
Cayuse Proposal and 
Award Management

Latoya Watkis -Stewart
Associate Director, Grants and Sponsored 

Programs
Office of Research

lwatkisstewart@ccny.cuny.edu | 212 -650-7904
October 12, 2023



WHAT IS CAYUSE?
Cayuse is an Electronic Administration Software (eRA) 
package that is designed to simplify the preparation 
and electronic submission of proposals. 

❖ Easy electronic approvals
❖ Data Accuracy
❖ Easy to Manage



CAYUSE MODULES AT CCNY

● Cayuse: Sponsored Programs (SP)

● Cayuse: 424

● Cayuse: Animal Oversight (IACUC) -
NEW in Spring 2024



CAYUSE SPONSORED 
PROGRAMS (SP)



WHAT IS CAYUSE SPONSORED PROGRAMS?

Cayuse Sponsored Projects (or, Cayuse SP) module allows PIs to 
quickly and accurately prepare a proposal for internal routing 
and review, acts as the central hub in which research 
administrators gain full transparency into the entire research 
lifecycle, from awards, budgets, to accounts. In conjunction 
with the Research Foundation's web report accounting portal, 
it helps the PIs and the college research administrators to 
access the award records.



WHY CAYUSE SP?

❖ Easy Proposal Case Management 
❖ Institutional Oversight
❖ Departmental Approvals
❖ Research Compliance Flags
❖ Award Management



CAYUSE SP: PRE-AWARD PROCESS



Submission Timeline



CAYUSE SP: PRE-
AWARD PROCESS 

First contact email from 
Grants Office once PARS is 
received and Cayuse SP case 
is created.



CAYUSE SP: PRE-AWARD PROCESS - LOGGING INTO 
CAYUSE

Click Research tab and 
navigate to Office of 
Research



LOGGING INTO CAYUSE CONTINUED

Click Sponsored 
Programs and 
Navigate to Cayuse 
System



LOGGING INTO CAYUSE CONTINUED

Click to log in



LOGGING INTO CAYUSE CONTINUED

First time 
users can also 
log in from the 
Office of 
Research web 
page.

PIs and other authorized users can 
change password and username 
here.



LOGGING INTO CAYUSE 
CONTINUED

Username Format : First letter of 
first name, full lastname, all 
lower case letters, no spaces.

Password : New users: A temporary password 
will be created by GSP.



CAYUSE SP: PRE-AWARD PROCESS



CAYUSE SP: PRE-
AWARD 
PROCESS

PIs click here to see 
all their proposals…

….and here to view 
proposal awaiting PI 
and Co-PI certification.

Deans, Chairs and others click 
here to view proposals.

and here to approve.



CAYUSE SP: PRE-AWARD PROCESS

“Submitted” means routed for 
internal approval, not 
submitted to sponsor

Click Proposal Number for 
detailed view.



CAYUSE SP: PRE-AWARD PROCESS



CAYUSE SP: PRE-AWARD PROCESS



Internal Approval – Last 5 days

5 business days
before deadline

Grants Administrator 
initiates approval routing.

4 business days
before deadline

Chair Approval

3 business days
before deadline

Dean  Approval

2 business days
before dead line

Associate Provost and GSP Approval

Submission

GA does final review submits proposal 
and notifies PI



CAYUSE SP: PRE-AWARD PROCESS - ROUTING EMAILS

Email to 
PI after 
routing

Email to 
Department 
Chair after 
routing



ROUTING EMAILS CONTINUED 
Email to Dean 
after Department 
Chair’s approval



CAYUSE SP: PRE-AWARD PROCESS -
APPROVALS 

Sign in from the URGENT email

o Click link to Cayuse SP 



APPROVALS CONTINUED 

Click Unit 
Approval Inbox



APPROVALS CONTINUED
List proposals that 
needs to be authorized.

List proposals that were 
previously authorized.

Click proposal 
number to view 
proposal details.



APPROVALS CONTINUED

Click view 
IPF.



APPROVALS CONTINUED

Click for 
authorization.

Click to 
reject 
proposal



APPROVALS CONTINUED

After review 
add 
comments,  if 
any. Click to 

submit 
authorization
.



EMAILS AFTER APPROVAL 

Email to Lead 
PI and GSP 
after the 
proposal is 
authorized .



CAYUSE 424 or 
CAYUSE SYSTEM TO 

SYSTEM (S2S)



WHAT IS CAYUSE 424?

Cayuse 424 (S2S) module is a web-based software service that 
provides faculty researchers and support staff an easier, faster 
interface to Grants.gov for submitting research proposals to 
federal agencies. It .is a system-to-system submission for 100% 
of Grants.gov opportunities posted by NIH, NSF, AHRQ, CDC, 
NIFA, ONR, CDMRP, DoD, and other U.S. federal agencies. 



WHY CAYUSE 424?

❖ Entry of SF-424 data online rather than as a PDF.
❖ Auto -population of institutional data in the SF -424 

forms.
❖ Advanced validation of Grants.gov proposals based on 

sponsor rules, which allows for reduced submission 
errors.



CAYUSE 424: PRE-AWARD PROCESS - EMAIL 
INFORMING PI OF ACCESS TO PROPOSAL 

SPACE



CAYUSE 424: PRE-AWARD PROCESS -
PROPOSAL SUBMISSION

Cayuse 424 - For ALL PROPOSALS 
submitted via grants.gov



PROPOSAL SUBMISSION CONTINUED

Click on proposals 
to show proposals.

Click to show all 
your proposals.



PROPOSAL SUBMISSION CONTINUED

Click proposal name to 
edit.

Clicking the letter R will open the proposal space in 
view only.



PROPOSAL SUBMISSION CONTINUED



PROPOSAL SUBMISSION CONTINUED



QUESTIONS?
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