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SP is used for internal approval/routing purposes.

What is Cayuse 
SP?

A system for creating proposals, reviewing/approving proposals and submitting 
proposals to various sponsors for grant funding. 



Proposal Steps
Notify Sponsored Programs 

Administration (SPA) of submission, via 
ITS form and begin working on proposal 

documents.

Log-in to Cayuse (using your KSU login, 
authenticate with DUO Mobile) to Start a 

New Proposal and enter all known proposal 
information.

Upload all proposal documents and
 submit proposal for internal routing.

PI & Co-PI Certifications/Department and 
SPA approvals

SPA feedback/review of proposal 
documents. PI and SPA representative 

finalize proposal documents. 

Sponsored Programs Administration 
(SPA) submits the proposal and 

shares sponsor confirmation.



Get the Ball Rolling

• To start, reach out to your Dean/Chair or Research Development and Strategic 
Initiatives (RDSI), as needed, to inform them of your decision to apply for a grant. 

• Next, inform our office by submitting an ITS form on our website.
https://research.kennesaw.edu/sponprog/preaward-planning/communicate-intent.php

• After submitting an ITS, start your new proposal in Cayuse SP.

• And finally, start working on the proposal documents while also taking note of any 
questions you might have for your Pre Award Specialist.



Get the Ball Rolling



Carefully enter all known information, into the respective fields. 
*note*

If the box does not have a red * - that information is not required but recommended.
After entering the proposal information, click “Save”.

Complete proposal information in Cayuse

*note*
Do not ‘Pair’ your proposal, this is for SPA use 

ONLY. 





Send your Pre Award Specialist your assigned *blue* Proposal Number.

Here’s that “all fields are complete” 

checkmark!

As you build your proposal and  
information is completed 

correctly, the ‘Item List’ on the 
left will reflect a green check 

mark.



Complete information tabs, on the left side of the proposal 
screen!

All senior personnel need to be entered, if they are KSU 
affiliated.

Put Lead PI & Co-PIs here!

*if a member of your senior personnel team is new to KSU, please reach out to your Pre Award 
Specialist to have them entered into the Cayuse system*



Complete information tabs, on the left side of the proposal screen!

Put Lead PI & Co-PIs here!

NOTE:
PI = ‘Lead Principal Investigator’

Co-PI(s) = ‘Principal Investigator’ 
Entering information this way ensures that all senior personnel &

 their specific departments can certify/approve the proposal!

Investigators/Research Team



Complete information tabs, on the left side of the proposal screen!

The PI & Co-PI information will auto-populate into the respective fields.

When entering ‘Person Months’ & 
‘Sponsored Effort’ - indicate each 
senior personnel’s contribution 

for the FIRST budget period.



NOTE:
*Budget Form: Summary (do not change this)

*# of Budget Periods: (use drop down to indicate how many years are being proposed)

Complete information tabs, on the left side of the proposal screen!

Enter budget information here!

Current Period = First year 
of

 project date(s)

Budget



KSU’s standard F&A rate (indirect costs) is 44.00%

Input the correct F&A rate for the current period & the entire project (if more than 1 year)

Complete information tabs, on the left side of the proposal screen!

Budget
indicate if the proposal will include cost sharing here! 

(if you think you have costshare or cash matching, please touch base with your Pre Award Specialist before indicating ‘yes’ or ‘no’.)

If you are unsure if your proposal’s sponsor allows for indirect costs, 
please reach out to your Pre Award Specialist for assistance in determining the correct information.



Enter “indirect cost base” 
here!

(for Year 1)

Complete information tabs, on the left side of the proposal screen!

Budget

Press ‘Save”!

Enter “total direct costs” 
here!

(for Year 1)

** F&A costs should auto calculate **
make sure it matches your budget sheet!

If you intend to use other KSU resources or any other external 
resources,

 indicate that here. 

*screenshot from budget sheet*



Press ‘Save”!

Complete information tabs, on the left side of the proposal screen!

Conflict of Interest

Answer these questions, if you are unsure of the answer, 
please reach out to your Pre Award Specialist.



Press ‘Save”!

*if the answer is yes, indicate if IRB is pending or not due at time of submission OR if you have already 
received IRB approval*

Complete information tabs, on the left side of the proposal screen!
Regulatory Compliance

Answer these questions, if you are unsure of the answer, 
please reach out to your Pre Award Specialist.

If you have IRB questions or need further assistance with IRB processes, 
please reach out to Dr. Kristine Nowak. (knowak@kennesaw.edu)



Complete information tabs, on the left side of the proposal screen!
Subcontractors

Does your proposed project include a subaward being awarded to another 
institution/company?

If not, select “No Subcontractors”.
If yes, and your subcontractor is not listed in the system,  let your Pre Award Specialist know!



Press ‘Save”!

Complete information tabs, on the left side of the proposal screen!
Export Control

Answer these questions, if you are unsure of the answer, 
please reach out to your Pre Award Specialist.



Press ‘Save”!

Complete information tabs, on the left side of the proposal screen!

Intellectual Property

Answer these questions, if you are unsure of the answer, 
please reach out to your Pre Award Specialist.

Are you working on the proposal with 
an industry business partner? 

If so, are you submitting for either of 
these grant programs?



Press 
‘Add”!

If 50% or more of the work will take place on campus, indicate Kennesaw or Marietta and put 100%.
If more than 50% of the work will take place off-campus, estimate percentages for on-campus and off-campus using the location 

questions.

Complete information tabs, on the left side of the proposal screen!
Location of Sponsored Activities

*If you are unsure about the correct way to complete this page, 
please reach out to your Pre Award Specialist*



Enter your Proposal Abstract

Copy & Paste into 
this box & then select a 

label from the drop down 
that most accurately 

summarizes 
your proposed research.

Press ‘Save’



Upload Proposal Documents
The Proposal Attachments section is the location where all proposal documents are saved.  

All proposal documents uploaded and stored in Cayuse SP 
can be accessed and viewed by members of a project team (PI and Co-PIs), 

internal approvers at the College, and SPA, 
as well as other individuals who have been granted access to the project.  

Generally* Required Documents:
• Funding Opportunity/sponsor solicitation
• Proposal Narrative/Description
• Proposal Summary/Abstract
• Budget
• Budget Justification
• Facilities document
• Senior Personnel Documents
• References/Bibliography
• Sponsor guidelines for IDC, if applicable
• Subaward information, if applicable
• Letters of Support, if applicable



Upload Proposal Documents
Click ‘Choose File’ - 

select the file for uploading.
Then select the document 
type from the drop down.

*please use ‘Other’ for documents 
that are uploaded that don’t 

fit the types listed.

Press ‘Add’



After uploading Proposal Attachments...



If you haven’t already - send your Pre Award Specialist 
your assigned *blue* Proposal Number.



Do all sections reflect their green 
checkmarks?

Is all the entered information correct?
Go back and...

VERIFY!

Trust...BUT Verify!



Confirm Approving Units
All proposals must receive internal approval before 

SPA can review and submit to the sponsor.
The Approving Units section identifies the internal approvers 

for each proposal and establishes the proper sequence for routing the proposal.  

*note*
The approval units for personnel added on the Investigators/Project Team 

page automatically populate in the approving units list. 
The auto populated units cannot be changed. 

*DO NOT Add an Approving Unit, 
without discussing the proposal with your Pre 

Award Specialist*



Confirm Approving Units
**this is an example, does NOT reflect any departments at KSU**

Generally, the Routing Order auto-populates as follows:
• Lead Principal Investigator

• Principal Investigator(s) (aka Co-PIs)
• Department Level Approval (Chair, Co-Chair)

• College Level Approval (Dean, ADR)
• Office of Research



Confirm Approving Units

After confirming the Approving Units and the Routing Order, click “Authorize Unit 
Listing”!

After authorizing, the “Submit for Routing” box should be available for selection! 



Submit the Proposal for Routing

If all information is correct, 
select ‘Yes’!



Certify your Proposal! 



You’re done - in Cayuse! 



Office of Research - 
Sponsored Programs Administration

Contact Us!

General Questions? 
sponprog@kennesaw.edu

Administrative Questions? 
klawre52@kennesaw.edu -or- rkinney6@kennesaw.edu


