unit

Unit: |AHEC

ra uni]

e Toremove an existing unit, select the Remove link on the right-hand side of the list.

Add Approving Unit

Unit: \

Routing Unit

Order Code ik

) ENG English

SHSS Human\ties and
Social Science

AHEC AHEC

SHSC Health Sciences

ACAD Academic Affairs

List of Approving Units: (to edit the information, remove first, then add back)

Role(s)

Admin Unit, Lead Principal Investigator, Principal
Investigator, Project Manager, Technical Staff

Rollup From - ENG

Other Approving
Rollup From - AHEC
Rollup From - SHSC, Rollup From - SHSS

Authorize Unit Listing

Remove

e The routing order represents when the approver will receive the proposal. Itcan be
sequential or simultaneous. Sequential numbering means that approvers will not
receive the proposal until the approver before them has approved.
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e  There are three auxiliary departments that must be included in the approval process IF
the project involves work that affects these departments.

o Human Resources: must be added to approving units list if the project involves

new positions. Attach a description of the new position, including FTE,
classification, and title in the Proposal Attachment section.

Office of Information Technology: must be added if the project involves new
software, significant hardware or external transmission of sensitive data.
NOTE: OIT has review processes for these types of projects. Those processes
must be completed BEFORE sponsored project internal approval. As
applicable, the written decision of OIT should be included in the Proposal
Attachment section.

Facilities: must be added if the project involves new space, remodel or unique
space needs. NOTE: Facilities has review processes for these types of projects.
Those processes must be completed BEFORE Cayuse SP internal approval. As
applicable, the written decision of Facilities should be included in the Proposal
Attachment section.

Approving Units Page Example

The approver list proceeds up the hierarchy with auxiliary units being between all other
approvers and a final individual approver (a Vice President or the Provost).

As shown in the image below, the Lead Principal Investigator will always be listed as the first
approver. In this case, the Dean of the School of Business is the PI.

mbwmmm@
SIS €] €] [

List of Approving Units: (to edit the information, remove first, then add back)

Routing Order(i) Unit Code Unit Role(s)

5B Business @t Lead Principal Investigato

CONTED Continuing Education Principal Investigator

WED Workforce and Economic Dev Rollup From - CONTED

IT Information Technology Other Approving Remaove
HR Human Resources Other Approving Remove
ACAD Academic Affairs Rollup From - 5B, Rollup From - WED

ECAG Executive Cabinet Approval Group Other Approving Remove

The second approver(s) will be either a) Co-Pls & Senior Personnel, or in the absence of Co-PlIs
and auxiliary units, b) the supervisor of the PI. In this example, the second approver is the Co-
PI, the Assistant Provost for Continuing Education.
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Role(s)

Admin Unit, Lead Principal Investigator

Principal Investigato,

Rollup From - CONTED

Other Approving Remove
Other Approving Remove
Rollup From - SB, Rollup From - WED

List of Approving Units: (to edit the information, remove first, then add back)
Routing Order(i) Unit Code Unit
il SB Business
T2 ] CONTED Continuing Education
WED Workforce and Economic Dev
(i} Information Technology
HR Human Resources
ACAD  Academic Affairs
ECAG Executive Cabinet Approval Group

Other Approving Remove

In this example, the Co-PI’s supervisor is the Associate Provost of Workforce and Economic
Development. Further, the projectinvolves two auxiliaries: HR because they are requesting a
new position and OIT because they will be transmitting sensitive information outside the college.
Some approver groups, like auxiliaries and Dean/AVP-level supervisors, may receive the same
ordering number to speed up the approval time. Note that Workforce and Economic
Development, HR and OIT are all 3 in the routing order.

Routing Order(i) Unit Code Unit
il SB Business
CONTED Continuing Education

List of Approving Units: (to edit the information, remove first, then add back)

Role(s)
Admin Unit, Lead Principal Investigator

Principal Investigator

WED Workforce and Economic Dev
IT Information Technology
R Human Resources

Rollup From - CONTED

ACAD Academic Affairs
ECAG Executive Cabinet Approval Group

Other Approving Remove
Other Approving Remove
Rallup From - SB, Rollup From - WED

Other Approving Remove

The Provost of Academic Affairs is the 4t approver. He oversees areas of both the PI and Co-

PL

Routing Order(i) Unit Code Unit
SB Business
CONTED Continuing Education

WED Workforce and Economic Dev
IT Information Technology
HR Human Resources

ACAD Academic Affairs

ECAG Executive Cabinet Approval Group

mh'wwwm"
SRS |€] €))%
7

List of Approving Units: (to edit the information, remove first, then add back)

Role(s)

Admin Unit, Lead Principal Investigator

Principal Investigator

Rollup From - CONTED

Other Approving Remove
Other Approving Remove
Rollup From - 5B, Rollup From - WED

Other Approving Remove
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Executive Cabinet is listed last. Their approval is required because the proposal funding request

1s over the Cabinet review threshold.

List of Approving Units: (to edit the information, remove first, then add back)

Routing Orde@ Unit Code Unit Role(s)

i SB Business Admin Unit, Lead Principal Investigator
CONTED Continuing Education Principal Investigator

WED Workforce and Economic Dev Rollup From - CONTED

I Information Technology Other Approving

HR Human Resources Other Approving

!_q ACAD Academic Affairs Rollup From - SB, Rollup From - WED
_ @cutive CabinetApp@Other Approving

Remove

Remove

Remove

Instructions to Initiateand Complete Internal Approval

1. Once the approvingunit list is complete, OSP will click the “Authorize Unit Listing”

button at the bottom of the page.

Add Approving Unit

Unit:

List of Approving Units: (to edit the information, remove first, then add back)

Routin Unit

Order(i) Cilia Unit Role(s)

Admin Unit, Lead Principal

SB Business s
Investigator

CONTED Continuing Education Principal Investigator
Workforce and Economic

1
WED U Rollup From - CONTED
IT Information Technology ~ Other Approving

v uman Resources er Approving
3 HR H R Other Aj

Rollup From - SB, Rollup

ACAD  Academic Affairs From - WED
ECAG Executive Cabinet Other Approving

Approval Group

Authorize Unit Listing

2. When the proposal is ready to be routed, OSP will click the “Submit for Routing” button
on the left side of the page. PlIs should NOT click this button. Submitting a proposal for

routing without OSP consent or knowledge will result in failure of the process.

SLCC OSP Cayuse SP User Guide: Approving Units

Page 7|9



General Information

Cayuse 424 Proposal
Investigators/Project Team
Community Benefits/

e
Subcontractors/Subawards
Budqget
Conflict of Interest
Requlatory Compliance
Intellectual Property

Location of Sponsored
Activities

Proposal Abstract

Proposal Attachments

LELE € LG €L 8 S8

Approving Units -

Submission Notes

Administer Proposal
Submit for Reuting

3. Approvers will receive emails from Cayuse requesting that they review and approve the
proposal. A link to the system along with the proposal number will be provided in the
email. See the step-by-step guide for approvers in the Certifications and Approvals
section of the Cayuse SP - User Guide: Certifications and Approvals.

Proposal Submitted - 20-0061

<
do-not-reply@cayuse.com el

To trainosp@slcc.edu; @ Diane Edmonds Fri 5/15

Proposal No.: 20-0061
Proposal Lead Pl Diane Edmonds
Proposal Title:A New Normal for Community

The above-referenced proposal has been submitted for internal routing, authorization, and certification.

You may view the status and progress of this proposal by logging in @I

The Lead Principal Investigator and any identified Principal Investigators must certify this proposal before it
can be reviewed by the central administration office.

You will receive an email once the proposal has been approved by all affiliated departments and is in the
central administration office for final review and submission to the sponsar.

SLCC OSP Cayuse SP User Guide: Approving Units Page 8|9


https://i.slcc.edu/osp/cayuse.aspx

4. OSP will track the routing process and contact any approver who hasnot approved a
proposal within 24 hours of receiving an approval email.
a. The PI can also view the approval process by clicking on the “View Routing
Status” button in the left-hand menu.
5. If applicable, OSP will arrange approval in Cabinet which requires a few extra steps not

included within Cayuse.
6. Once the proposal is completely approved, OSP will inform the PI.

Completingthe Sponsor Application

Approval of the Cayuse SP proposal signals that SLCC College leadership has approved the PI
to move forward with development of the application to the sponsor. The PI will continue to
work with their Grant Officer to complete the sponsor application, which will be reviewed and
approved by the Office of Sponsored Projects for submission to the sponsor.

The PI is only authorized to submit the application to the sponsor affer final review by OSP of all
application materials. The PI or Grant Officer will upload all final materials to the Proposal
Attachments page.

Next Step

Navigating and completing the Submission Notes section.
For more information, see Cayuse SP - User Guide: Submission Notes.
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