Cayuse SP Proposal Submission Guide

1. Login to go.uhcl.edu. Navigate to Cayuse SP.
2. If prompted to choose, select the option to start a new project.
3. Click on the blue “Start New Proposal” button in the top right of the screen.

= cayuse
5 Sponsored Projects A Products [N
Proposals Projects Awards Subawards Reporting ~
Proposals Dashboard
1 InDevelopment ,’ 0 Under Review 4 0 Approved 'b 0 Submitted to Sponsor - 0 Under Consideration - 0 Funded n
LJ for Ty
researchers submission instiutonwithinterest ||| sponsor

a x P

Project Title Proposal # Pl Status Sponsor Prime Sponsor Admin Unit Project Start Date Project End Date Proposal Type Instrument Type

4. Verify whether you are submitting a notice of intent to apply for external funding or requesting
approval to submit a full proposal submission.
For FRSF, select “approval for full proposal submission”.
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5. Click on the “General _Information” tab.
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6. Provide the requested sponsor information. For FRSF, use the search bar to locate and
select “University of Houston- Clear Lake- Agency #759”.
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7. Click on the “Key Personnel” tab.
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8. Starting with the Principal Investigator, identify all Key Personnel who will be working on the
proposed project. Identify their internal associations, including their college or division.
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9. Click on the “Summary Budget” tab.
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10. Enter the total costs for Personnel and non-Personnel expenses into the appropriate sections.
The total for all FRSF expenses should not exceed $6,000.
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11.Click on the “Regulatory Compliance” tab.

Proposals Projects Awards

Proposal Form Routing History

Getting Started

General Information

Key Personnel

Summary Budget

Regulatory Compliance 4




12. Answer the prompts regarding human and animal subjects.
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13.Click on the “Performance Sites” tab.
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14. Answer the questions regarding where the work will be conducted and if non-UHCL personnel
are involved.
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15.Click on the “Export Control” tab.
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16. Answer the questions regarding export controls and international travel.
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17.Clic_k on the “Foreign Support & Collaboration” tab.
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18.Answer the questions regarding personnel participation in foreign talent programs and where
the project will occur.
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19.Click on the “Intellectual Property” tab.
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20.Answer the questions regarding intellectual property and patents as they are related to the
proposal.
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21.Click on the “Conflicts of Interest” tab.
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22.Answer the Conflict of Interest disclosure question.
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23.Click on the “Additional Information” tab.
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24. Attach any supporting documents.
For FRSF, attach a single PDF that includes the application form and all appended
materials.
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25.Select “Route for Review in Cayuse” button. The completes the application submission. You
should receive a confirmation email from Cayuse.
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