
Role Managers Guide 

Cayuse SP  
 

Updated: August 2025 

Contents 
Role Definitions ....................................................................................................................................................... 2 

Research Account Manager ................................................................................................................................... 2 

Access Role Management ....................................................................................................................................... 3 

View Unit Role Assignments ................................................................................................................................... 4 

Managing User Roles .............................................................................................................................................. 5 

Adding a Research Contact ................................................................................................................................. 5 

Adding and Deleting Roles .................................................................................................................................. 6 

 

  



2 | P a g e  
  

Role Definitions 

 

Roles Description 

IPF Approver Has signing authority to review and approve proposals on behalf of his or her 
department.  

• See the IPF Approvers Guide for details on this role.  

• Although all IPF Approvers in a department receive an email when a proposal 
requires review, only one IPF Approver is required to approve/reject the 
proposal. 

• If anyone other than a unit lead (Dept Chair, Center Director or Dean) is established 
as an IPF Approver, the unit lead must return the signed Cayuse SP Role Delegation 
Authorization form to ORCayuseHelp@ucdavis.edu.  

Role Manager Designated by the Dean or Department Head to add and remove roles for 
departmental personnel within Research Contacts. 

• Department Chairs/Center Directors and/or Deans may request a Role Manager be 
added to their unit by emailing ORCayuseHelp@ucdavis.edu. 

• The Role Manager updates his or her department's Research Contacts listings as 
personnel or job responsibilities change. 

• For backup purposes, the Sponsored Programs Office (SPO) recommends each 
department have at least two Role Managers.  

Pre-Award 
Spending Approver 

Has signing authority to review and approve Pre-Award (Advance Account) spending 
requests.  

• See the Pre-Award Spending Approvers Guide for details on this role.  

• Pre-Award Spending Approvers should additionally be provided the Proposal Data 
Access role in order to view the Proposal Attachments tab.  

• Although all Pre-Award Spending Approvers in a department receive an email when 
a Pre-Award Spending Request requires review, only one approver needs to 
approve/reject the request.  

• If anyone other than a unit lead (Dept Chair, Center Director or Dean) is established 
as a Pre-Award Spending Approver, the unit lead must return the signed Cayuse SP 
Role Delegation Authorization form to ORCayuseHelp@ucdavis.edu. 

Proposal Data 
Access 

Can view a department’s proposals and access proposals in which the department is 
named through the Proposals in My Department dashboard.  

• Can perform the following tasks: view the proposal, its IPF and associated 
attachments; copy the proposal; and prepare a Pre-Award Spending Request for 
the proposal. 

Award Data Access Can view departmental award data contained in Cayuse SP through the Awards in My 
Department dashboard. 

Research Account 
Manager 

The departmental contact who receives research-related correspondence via email for 
dissemination to appropriate departmental personnel. 

https://research.ucdavis.edu/wp-content/uploads/Handbook-for-Approvers_FINAL.pdf
http://research.ucdavis.edu/wp-content/uploads/Cayuse-SP-Role-Delegation-Authorization-Form_Final.pdf
http://research.ucdavis.edu/wp-content/uploads/Cayuse-SP-Role-Delegation-Authorization-Form_Final.pdf
mailto:ORCayuseHelp@ucdavis.edu
mailto:ORCayuseHelp@ucdavis.edu
https://research.ucdavis.edu/wp-content/uploads/Endorse-an-Advance-Account-request.pdf
http://research.ucdavis.edu/wp-content/uploads/Cayuse-SP-Role-Delegation-Authorization-Form_Final.pdf
http://research.ucdavis.edu/wp-content/uploads/Cayuse-SP-Role-Delegation-Authorization-Form_Final.pdf
mailto:ORCayuseHelp@ucdavis.edu
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Access Role Management 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Option 1: From Research Contacts 
 

Option 2: From Cayuse SP 

 
 

 
Then 
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View Unit Role Assignments 

 
A one-minute video on viewing/identifying role assignments is available. If video doesn’t start on first try, 
refresh and try again. 
 
 
Find the unit. 

• You can either click in the search box or on List. 

 
Users are listed on the left and the Roles on the right. 

 
 

https://www.yout-ube.com/watch?v=6s3bTeVBw_4
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Managing User Roles 

 
A three-minute video on how Role Managers add/remove roles in Cayuse is available. If video doesn’t start on 
first try, refresh and try again 
 

Adding a Research Contact 
 

Role Managers must first add an existing user as a Research Contact to assign departmental roles.  

From either Cayuse SP or the Research Contacts page, select More then Manage Roles.  

 

If the user is not on the list, select Add Contact. 

 

Search for the person to add:  

https://www.yout-ube.com/watch?v=UYj7rwKOwy0
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Select the person's name you want to add in the search results.  

 

Select Add Contact. 

 

Adding and Deleting Roles 
 

Once a user is on the Research Contacts list, the associated roles may be viewed and edited.  

 
From either Cayuse SP or the Research Contacts page, select More then Manage Roles.  
 

 
Select the relevant person’s name and then select Go. 
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Add a Role Delete a Role 
 

If you are a Role Manager for multiple units, select the relevant unit. 

 
Select Role to add. 

 
Select Add Role. 

 
 

Select Remove Role next to the relevant role.  

 
 

 
 
 
 


