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Zoom Instructions - Annotations

Select “View Options”
Select “Annotations”

At the top of this screen:
01

Select “Stamp” 
Choose (click) any stamp

Choose a stamp
02

Put you stamp in the box to the left
Practice 03



Cayuse Overview01
Cayuse SP and 424 Functions



Cayuse

Unit Roles list and System 
Administration applications

System Administration

Internal routing and 
approval

Cayuse SP

Cayuse 424
Application submission to 
most Federal sponsors



Cayuse SP

Department Chair endorsement
SPO approval

Advance Account Request Routing

Lead PI and co-PI certification
Department Chair and Dean authorization
SPO approval

Proposal and Award Modification Routing

Award Record Repository
Record of proposals, awards and subawards
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Cayuse SP Dashboard
Create an Internal Processing Form (IPF)
• Proposal
• Some Award Modifications 

View Proposals where you are: 
• The Proposal Owner
• On the Investigators/Research Team

View Proposals where you have 
Proposal Data Access (for the Admin 
Unit)

Approve/Endorse Advance Account 
Requests
• Pre-Award Spending Approver

View Awards where you are on 
the Investigators/Research Team 

View Awards where you have 
Award Data Access (for the 
Admin Unit)

Certify Proposals where you are 
the Lead PI or co-PI

Approve/Authorize IPFs as Unit 
Head
• Admin Unit
• Units on Investigator/Research 

Team tab



Internal Processing Forms (IPFs)02
Submit an IPF for proposals and some significant award amendments



Internal Processing Forms (IPFs)
• Internal routing and approval form at UC Davis
• Lead PI and co-PI provide confirmation they 

are supportive of the project before SPO 
assignment

• Unit Head and Dean, if required, approval of:
• Proposal submission to sponsor
• Cost-shared effort



Internal Processing Forms (IPFs)
Proposals 
• New
• Competitive Renewals
• Resubmissions
• After-the-Facts

Significant Award 
Amendments
• Change in Principal 

Investigator
• Change in Administrative Unit
• Change in Cost-Sharing

01 02

Routes to SPO Proposal team 

Except, ATFs route to SPO Award team

Routes to SPO Award team 



Is an IPF Needed? 
IPF No IPF

A proposal to NIH for a new 
submission. 

A proposal to NSF for a 
resubmission. 

A change in PI request.

A progress report to USDA.



Is an IPF Needed? 
IPF No IPF

A proposal to NIH for a new 
submission. 

A proposal to NSF for a 
resubmission. 

A change in PI request.

A progress report to USDA.



Proposal Submission03
Submitting a proposal to Sponsored Programs for review and approval



Cayuse SP 

Follow and check the status 
online. 

Contact your assigned 
analyst for more 
information. 

Subaward Analyst is listed 
in Subcontract Notes. 

Guidelines
Review the Handbooks
and the IPF pages

Use the Resources

All Approving Units
require an IPF Approver

Confirm IPF Approvers

Provide required 
information & 
documents

Follow the Rules

Check the Status and 
ensure received by SPO 
at least 5 business 
days before deadline

Monitor Routing

https://spark.ucdavis.edu/training/


Complete IPF with Lead PI and co-PI Certifications and IPF 
Authorizations

Completely Routed and Authorized IPF

Strongly encouraged even if NOT required by the sponsor
Budget Spreadsheet

Strongly encouraged even if NOT required by the sponsor
Budget Justification

May submit a draft and provide the final before submission to 
sponsor

Scope of Work

Minimum Proposal Documents for SPO 
Assignment



Demo: Entering an IPF in Cayuse SP

https://youtu.be/_b6LjRUdkYs


Approving Units



Approving Units



Approving Units



Enter an IPF

1. Login to Cayuse SP UAT: 
https://ucdavis-uat.cayuse424.com
• Username: amieadmin
• Password: training

2. Select “Cayuse SP”

3. Select “Start New Proposal”

4. Complete a Proposal/IPF based on 
the proposal scenario and budget. 
• Enter your name or initials in the 

“Short Project Name” field
 Ensures your partial SDPS credit 

for the class

https://ucdavis-uat.cayuse424.com/


Proposal Routing and Approval04
Routing and approval process and statuses



Required Certifications and Approvals

Lead Principal Investigators and co-
Principal Investigators

Certifications

Unit heads and deans, if applicable, of the 
administering unit and “home” units of 
personnel on the Investigators/Research 
Team

Authorizations

Sponsored Programs, as the admin office
Approval

Internal Processing Forms serve as documentation of certifications and approvals. 



Proposal Review Types
Full Review

≥ 5 Business Days
Limited Review

< 5 Business Days
No Review

• Campus & sponsor 
requirements

• Financial & regulatory 
compliance

• PI & institutional eligibility
• Terms & conditions, if 

applicable
• Submission: Final 

packages should be 
submitted to SPO two 
business days prior to 
submission deadline 
(preferred);  at a minimum, 
three hours prior to 
submission deadline

• Indirect cost rate, based on 
information as submitted

• Additional items as time 
may allow

• Reserve right to negotiate 
at time of award

• Submission: As soon as 
practicable, although we 
cannot guarantee an error-
free submission or that the 
submission will be 
completed due to factors 
such as volume or system 
issues

• No review
• Reserve right to negotiate 

at time of award
• Submission: As soon as 

practicable, although we 
cannot guarantee an error-
free submission or that the 
submission will be 
completed due to factors 
such as volume or system 
issues

Sponsored Programs is open from 8:00 a.m. to 5:00 p.m.  All proposals must be submitted to sponsors before 5:00 p.m., even if the sponsor has listed a later 
submission time.



Is Certification/Authorization Required? 
Person Must Certify Person’s Unit Head Must 

Authorize
Investigator

Principal Investigator (co-PI)

Proposal Editor

Lead Principal Investigator



Is Certification/Authorization Required? 
Person Must Certify Person’s Unit Head Must 

Authorize
Investigator

Principal Investigator (co-PI)

Proposal Editor

Lead Principal Investigator



Demo: Checking IPF Status and SPO Assignment
Find the IPF from My Proposals or Proposals in My Unit

https://youtu.be/Y_g0unHZQJc


Cayuse SP Statuses
Record Type Status Definition

Proposal Submitted to Sponsor Proposal has been submitted to 
the sponsor

Withdrawn Proposal withdrawn by PI

Not Funded Proposal not funded by the 
sponsor

JIT Request Received SPO or PI received a JIT request 
from the sponsor

JIT Request Approved SPO has approved the JIT 
information provided by the 
PI/department

JIT Request Unsubmitted The PI decided not to submit JIT 
information

Funded Notice of Award received by the 
sponsor (This does not mean the 
award has been executed)



Cayuse SP Statuses
Record Type Status Definition

Proposal Unsubmitted Not submitted for routing
Dept Approval in Process Pending IPF approvals
Admin Office in Process Received by SPO but not 

assigned

PS Review Under review by Proposals 
Analyst

CS Review Under review by Awards 
Analyst

Proposal Approved Proposal approved for 
submission to sponsor

Proposal Reopened Proposal reopened for 
department to edit



Cayuse SP Statuses
Record Type Status Definition
Award Active The award has been fully 

executed and routed to 
Contracts and Grants 
Accounting

Pending The award is not fully 
executed

Subaward (Awaiting) Admin Dept Action is required by the 
PI/department

(Awaiting) Award Mgr/Analyst Action is required by the 
Award Analyst

(Awaiting) Subcontractor Action is required by the 
Subrecipient

Fully Executed The Subaward is fully 
executed and has been sent 
to CGA
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Questions
1. What does the proposal team verify for RCI – COI during the 

proposal process; if form 800 is created in the ecoi system if 
the proposal requires one?

2. When is the project folder created for the proposal.
3. How is the after the fact award entered; will there always be at 

least a proposal shell created.
4. Does the proposal team verify anything if there are animal 

subjects at the proposal stage; i.e. IACUC protocol in process?



Contact Us

Sponsored Programs
Office of Research
University of California, Davis
https://research.ucdavis.edu/proposal
s-grants-contracts/spo/

Tel: +530 754 7958
Email: 
kobelleiro@ucdavis.edu

Kassie M. Obelleiro
Training Officer

How was today’s session? http://bit.ly/BAASICS-Eval

https://research.ucdavis.edu/proposals-grants-contracts/spo/
mailto:kobelleiro@ucdavis.edu
http://bit.ly/BAASICS-Eval


Resources05



Common Acronyms
• AB20: Assembly Bill 20

• BAA: Broad Agency Announcement 

• BUA: Biological Use Approval

• CGA: Contracts and Grants Accounting

• COI: Conflict of Interest

• ERA: Electronic Research Administration

• F&A: Facilities & Administrative rates; also referred to 
as indirect cost rate (IDC or ICR) or “overhead”

• FOA: Funding Opportunity Announcement

• GMS: Grant Management System

• HASTOC: Human Anatomic Specimens and Tissue 
Oversight Committee

• IACUC: Institutional Animal Care and Use Committee

• IPF: Internal Processing Form

• IP: Intellectual Property

• IRB: Institutional Review Board

• PI: Principal Investigator

• RCI: Research Compliance and Integrity 

• RCR: Responsible Conduct of Research

• RFA: Request for Applications

• RFP: Request for Proposals 

• PHS: Public Health Service

• PRAM: Progress Report Additional Materials (NIH)

• RPPR: Research Performance Progress Reports

• SBIR: Small Business Innovation Research 

• SNAP: Streamlined Non-Competing Award Process 
(NIH)

• SPO: Sponsored Programs unit in the Office of 
Research

• STTR: Small Business Technology Transfer



Sponsor Resources
• National Institutes of Health (NIH) Application Guide
• National Science Foundation (NSF) Preparing Proposals
• US Department of Agriculture (USDA): “Apply for Grant” 
• National Endowment of the Humanities (NEH): “How to Write a 

Successful Level I DHAG Proposal”
• Links to Other Funding Sources

https://grants.nih.gov/grants/how-to-apply-application-guide.html
https://www.nsf.gov/funding/preparing/
https://nifa.usda.gov/apply-grant
https://www.neh.gov/blog/how-write-successful-level-i-dhag-proposal
https://research.ucdavis.edu/proposals-grants-contracts/funding-opportunities/links-to-funding-sources/


UC Davis Resources
• Funding Opportunities and Limited Submissions Program, Office of Research
• Proposal Preparation Checklist: Applicable to all proposals materials
• Interdisciplinary Research Support (IRS) unit

• Templates and Samples 

• Call for Proposals Checklist: Consider using the checklist during review of the sponsor guidelines
• Proposal Preparation and Submission Toolkit
• Senior/Key Personnel Descriptions
• NSF Biosketch Tipsheet
• Preparing a Proposal Budget Toolkit
• Budget Justification Checklist
• Guidance for submitting proposals/IPFs that involve cost sharing
• Cayuse SP Instructions

• Cayuse SP Quick Reference
• Cayuse SP Quick Start Guide for Principal Investigators and Departmental Staff
• Cayuse SP Handbook for Department Contract & Grant Staff, Principal Investigators and Approvers
• Cayuse SP Interactive How-to Guide Written Instructions

• Subaward Processing Checklist – Departments/Principal Investigators
• Handbook for Submitting a Proposal with Subawards
• Table: Subrecipient, Contractor/Vendor, Consultant?
• Subaward or Contractor (Vendor) Guidance
• Sponsored Programs Research Administration Kiosk (SPARK) Website 

https://research.ucdavis.edu/proposals-grants-contracts/funding-opportunities/links-to-funding-sources/
http://research.ucdavis.edu/proposals-grants-contracts/spo/spo-proposal/proposal-preparation-checklist_v2spo-clean/
https://research.ucdavis.edu/offices/irs/
https://research.ucdavis.edu/offices/irs/
https://research.ucdavis.edu/wp-content/uploads/03-Call-for-Proposals-Checklist.pdf
https://research.ucdavis.edu/wp-content/uploads/Proposal_Prep_Submission_Toolkit_07032019.pdf
https://research.ucdavis.edu/wp-content/uploads/Senior_Key-Personnel-Table_110618.pdf
https://research.ucdavis.edu/wp-content/uploads/NSFBioTipsheet_FINAL.pdf
https://research.ucdavis.edu/wp-content/uploads/Preparing-a-Proposal-Budget-Toolkit.pdf
https://research.ucdavis.edu/wp-content/uploads/Budget-Justification_Checklist.pdf
https://research.ucdavis.edu/wp-content/uploads/Cost-Sharing-Guidance_060418.pdf
https://spark.ucdavis.edu/wp-content/uploads/SP-PIs-and-Dept-Admins-Quick-Reference.pdf
http://spark.ucdavis.edu/wp-content/uploads/Quick-Start-Guide-End-users-v4-013018.pdf
http://spark.ucdavis.edu/wp-content/uploads/End-users-v13.pdf
http://spark.ucdavis.edu/wp-content/uploads/Written-Instructions.pdf
https://research.ucdavis.edu/wp-content/uploads/Subaward_PI-Department_Checklist.pdf
http://spark.ucdavis.edu/training/handbook-for-submitting-a-proposal-with-subawards_may2018/
https://research.ucdavis.edu/wp-content/uploads/Sub-Table.pdf
https://research.ucdavis.edu/wp-content/uploads/Subaward-v-Vendor-Guidance-Document.pdf
http://spark.ucdavis.edu/training


Sponsored Programs Contacts
• SPO Contact Us webpage: http://research.ucdavis.edu/contact-

us/sponsored-programs/
• Proposals: proposals@ucdavis.edu
• Awards: awards@ucdavis.edu
• Subawards: subawards@ucdavis.edu
• Closeouts: closeouts@ucdavis.edu
• eRA Help:  SPOeRAhelp@ucdavis.edu
• Cayuse Help Desk: ORCayuseHelp@ucdavis.edu
• Training:  SPOTraining@ucdavis.edu

http://research.ucdavis.edu/contact-us/sponsored-programs/
mailto:proposals@ucdavis.edu
mailto:awards@ucdavis.edu
mailto:subawards@ucdavis.edu
mailto:closeouts@ucdavis.edu
mailto:SPOeRAhelp@ucdavis.edu
mailto:ORCayuseHelp@ucdavis.edu
mailto:SPOTraining@ucdavis.edu


Office of Research Listservs
• C&G Listserv: https://lists.ucdavis.edu/sympa/info/ovcr-cg
• Other Office of Research Listservs: 

http://research.ucdavis.edu/resources/listserv-subscriptions/
• Core Facilities Program
• Digital Millennium Copyright Act (DMCA)
• Funding
• Institutional Review Board (IRB)
• Research Compliance and Integrity (RCI)
• Responsible Conduct of Research (RCR)
• Research Unit Lists 

• SPARK: https://lists.ucdavis.edu/sympa/subscribe/spark_info

https://lists.ucdavis.edu/sympa/info/ovcr-cg
http://research.ucdavis.edu/resources/listserv-subscriptions/
https://lists.ucdavis.edu/sympa/subscribe/spark_info


Research 
Administration Forum
Join us via Zoom the fourth 
Wednesdays at 8:30 am!

Watch previous forums on YouTube

https://zoom.us/j/958409717
https://www.youtube.com/channel/UC5tWJ6oF2G5nYarcdAK9SwQ


Live and Recorded Learning Opportunities

Budget, Application, Award and System 
Instruction for Comprehensive Skills 
(BAASICS) are training sessions 
designed to help contract and grant 
administrators at UC Davis build and 
hone their research administration 
skills.
Learn more

SPO BAASICS

SPO offers classes in the Research 
Administration Certificate Series (RACS) 
and the eRA Train the Trainer certificate 
series. 

Staff Development and Professional 
Services Classes

https://research.ucdavis.edu/proposals-grants-contracts/spo/spo-training/
https://hr.ucdavis.edu/departments/learning-dev/certificate/research-admin
https://hr.ucdavis.edu/departments/learning-dev/certificate/eRA
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