
  

 

 

 

 Updated 9/11/2023 

Entering a Proposal in Cayuse 

Log in to Cayuse at: h ps://mtu.app.cayuse.com 

If prompted, your username and password are your Michigan Tech ISO username and password. 

Note: all ac ve faculty and staff are automa cally given access to the Cayuse system, as basic users. 

Once logged in, click on the “Sponsored 

Projects” menu item form the Product 

drop down menu found on the upper 

right corner of the screen. 

https://h�ps://mtu.app.cayuse.com


  

 

 

   

 

 

This is the main screen for the Sponsored Programs Module from here the user can: 

 Start a new proposal 

 Review a proposal that is In Development, Under Review, approved, Submi ed to Sponsor, Under Considera on, Funded or 

Closed 

 Create basic reports for proposals and awards (access is restricted based on user role). 

To start a new proposal: 

1. Click on “Start New Proposal” 

2. Choose whether this new proposal submission is 

or is not related to an exis ng proposal. 

3. If the new proposal is related to an exis ng pro-

ject search for the exis ng project by typing in 

project number or project tle. Click “Add New 

Proposal to Project” a er project is located. 

Search p: If searching by project number, using the 

middle four numbers works best. In this example, 

type in 0163. 

4. If the new proposal in NOT related to any ex-

is ng project, enter a tle for the new project.  

This tle will represent the project as a whole 



 

  

 

   

 

  

 

 

 

The Menu on the le  side of the proposal form shows all of 

the sec ons that must be completed for the proposal submis-

sion. The red circle represents the number of required items 

in each sec on.  The number of required items may change 

during form comple on based on how certain ques ons are 

answered. 

Each required ques on is designated with a red asterisk (*). 

General Info Tab 

Proposal Title (Required) - Enter a tle for this proposal—it might be the same as the project tle or specific for this incre-

ment of work. 

Project Start (Required) - Select a start date for the project. Click in the field to ac vate the calendar func on. 

Project End Date (Required) - Select an end date for the project. Click in the field to ac vate the calendar func on. 

Sponsored Programs Analyst (Op onal) - Choose the analyst assigned to this proposal (if you know who it is). Click in the 

field to ac vate the dropdown list. 



 

  

   

   

 

 

 

 

   

 

 

  

 

 

 

Sponsor Information 

Name of the organiza on that the proposal is being submi ed to: 

(Required) 

 Begin searching by typing the organiza ons name. See Searching Tips below. 

 If the organiza on name is not found, choose “Not Available” and enter the new organiza on name in the field labeled “If 

Not Listed, Indicate the Organiza on name”; it will display below the ini al ques on. 

Note: The “Not Available” will create a task for central administra on to ini ate the addi on of the new sponsor and the up-
da ng of the sponsor field within the proposal form. 

Sponsor Contact Informa on (Op onal) - Enter any names, phone numbers, email address, etc. This is important informa on 

for both preparing a cover le er (if necessary) and for sending the proposal via email or mail. 

Prime Sponsor: 

If the funding will originate from a source that is different than the organiza on that the proposal is being submi ed to, then 

choose the organiza on name of that source here. 

 Begin searching by typing the organiza ons name. See Searching Tips below. 

 If the organiza on name is not found, choose “Not Available” and enter the new organiza on name in the field labeled “If 

Not Listed, Indicate the Organiza on name”; it will display below the ini al ques on. 

Note:  Leave this field blank if unknown. 

Searching Tips: 

You may need to try searching several ways to find some organiza ons. For example: 

 Federal organiza ons are generally paired within their overarching organiza on and include its acronym (e.g.  US Dept of 

Defense/Defense Advanced Research Projects Agency(DARPA) or US Dept of Health & Human Services/Na onal Ins tutes 

of Health(NIH)). Begin searching by typing “US Dept of Defense” or “DARPA”;  or “US Dept of Health”, “NIH” or “(NIH)”. 

 Universi es with mul ple loca ons generally include the loca ons in the name descriptor such as University of Minnesota/ 

Duluth and University of Minnesota/Twin Ci es. Begin searching by typing “University of Minnes”. 



 

 

 

 

Are you responding to a 

Request for Proposal (RPF) 

or solicita on? (Required): 

If answered as “Yes”, share 

the proposal guidelines if 

possible. 

Proposal Guidelines (Op onal): 

If “URL” is selected, a URL must be entered in the 

box that is displayed. 

If “A achment” is selected, a file must be uploaded 

If “None” is selected, no ac on is necessary.
OR 

Does the sponsor have a 

deadline? (Required): If 

answered as “Yes”, select 

the sponsor’s deadline date 

and me from the calen-

dar. 

Note: Click in the Sponsor 

Deadline field to ac vate 

the calendar func on. 



 

 

 

Or, if answered as “No”, 

select the desired submis-

sion date and me from the 

calendar. 

Sponsor Program Name (Op onal) -

Enter the program name applicable to 

the project (example: NSF: CAREER). 

How will this proposal be sub-

mi ed?* (Required) - Choose how 

the proposal is to be submi ed. 

Click in the field to ac vate the 

dropdown list. 



  

   

 

 

 

 

 

General Proposal Information 

Center/Ins tute (Op onal) - Choose any applicable center or ins tute associated with the project by clicking in the field to 

ac vate the dropdown list. Up to three centers/ins tutes may be added by checking the “Add Another Center or Ins tute” 

box to add them.  

Ac vity Code (Required): Choose the applicable ac vity code. Click in the field to ac vate the dropdown list. 

Defini ons can be found at: Ac vity Codes 

Choose the area(s) that describe this work (Required): Choose one or more of the available op ons to describe the area of 

work. Click in the field to ac vate the dropdown list. 

Proposal Type (Required): Choose the applicable proposal type. Click in the field to ac vate the dropdown list. 

Defini ons can be found at: Proposal Types 



 

 

 

 

Does the project involve outreach ac vi es with any K-12 or Community College(s)? (Required) : 

Answer “Yes” if the project involves K-12 or Community College involvement.  Choose the involvement type(s) in the next box 

by clicking in the box to ac vate the dropdown list. 

Does the proposal project include off-campus or off-site research? (Required) 

A file upload op on will display when this ques on is answered “Yes”.  A wri en plan regarding safe and inclusive working 

environments must be a ached.  When this ques on is answered as “No”, no addi onal ac on is required. 

Personnel 

Principal Inves gator Email (Required): Enter the Principal Inves gator’s MTU email address. 



 
 

 

 

 

 

  
  

 
 

 

 
    

 
  

Name: Enter the name for each member of the research team.  All ac ve faculty and staff are automa cally loaded into Cayuse 
and are made available on the selec on list. This screen defaults to the entry of one member. Begin by clicking the Name field 
and start typing the person’s name. Their name will appear in a list from which you can select. 

Role: Click in the field to ac vate the pulldown. Choose only the following roles: 

 Principal Inves gator 

 Co-Principal Inves gator 

 Inves gator 

See Defini ons/Use of Roles 

Internal Associa on: Click in the field to ac vate the person’s available internal associa ons. Choose the appropriate depart-
ment associated with the person being added.; choose only one per individual  People with mul ple appointments/jobs will 
display mul ple departments and the user will choose which department to apply to the proposal. 

This so ware is u lized by many schools and the following informa on is collected and used by many of them, but not by 
Michigan Tech so DO NOT populate the following fields: 

Credit* - DO NOT USE; LEAVE AS 0%! Please note, it will ini ally appear as a blank field and once an individual is entered, it 
displays “0%”. Ignore the * requirement indicated for this field; this is the only required field in the form when leaving it blank 
will not interrupt the rou ng process. 

Cos Share Effort/ Sponsored Effort - DO NOT USE; LEAVE BLANK! 

The can be used to add more research team members. Click it and begin entering their name to start 
the process of entering the team member’s informa on. 



  

 

 

  

 

 

Budget 

Con nues 

Total Budget Start Date (Required): Enter the start date for the budget period. Click in the field to ac vate the calendar func on. 

Total Budget End Date (Required): Enter the end date for the budget period. Click in the field to ac vate the calendar func on. 

The required fields for the budget are: Total Direct Costs, Total Indirect Cost, Total Sponsor Costs, Total Project Costs. 

Budget amounts may be copied over from the Excel budget sheets provided by Sponsored Programs.  Each budget sheet has an 

“Office Use Only” box at the bo om of the budget sheet where these numbers can be obtained.  The Cayuse form includes three 

auto calcula on fields to assist in verifying correct data entry of these numbers.  

Example of Budget Summary from Excel budget 



  

 

 

  

 

  

 

 

 

F&A Base (Required) - Choose the basis to be used for the Facili es & Administra on (F&A) calcula on. 

 MTDC - Modified Total Direct Costs (most o en used) 

 TDC - Total Direct Costs 

 F&A Not Applicable 

 Other - if this op on is chosen, a text box will open that will require a descrip on to be entered 

F&A Rate (Required) - Choose the applicable Facili es & Administra ve (F&A) rate for the work to be performed. 

For off-campus rates, a loca on must be entered in the text box that will appear. 

Are F&A Costs limited by the sponsor, RFP or solicita on? (Required) 

Choose “Yes” if the sponsor has placed a limit on F&A Costs.  If this ques on is answered “Yes”, an explana on must 

be entered into the text box that appears.  If answered “No”, no addi onal informa on is needed. 



   

 

 

 

  

Cost Sharing 

IMPORTANT: A Banweb based cost share form is no longer required for most proposals.  Only proposals with GACS (Graduate 

Assistant Cost Share) are required to submit a Banweb form.  All other projects will require an a achment of a Memo of Under-

standing or acknowledgment email from the financial manager of the cost share sources.   

Does this proposal include funds or contribu ons in the 

form of cost sharing or cash matching? (Required) - If an-

swered “No”, no further informa on is required. 

If answered “Yes”, choose the types of cost share to be 

included (Mandatory, Voluntary, Voluntary Uncommi ed 

and/or External) 

Note—If Mandatory Cost Share is selected, a descrip on of the required cost share must be entered. 

For each type of cost share selected, enter the total 

amount of the cost share, and the unit(s) that are 

providing the cost share. 



 

  

 

  

  

 

 

Are all resources necessary to conduct the proposed work, including adequate and suitable space, equipment and infor-

ma on technology capabili es currently available? (Required) ‐ Choose “Yes” or “No” based on the requirements of the 

work to be performed. 

Will this study use a Shared Facility? (Required) ‐ Choose “Yes” if the project will u lize a Shared Facility.  If “Yes” is select-

ed, choose the Shared Facility/Facili es that will be u lized in the box below. 

A ach the Budget Jus fica on (Op onal) - A ach a file for the budget jus fica on. 

A ach the Budget (Op onal) - A ach the excel budget spreadsheet. 

Memo of Understanding for Cost Share— A ach all documenta on from financial managers providing cost 

share.funds. 



 

 

   

 

   

 

Research Materials 

Does this study involve the use of Radioac ve Materials or other Radia on Hazards? (Required) - Answer “Yes” if the 

study involves the use of any of the following: radioac ve isotopes, devices containing radioac ve sources, radia on pro-

ducing equipment (e.g. X-ray producing machines) or high intensity non-ionizing radia on (e.g. lasers). 

Does this study involve the use of crea on of Hazardous Chemical Materials? (Required) - If this ques on is answered as 

“Yes”, addi onal ques ons will be displayed, and be required to be answered. 

Does this study involve the use of Biological Materials? (Required) - Answer “Yes” if the study involves the modifica on of an 

organism using recombinant/synthe c nucleic acid sequences or involves the use of infec ous agents, cells, ssues, organs, 

exo c/invasive species or biological toxins. 

Does this study involve the use of controlled substances? (Required) - Answer “Yes” if the study involves any substances under 

the jurisdic on of the Controlled Substances Act of 1970. 



    

 

 

  

Research Subjects 

Does this study involve the use of human subjects? (Required) - If Answered “Yes” select all applicable types of human data 

that will be used. 

 Prospec ve collec on of human data or biospecimen via a planned interac on or interven on with recruited par ci-

pants (i.e. surveys, interviews, saliva collec on, blood draws, exercise tests, cogni ve or behavioral tasks, etc.) 

 Retrospec ve review or use of human data or biospecimen originally collected for a different research project or non 

-research purpose (obtaining secondary data or biospecimens from collaborators or commercial vendors, e.g. human 

cells, CT scans, etc.) 

Does this study involve the use of vertebrate animals? (Required) - If this ques on is answered “Yes”, addi-

onal ques ons will be displayed, and are required to be answered. 



Export Control 

The Export Control sec on has six (6) required ques ons. Answer ques ons as they pertain to the project or study.  Some ques-

ons, if answered as “Yes” will require addi onal informa on to be entered. 



 

  

  

 

Subrecipients 

Subaward means an award provided by a pass-through en ty to a subrecipient for the subrecipient to carry out part of an 

award received by the pass-through en ty. It does not include payments to a contractor or payments to an individual that is a 

beneficiary of a sponsored program. 

Does the proposed research include any subrecipients? (Required) - If answered “Yes”, several ques ons including the com-

pany name, contact names, amounts will be displayed.  Addi onal sub recipients can be added by checking the “Add Addi on-

al Subrecipient” at the bo om of each sec on. Up to ten (10) subrecipients may be added. 



   

 

 

 

 

 

Attachments and Submission Notes 

Scope of Work, Narra ve, or Research Plan 

(Required) - Upload documents pertaining to the 

scope of work or plan for this project. 

Addi onal A achment (Op onal) - A ach any 

other documents to be included with the proposal 

such as biosketches. 

Submission Notes (Op onal) - This is a text field 

where any special notes or instruc ons can be in-

cluded. 



 

  

  

 

Application Abstract 

Applica on Abstract (Required) —I give permission to make this abstract publicly accessibly to other MTU inves-

gators - If answered “Yes” a succinct and accurate descrip on of the proposal (no more than 1,000 words) must 

included in the text box that appears. 

Sponsored Programs Office Use Only—This sec-

on will be completed the Sponsored Programs 

analyst upon proposal submission.  This sec on 

should NOT be completed by the form ini ator (i.e.  

- Principal Inves gator, department coordinator, 

etc.) 



 

 

 

This sec on is non-editable. The Outside Interests module is integrated to auto-

create a project-related Conflict of Interest Disclosure cer fica on form for 

each research team member to complete as part of the proposal rou ng and 

submission process. The informa on related to each cer fica on will display 

here. 

Note, it may take some me for the details to appear in the sec on. 

Route For Review 

When all of the required ques ons 

have been answered in each sec on 

of the form, the blue “Route for 

Review” bu on will become ac ve. 

Clicking the “Route for Review” will 

begin the process of rou ng the 

form for all reviews and cer fica-

ons/approvals.  

All cer fica ons and approvals must 

be completed before the proposal is 

submi ed to the sponsor. 



 

 

  

 

 

  

Certifying a Proposal 

The Principal Inves gator and each Co-Principal Inves gator and Inves gator will receive an email no fica on for any proposal 

that they are listed on as a member of the research team during the proposal route for review process reques ng their review 

and cer fica on. 

Sample email: 

 Clicking the link in the email will bring the user directly into the proposal to be reviewed and cer fied. 

 Proposals to be reviewed and cer fied can also be found on the “My Tasks” screen when a user ini ally logs into Cayuse. 

Click on the task to open the proposal to review and cer fy it. 

To cer fy a Proposal: 

 Click “Cer fy Proposal”. 

 Review the proposal. 

 Choose “Approve” from the Review Decision menu. 

 Click on “Save”. 

 Note: Choosing “Return to Development” will stop the rou ng process.  A comment is required to be entered before 

the decision can be saved. Also, if you choose this, it does not generate any auto-no fica ons. Please contact the SPO 

analyst to alert them of your selec on. 



 

 

 

Viewing Proposal Routing History 

The rou ng tab allows the proposal’s reviewers to see who is involved in the rou ng workflow and other relevant informa on for 

the proposal. To view the rou ng of a proposal: 

1. Open the proposal. 

2. Click on the “Rou ng” tab. 

3. This tab will show each step of the rou ng history, as well as the status of that step.  Cer fica ons and approvals will also dis-

play the date the step was completed. 



 

Viewing Proposal History 

The history tab displays the full historical scope of the proposal for all of its reviewers, including the crea on date and other rele-

vant informa on. To view the history of a proposal: 

1. Open the proposal. 

2. Click on the “History” tab. 



 

 

 

 

 

  

Providing View and Edit Access to a Proposal 

A person that is assigned to any proposal or award in Cayuse will automa cally have view access to those proposals and awards. 

The “Access” on the proposal allows the user to update who has access to view or edit a proposal.  By default, the creator of a pro-

posal and the Internal Cayuse administrators, Sponsored Programs Administrators and department Administrators have access to 

proposals. 

To grant permissions to an addi onal person: 

1. Open the proposal. 

2. Click on the “Access” tab. 

3. Click on “Edit” or “Add a Person”. 

4. Begin typing the person name in the “Person” field. 

5. Check the “View” or “Edit” box. 

6. Click “Save” when complete. 



 

 

 

 

 

 

Assigning Tasks in a Proposal 

To assign a task on a proposal: 

1. Open the proposal. 

2. Click on the “Tasks” tab. 

3. Click on “New Task”. 

4. Begin typing the person name in the “Assign To” field and choose a Due Date. 

5. Enter text for the task. 

6. Click “Assign and Send”. 

7. The person assigned to the task will then receive an email no fying them that a task has been assigned, and provide a link to 

the proposal. It will also display on their Home page in “My Tasks”. 

To close a task assigned to you: 

 Click on the task. 

 Change the task status to “Closed”. 

 Click “Save Changes”. 



Notes on Proposals 

To save notes to a proposal: 

1. Open the proposal. 

2. Click on the “Notes” tab. 

3. Enter the text for the notes and click “Save”.  Notes can contain text, hyperlinks. 

4. All notes, with the user name and date are saved at the bo om of this tab. 



  

 

Viewing Attachments 

To view all a achments for a proposal: 

1. Open the proposal. 

2. Click on the “A achments” tab. 

3. To upload an addi onal a achment, choose the a achment type and then upload the file. 

4. To view an a achment click on the a achment name and download the file. 
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