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 Find an IPF that you started or in which 
you are listed on the Investigators/ 
Research Team tab.  

View all IPFs submitted through an 
Administrative Unit for which you have 
Proposal Data Access.   

Start an Internal Processing Form (IPF), 
also referred to as the “proposal.” 

 

Certify IPFs for which you are listed as 
Lead PI or Co-PI.   

 

Email ORCayuseHelp@ucdavis.edu for 
technical assistance with Cayuse.  

 Authorize (provide admin unit approval) 
all IPFs for a unit that has assigned you  
the Cayuse role of IPF Approver. 

mailto:ORCayuseHelp@ucdavis.edu
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Prepare and Submit a Proposal 

  

 

For a subaward proposal, indicate the original sponsor here. 

 

The institution that will send us the funding.  
For a subaward, this could be a pass-thru entity.  

 

If submitting an admin unit or PI change request, 
enter the “old” unit here so they can approve.  

 

Short Project Name is for internal use. See 
instructions at top of Cayuse webpage.  

 

Enter time in military format (i.e., 17:00 for 5:00 
PM), select Pacific for Davis, and click Receipt  

 

Do NOT pair proposals. This 
creates technical errors.   

 

If a sponsor is not found, check the spelling and try again. If 
still not found, select Miscellaneous Sponsors to continue then 
add sponsor details under Submission Notes (next screen).  
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A green checkmark will display when a tab 
is complete. The first page completed 
becomes the General Information tab. 
 
In order to submit, all tabs other than 
Submission Notes require a green 
checkmark.    
 

 

Use Submission Notes to share details 
with reviewers that may help expedite 
their review.  
If Miscellaneous Sponsors was selected 
above, enter sponsor details so that SPO 
can add it to the Cayuse system. 
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Read the top of each tab for completion 
instructions and other key information. 

 

Click Edit (on right) to update the 
Unit when instructed to do so. 

 

This link opens an external PDF 
that helps you determine 
Person Months 

 

The first name entered 
becomes the Lead PI.  
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Approving Units tab 
 

 
 

Submit for Routing 

 
Best practices:  
 

1. Immediately after submitting the Cayuse SP IPF, encourage the PI and any named Co-PIs to access Cayuse SP and 
certify the proposal (more about certifying on next page)  
 

2. As soon as the Cayuse SP IPF is routing internally for approvals, begin populating the proposal in an external 
submission system approved by the sponsor. 
 

3. When SPO notifies you they have received the routed IPF, provide them access info so they can review the 
proposal in the sponsor’s submission system at the same time.  

 
 

  

 

Use the Routing Order to re-order Approving Units as 
needed due to “Rollup” units. Order rollup units after 
the unit they are rolling-up from. 
 
Make sure there’s no break in the Routing Order 
numbers as this can pause the routing process.   
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Certify a Proposal 

Cayuse SP will email the Lead Principal Investigator and any co-Principal Investigators to request certification. The Lead 
Principal Investigator and all co-Principal Investigators must certify IPFs before assignment to a Sponsored Programs 
analyst.  
 
IPFs received without all required certifications will be returned, delaying the review and submission process.  
 
 

 

Open the Proposal. 
 

 

View IPFs requiring your certification.  
 

Select the Proposal No.   
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Review the proposal for accuracy and 
completeness. Then select Certify Proposal. 
 

Read the statements and select 
Submit Certification.   

 


