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SLCC Office of Sponsored Projects User Guide

My Dashboard

My Dashboard is a permanent drop-down menu feature located on the Top Menu Bar of
Cayuse SP. This drop-down menu captures all options found on the left side menu of the Cayuse
SP home screen and allows users to navigate these options at any time.
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The three main sections of the left side menu of the Cayuse SP home screen are: (1) Proposal
Dashboard, (2) Award Dashboard, and (3) Certifications/Approvals. All three sections and each
specific option are described below.
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Start New Proposal
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Proposals In My Unit

Award Dashboard

Awards In My Unit

Certifications/Approvals

Pl Certification Inbox(i)

Approve a Proposal for My
Unit

Click on Unit Approval Inbox under
Certifications/Approvals on the
left side-bar menu.

View Proposals in My Area or
Unit

Click on Proposals in My Unit in the left
side-bar menu.

Begin a New Proposal
Click on Start New Proposal in the left
side-bar menu.

Get Back Into My Proposal
Click on My Proposals in the left side-

Approve a Proposal as a Pl

View My Awards
Click on PI Certification Inbox under

Click on My Awards on the left side-bar

Suite 101
Salt Lake City, UT 84123
Phone: 801-957-4265

Email: osp@sicc.edu

Click on My Proposals in the left side-
bar

menu. Then select the proposal you
want to work on.

\  UnitApproval inbox 'rbnac:nu Tion Selact i proposal vou l(:(fetnigcagionslApprovals on the menu to access the awards for the
e F; P0581Y ERSKie Danmeat projects that you are on.
Office i Sponeared want to continue to work on.
Projects
4600 Redwood Road Work on an Existing Proposal ; :
Academic and Administration o B g 5 View All Awards in My Unit
Building as a Contributing Member

Click on Awards In My Unit on the left
side-bar menu to access all of the
awards in your unit, if you have Award
Data Access.
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Proposal Dashboard

The Proposal Dashboard allows users to begin a new Cayuse SP proposal, continue working on
a proposal, contribute to a proposal, view a proposal in the pre-award (proposal development)
stage before it is submitted to the sponsor, and view proposals submitted to the sponsor.
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My Awards
Awards In My Unit
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Unit Approval Inbox

Start New Proposal

The Start New Proposal option allows the user to begin creating a new Cayuse SP proposal.
Clicking on the Start New Proposal link automatically opens the Start New Proposal page. This
page collects information needed to create a new proposal, such as the Sponsor, Lead-Principle
Investigator (Lead-Pl), dates, project name, etc.

n Caguse

My Dashboard
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See the Cayuse SP User Guide on Start New Proposal for detailed instructions on this section.

My Proposals

The My Proposals option allows the Lead-PI and others contributing on a proposal to get back
into an existing proposal and continue working on it. The ability to view or contribute to an
existing proposal in Cayuse SP is determined by the user’s role on a project. The Primary
Administrative Contact, Proposal Owner, Lead PI or Grant Officer can add users to a proposal.
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My Dashboard

Proposal Dashboard

Start New Proposal

My Proposals

Proposals In My Unit

As a user develops a new proposal or is added to a project team, a number will appear next to
My Proposals. This indicates the number of proposals a user has access to in Cayuse SP.

Proposal Dashboard

Start New Proposal
5 My Proposals >>

Proposals In My Unit

Anyone listed as the Primary Administrative Contact, Proposal Owner, Lead-P1l or member of
the project team can view a proposal by using the My Proposal link.

Click on My Proposals to display a list of proposals you are currently working on as the Lead Pl
or contributing to as a member of a project team.

This screen also allows the user to access a list of all proposals that have been submitted to the
sponsor. Click on the appropriate tab to see the list of proposals you want to view. Click on the
proposal number under the Prop No column heading to view the details and attachments of a
specific proposal.
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Proposal Dashboard My Proposals D

Start New Proposal

Gnsubmitted Proposals ) (Submitted Proposal

5_ My Proposals >> @

i Below is a list of unsubmitted proposals you initiated or on which you are listed.
Award Dashboard Created

T Date PropNo.  LeadPl Project Name Sponsor Deadiine My Role Flags

Awards In My Unit [Search Jx [Search  |x [Search ]x [Search x [search Jx [Search  |x [Search Jx [Search Ix

ificati Autism Research National Insttutes of Heakth (NIFH)  06/15/2020 Owner Edit | Copy | Delete
1 =
L. Pi Certification Inbo; "
yulsiiation nboy 1211712019 20-0038 ean Good for the Ars and Humanities e R AR S aote Owner Edit | Copy | Delete
2 Unit Approval Inbox N o Lead Principal

12/09/2019 0-0037 1 Dialogues of War 0711412020 Imsmw“ Edit | Copy | Delete

Office of Sponsore d -( y Lead Principal
il P 11/18/2019 20-0023 1 KM - 424 Pairing test proposal \ce Foundation (NSF) ~ 12/02/2019 rostie Edit | Copy | Delete
4600 Redwood Road tonal
Academic and Adminisiration 11/01/2019 200016 eter Professor KM Test - NEH Summer Insitute ﬁ:;’r‘f;ugfgng""“ ke 0211312020 mﬁg‘gg‘f‘ Edit | Copy | Delete
uiking
PR A0 View 1-5 of Page of 1
Sa e cay, Ures12s i sl ]
Phone: 8018574265
Email: gsp@sice edu Export to CSV

See the Cayuse SP User Guide on My Proposals for detailed instructions on this section.

Proposals in My Unit

This option allows a user with proposal data access to view proposals in their unit. Proposals in
My Unit is primarily used by Directors, Associate Deans, Deans, Vice Presidents and other
authorized users to view and review proposals.

Click on Proposals in My Unit to display a list of proposals for units where you have been
assigned proposal data access.
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My Dashboard

Proposal Dashboard

Start New Proposal

My Proposals

< Proposals In My Unit )

To view the details and attachments of a specific proposal, click on the proposal number under
the Prop No column heading.
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My Dashboard Reporting More
Proposal Dashboard Proposals In My Unit >
Start New Proposal
My Proposals

‘See Research Contacts for a complete listing of roles i your unit.
Proposals In My Unit >>
Submitted

Award Dashboard Date - Lead PI Project Name Sponsor Unit Status Flags
My Awerds

Below is a list of proposals for units where you have been assigned Proposal Data Access.

[Search|x [Search  |x [Search Jx [Search x [Search ]x [Search Jx [Search ]x [Search |x
Awards In My Uni
v ’ 06/04/2020 (20-0062 Peter Professor EMPOWERED Department of Energy (DOE)  Continuing Education Internal Approval In Process Copy
ertifications/Approvals
e e 04/10/2020  20-0048 Alisha Associate Dean  Test for Diane 3-25-2020 ﬂm‘gm“‘mm Engiish Internal Approval In Process Copy
2 . 01/09/2020  20-0040 Deanna Dean view IPF for proposals created by Pi [:l“;‘g"” Sclence Foundation s srvinisirative Computing ‘Submitied to Sponsor Copy
Unit Approval Inbox
01/08/2020  20-0033 4% David Director NEH Sumemer Institute University of Minnesota (UoM)  Academic Affairs. Authorized Official Review Copy
Office of Sponsored
AN ihat 120412019  20-0031f% Peter Professor ENG UM Test Test Utah Humarnities (UH) Engish Internal Approval In Process Copy
Academic and Administration
Buiking 12/02/2019  20-0001f% Alisha Associate Dean  test Natkost iasties oL eali U Soence: baciand Infernal Approval I Process Coy %
Suite 101 ) gosaty
Salt Lake City, UT 84123
Frabgy Bl 1200212019 20-0032 Deanna Dean Test for Cabinet Presentation Department of Education (ED)  Biology Internai Approval In Process Cov ®
Emali: osp@sioc.edu 1172012019 20002947 David Director STEM Sttt :‘;;':')‘5‘ Sclence Foundation  Arts Commurication and Internal Approval In Process coy %

Award Dashboard

The Award Dashboard allows users to view and work on an award in the post-award stage,
after the proposal has been accepted for funding.
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My Dashboard

Proposal Dashboard

Start New Proposal

My Proposals

Proposals In My Unit

Award Dashboard

My Awards
Awards In My Unit

Certifications/Approvals

PI Certification Inbox(i)

Unit Approval Inbox

My Awards
The My Awards option allows the Pl and any member or a project team, the ability to view the
awards they are associated with.
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Click on My Awards to display a list of awards on which you are listed as the Pl or member of

the project team.
n cayuse

My Dashboard

Proposal Dashboard

Start New Proposal

My Proposals

Proposals In My Unit

Award Dashboard

Awards In My Unit

On the My Awards screen there are three tabs to choose from to view awards.
e The Awards tab allows the user to view all obligated awards associated with each
project.
e The Active Projects tab allows the user to view all active projects.

e The Inactive Projects tab allows the user to view projects that have ended and are closed
out.

To view the details of a specific award, click on the award number under the Award No column
heading.
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My Dashboard Reporting More

Proposal Dashboard > My Awards >

Start New Proposal

& iy Propols Active Projectsy  (lnactive Projects

Proposals In My Unit Below is a list of obligated awards on which you are listed as a member of the Research Team.
Award Dashboard Award
Award Notice Award Award Account t
Project Title  Lead PI = Sponsor Amount  Received  BeginDate  End Date Admin Unit  Numbers Status Flags
Awards In My Unit
[1-0003-001]|x [Search |x [Search |x [Search |x [Search |x [Seach |x [Search |x [Search |x [Search |x [Search |x [Search |x [Search |x
Certifications/Approvals
'A21-0003-001 YThe Book: Peter National $148,82250 06/01/2020  09/01/2020  12/31/2021  English TEST Active
1. p certification Inbox Material Professor  Endowmentfor (ENG)
1 Histories and the
2 e Digital Futures Humanities
Sl (NEH)
Office of Sponsored Projects View 1-10of 1 Page of 1
4600 Redwood Road
Academic and Administration Building
Salt Lake City, UT 84123 [Expoctto C3V

Phone: 801.957.4265

Email: osp@sicc.edy
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Awards in My Unit

The Awards in My Unit option allows users with award data access to view awards in their unit.
OSP sets up award data access. This option is primarily used by Directors, Associate Deans,
Deans, Vice Presidents other authorized users to review awards in their unit.

Click on Awards in My Unit to display a list of awards for units where you have been assigned

award data access.
E cayuse

My Dashboard

Proposal Dashboard

Start New Proposal

My Proposals

Proposals In My Unit

Award Dashboard

My Awards

Awards In My Unit

On the Awards in My Unit screen there are three tabs to choose from to view awards.
e The Awards tab allows the user to view all obligated awards associated with each
project.
e The Active Projects tab allows the user to view all active projects.

e The Inactive Projects tab allows the user to view projects that have ended and are closed
out.

To view the details of a specific award, click on the award number under the Award No column
heading.
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&2 sp Ao -
My Dashboard Reporting More
Proposal Dashboard >> Awards In My Unit
Start New Proposal
e o P> gacive Proncid
Proposals In My Unit Below is a list of obligated awards in units to which you have been granted Award Data Access.
Award Dashboard Award
Award  Notice Award Award Account
My Awards Award No.*  Project Title  Lead PI Sponsor Amount Received BeginDate  End Date Admin Unit  Numbers Status Flags
Awards In My Uit >>
[Search  Jx [Search  |x [Search  |x [Search  |x [Seach  |x [Search  |x [Search  |x [Search  |x [Search |x [Search |x [Seach  |x [Search  |x
Certifications/Approvals
A19-0001-001 ) Aerospace  Peter Utah $120,00000 1211412018 121132018 12/12/2021 Workforce and 26270 Active
PI Certification Inbox i) Assembly Professor Governor's Economic Dev
Program Office of (WED)
2 Unit Approval Inbox Econonic
Development
(GOED)
Office of Sponsore d .
Projects A20-0004-001  Park City Utah $2000000 041372020  04/24/2020  04/30/2020  Business Active
4600 Recwood Road Resource Enter Robyn Governor's Development
Academic and Administration 2020 DE Researcher  Office of Resources
Economic (BDR)
Development
(GOED)
A21-0002-001  The Book: Fran Faculty  Netional $637.50 01/13/12020  10/01/2020  10/31/2021 English (ENG)  Test-01 Active
Material Endowmentfor
Histories and the Humanities
Digital Futures (NEH)
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Certifications/Approvals

The Certifications/Approvals portion of the dashboard is used by Lead-PI’s and authorized
approvers for the Salt Lake Community College internal approval process.
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My Dashboard

Proposal Dashboard
Start New Proposal

My Proposals

Proposals In My Unit

Award Dashboard

My Awards
Awards In My Unit

Certifications/Approvals

Pl Certification Inbox(i)

Unit Approval Inbox

P1 Certification Inbox

The PI Certification Inbox is for the Lead-PI to approve and certify their proposal. The PI
Certification Inbox is used only when proposals are ready to be certified and routed for approval.
The Lead-PI works directly with their OSP Grant Officer to begin this process.

When the OSP Grant Officer confirms to the Lead-PI the proposal is ready for Lead-PlI
certification the process will begin.

A number appears next to the Pl Certification Inbox indicating the proposal is waiting for
certification. By certifying the proposal, the Lead-PI confirms that:
e The information submitted within the application is true, complete, and accurate
e Any false, fictitious, or fraudulent statements or claims may subject them, the College,
and other investigators to criminal, civil or administrative penalties
e They are responsible for the scientific, fiscal and ethical conduct of the project and to
provide all required reports and materials to the sponsor if an award is made
e They have read the solicitation thoroughly and will comply with all relevant state and
federal regulations, College policies and contractual obligations in administering the
award
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e They are not presently debarred, suspended, proposed for disbarment, declared ineligible,

or voluntarily excluded from participation in government grant activities by any
government agency.
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My Dashboard

Reporting

More

Proposal Dashboard
Start New Proposal

5 My Proposals

Proposals In My Unit

>> PI Certification Inbox

To be Certified Previously Reviewed

Below is a list of proposals that require your certification as Lead or Principal Investigator.

Award Dashboard Date itted W  Proposal No. Project Name Sponsor

My Awards

4/10/2020 20-0048 Test for 3-25-2020 National Endowment for the Humanities (NEH)

Awards In My Unit

Deadline PDF

04/082020

Certifications/Approvals

1 Pl Certification Inbox >>

2 UnitApproval Inbox

Office of Sponsored
Projects

4600 Redwood Road
Academic and Administration
Buiilding

Suite 101

Salt Lake City, UT 84123
Phone: 801.957-4265

Email: osp@sicc.edy

The Lead-PI must certify their proposal only after their OSP Grant Officer has confirmed it is

time to begin the SLCC internal approval process.

See the Cayuse SP User Guide on Certifications and Approvals for detailed instructions on this

section.

Unit Approval Inbox

The Unit Approval Inbox is for Directors, Associate Deans, Deans, Vice Presidents, Cabinet,
and others who are authorized approvers for the SLCC internal approval process. Approvers
review, comment, authorize/or reject a proposal. The Office of Sponsored Projects will verify

the correct order of approval hierarchy before routing begins.

Each approver must review and authorize the proposal before it can move forward in the

approval process.
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My Dashboard Reporting More

Proposal Dashboard
Start New Proposal
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Proposals In My Unit
Award Dashboard

My Awards

Awards In My Unit

Certifications/Approvals

Pl Certification Inbox(i )

7 UnitApproval Inbox ~ >>

Office of Sponsored Projects
4600 Redwood R

Academic and Administration
Building

Suite 101

Sait Lake City, UT 84123

Phone: §01.957-4265

Email: osp@slcc.edy

Unit Approval Inbox

To Be Authorized Previously Reviewed

Below is a list of proposals that require your authorization as a unit proposal approver.

See Research Contacts for a complete listing of roles in your unit.

Prop No. + Pl Unit Project Name
(20-0032) Beagley Biology Test for Cabinet Presentation
=
View 1-10f 1

Sponsor Deadline Pl Cert
Department of 12/03/2019 Yes =
Education (ED) =

Page of 1

cayuse
52 sp

For immediate assistance, contact support at 503.297.2108.
“This application is supported by Cayuse, LLC.
Please contact OSP if you have any uestions.

See the Cayuse SP User Guide on Certifications and Approvals for detailed instructions on this

section.

Next Step

Navigating and completing Start New Proposal.
For more information, see Cayuse SP - User Guide: Start New Proposal
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