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CAYU S E Research Suite

Proposal Review & Approval Process

College & Department Reviewer

In Cayuse SP, Chairs, ASM'’s, and Deans will have access to proposals for internal
clearance and routing processes within their department or College by following the
steps in this guide. For further instructions or questions, you may contact your ORSP
PreAward Specialist for assistance.
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How to Access Cayuse SP:

« Must use Mozilla Firefox Web
Browser @) fiefox

« Three Ways to Log In:
1. URL: https://csulb.cayuse424.com
2. CSULB Single Sign On

3. ORSP Website URL:
http://web.csulb.edu/divisions/aa/r
esearch/pre-award/cayuse/

+ Username & Password: Use your
CSULB log in information

Training Log-in:

* URL: http://csulb-t.cayuse424.com/

* Username: CSULB Employee
#@csulb.edu

» Password: abc123

Logged In:

« Cayuse SP: click to start creating a
proposal

Notes:
+ Ensure that Pop-ups on your
browser are enabled

+ Periodically delete cookies
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Welcome to Sponsored Projects

Proposals that need your attention will appear in your “Unit Approval Inbox”. Once the PI
has approved their proposal, Chairs, ASMs, and Deans will each be required to log in, view,
and approve the proposal electronically.

ncaguse Unit Approval Inbox: Click to
SP | spoNsoReD PROJECTS see an overview of all the
HOME | MY DASHBOARD | REPORTING | LOGOUT pr0p05a|s |n yOUI‘ queue
Proposal Dashboard »> Welcome to Sponsored Projects
Start New Proposal
Proposal Dashboard
My Proposals
«+ Use Start a New Proposal to begin a new proposal.
Proposals In My Unit « Use My Proposals to edit and track proposal records you have created or on which you are named member of the Research Team
m « Use Propoals in My Unit to view proposals to which you have been granted Proposal Data Access
+ Use Pre-Award Sp g Inbox to p y award requests in your role as a Pre-Award Spending Approver

Pre-Award Spending Inbox
Award Dashboard

Award Dashboard
My Awar » Use My Awards to veiw awards on which you are isted as a member of the Research Team
My Awards « Use Awards In My Unit to view awards in administrering units to which you have been grantred Award Data Access.
Awards In My Unit
Certifications/Approvals Dashboard
Certifications/Approvals

« Use Pl Certification Inbox to certify proposal records on which you are listed as the Lead Pl or P1. Use Unit Approval Inbox to authorize proposal rec
Pi Certification Inbox Approver.

2 Unit Approval inbox
Technical Support

Office of Research and Sponsored For technical issues in Cayuse SP, contact ORSP at one of the following

Programs

« Emait orsp-preaward@csulb edu
8300 State Universiy Driv
s.-::ese? FESNS « Phone: 562.985.8147

Long Beach, CAR0215
Pnone: 5820858147

Evait ORSP.PrefwardBesut edy

cayuse
L3 sp
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Proposal Dashboard

My Propogals
Propasals n by Unt
Pre-Award Spending Inbox

Award Dashboard
Certiications/Approvals

P! Certication Inboy

1 Unit Approval Inbox

8/24/2018

» Unit Approval Inbox

ToBe Authorized | Previously Reviewed

Below s a list of proposals that require your authorization as  unit proposal approver,

See Researeh Contacts for a complete isting of reies n your unit

Prop No. . Pl Unit Project Name Sponsor

moh Cremsty 6 Bochem  Soence-Soence Natonal Science
Foundstion (NSF)

View 1. 10f 1

b

~

Office of Research & Sponsored Programs

Deadling Pl Cert

w0 Yes @

Paget |of1

http://web.csulb.edu/divisions/aa/research/

Authorized Reviewer: A
reviewer is required to review
all of the information before
“Approving” proposal

Parallel Routing:
College/Department will be
able to review and approve
the proposal simultaneously
so as not to block/lock the
proposal

Steps to Follow:

1. PDF Icon: Review the
proposal attachments by
clicking of the “pdf” icon
(e.g., budget, justification,
FCQOI, etc.)

2. Proposal Number: Each
proposal will be
automatically assigned a
proposal number. Click on
the Proposal Number to
access the proposal
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Proposal Routing and Status — Authorize Proposal

Proposal Dashboard 5 Proposal Routing Stabus
Start ew Progsal
My Propsaly Posossle: by %
Project Nec

Frogasal n My Ln

Lead Investigator: Fangyuan Tian
Fre-aszeq Spending Inbi Spomor: National Instiute of Standards and Techaniogy (NIST)

Project Titke: Carpesin Science for the CSU System

Award Dashboard
Wy s

Aot In Wy U

CertBeations Approvals fppewads | Complnce | StlusHistey | PredwardSpendng | Awats

Fl Certfication inboy

2 Lot Agumainie

Office of Research and foris] who must certify this Proposal
Spossored Programs
Imvestigator

e Lrowrsidy Dot

Eangan T
Jastn Scheans

8/24/2018

a5 been supossstully submited. A leadprintipalinvesSgators and apgranin

Submission Deadine: BII2018

i units Ested below have been nobiied and should electronicaly authorize (in roulng order for Gnis) Ih

(s Bovsl Bathta Tar
i

N R oor Wy K Vg
B sy

Admin Office

Person

Cranged by ot Momid

Cranged by g Mompi

5 peoposal belore & s recaived by ihe Office of Resesech and Sponsored

Nt Yot Fbvtnd

Nt Vit Beond

LR
G405

Authorize Proposal: After
reviewing the required internal
documents, click “Authorize
Proposal” to move forward with
certification

Paper Clip Tab: Location of
required internal clearance
documents. (Refers to the same
documents accessed using the PDF
Icon under “Unit Approval”)

Authorizing Person(s): List of
individuals assigned to
review/approve the proposal

Authorizing Decision: Provides
Status of Routing

Steps to Follow:

1. To move forward with
certification of the proposal
("Approve Routing”), click on the
“Authorize Proposal.” This action
will direct you to the “Proposal
Certification” screen to complete
the process.

2. Reject Proposal: If you do not
agree with the internal clearance
information provided, PLEASE
DO NOT “Reject Proposal,”
instead, contact the Pre-Award
specialist assigned to the PI and
await further instructions.
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PI/PD responsibility to review the statement of responsibilities with respects to the proposal

before completing the approval process.

HONE | MY DASHEOARD | REFORTIVG | LOGOUT

»» Propasal Certification

In my role as an investigator, | understand and cerify that:

+ The information submitied wihn fhis apphcabon s bus, complete and acturatis b the best of my knatefedge. Any flse, fickous, or rauduent skakements or clams may subject e Organaztion, and the investigaters b crminal, civi or adminisiabve penalies
o | have the responsibiy for the scientfic, ical and ethical conducl o e project and ko provide the requied progress repods f an award s made

o |l comply with &l relevant stale and federal requiations, Universiy polces and conrathual obigabons in administering the resutant awand

+ | have reviewed sppicabie L S Export Control requirements and Universiy policy on Export Conlros and wil comply with the export conll requirements

v [Tihis s an NIk appication, | wil comply with the NIH Polky on Public Actess

v | will work lo-eaeere

T i refationship with e spamemafais profect i eithet free of confict of interest or consistent wilh & previously disciased confictof iferest management pian

* Please enter any comments you might have regarding this proposal.

Submit Certfication

s

8/24/2018

Please enter any comments
you might have regarding
this proposal: Location to
add comments in respects to
the proposal (Optional).
Note that comments entered
are permanent and can not
be deleted or modified

Submit Certification: If
information corresponding
to the proposal are to the
required standards, please
indicate your approval by
clicking “Submit
Certification”. This action
completes the approval
process.



CALIFORNIA STATE UNIVERSITY

ILONG BEACH Office of Research & Sponsored Programs

Unit Approval Inbox

http://web.csulb.edu/divisions/aa/research/

After certification has been submitted, Cayuse SP will navigate back to the Unit Approval

Inbox.
LN
HOME | MY DASHBORRD | REPORTING | LOGIOUT
p S—————

Proposal Dashboard »> Unit Approval Inbox

Start New Proposal

ToBe Authorized | Previously Reviewed
My Progosals

Froposals In by Und Below s a list of proposals that require your authorization as a unit proposal approver,

Pre-Auward Spending Inbox
Award Dashboard

My Awards

Fuards in My Unit
Certifications/Approvals

Project Name Sponsor

P Certfication Inbox

Unit Approval inbax »
Office of Research and Sponsored
Programs
4300 State Unversity Orne
S 302
Leng Baach, CA 00315

Prone: 582-085-8147

Emat QRSP Preward@esulb ey

cayuse
B sp

8/24/2018

Reviewer has completed
the Routing Review and
Approval process. What
happens next?

Log Out: If no more
proposals remain in your
inbox for review, you may
“Log-Out” of Cayuse SP.

To be Authorized Tab: To
review additional Routing
Proposals in your Inbox,
you can access them here.
Click on “Proposal Number”
and start process over
again (reference screens 4-
6)
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