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Tips for SPAs Preparing Applications Using Cayuse424 
 
Notes on eRA Commons 

 
Make sure your PI is registered in eRA Commons.   
 
All the sections in the PIÕs Personal Profile are completed.   
 
Under ÒEmploymentsÓ in Personal Profile, HJF is selected as the ÒNIH-recognized 
institution.Ó   
 
Set up PI and Key Personnel’s Professional Profile  
 
A Professional Profile is required for the PI and all key personnel and must be linked to 
HJF at ÒInstitutional Sub-profiles.Ó   
 
A Professional Profile also is required for the subawardÕs PI and Key Personnel, and they 
must be linked to the subaward institution profile at ÒInstitutional Sub-profiles.Ó  See 
Subaward section below for more details.  
 
You may link a person with multiple institutions. 
 
No salary information should be entered in the Profile, but the fringe rate should be 
selected for HJF employees.  If the fringe rate listed there is not the one you need, 
manually enter the fringe amount on the proposal.   
 
You may upload different versions of biosketches in the Profile, and you can choose 
which one to use at each application, or you can upload the biosketch for each 
application.   
 
In ÒInstitution Sub-profile,Ó ÒContact InfoÓ panel, do not enter HJFÕs information.  You 
should enter that personÕs institutionÕs information.  For example, a person located at 
USU should have USU address, phone number, etc.  The PIÕs department and address 
must be entered as it appears in eRA Commons.   
 

Once a Professional Profile is created, click the ÒProfile PermissionÓ icon   to give 
ÒUserÓ group access to ÒListÓ and ÒAutofillÓ by checking the boxes underneath them. 
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Person to be contacted on matters involving this application: this should be your HJF 
Grants Specialist.  Click the Autofill icon  on the right to select a name.   
 

Item 13.  You can use the ÒBudget Period EditorÓ tool to set up budget years by clicking 
the   icon, so the budget years will be populated on your budget page.  Click ÒSet 
DatesÓ to save changes. 
 



   

Item 14.  Enter Ò8Ó in both fields.  The next CAYUSE release will enable the user to enter 
the correct District #.  The correct format is ÒMD-008.Ó   
 
Item 15.  You have to manually change the Organization Name from HJF to the PIÕs 
Institution name.  For example, change to ÒUniformed Services University of the Health 
Sciences.Ó   
 
Item 19.  Authorized Representative: select Sudha Srinagesh 
 
Performance Sites 

 

HJF is prepopulated as the Primary Location. You must delete HJF and manually change 
to where the research will be conducted. 
 
Other Project Information 

 
When entering the FWA number in Human Subjects, do not enter ÒFWA,Ó just enter the 
number (i.e., 00000373).   
 
Key Persons 

 

For NIH applications, do not use ÒCo-PIÓ for project role. Select ÒPIÓ role for all Co-PIs.  
This is due to NIHÕs recent ability to have multiple PIs. 
 
The information for PI is pre-populated. You have to manually change the Organization 
Name from HJF to PIÕs Institution name.  For example, change to ÒUniformed Services 
University of the Health Sciences.Ó   
 
Credential field is required for all PD/PIs.  Credential is the NIH Commons login ID.  
Contact your Grants Specialist at HJF OSP if your PI doesnÕt have one.  It is not a 
required filed for other Key/Senior Personnel.  
 
You can select a key personnel from your subaward institution to be listed as Key 
Personnel in the main proposal.  In order to do so, you must contact HJF OSP to set up an 
institution profile for the subaward institution and create Professional Profile for that 
person and link them to the subaward institution.  See Subaward section below for more 
details.  
 
You may not have a ÒTBNÓ position as key personnel. 
 
Budget 

 
If you are using Calendar Month, you should leave ÒAcad. Salary,Ó ÒSum. Salary,Ó 
ÒAcad. Months,Ó and ÒSum MonthsÓ boxes blank.   
 
If you select ÒGraduate StudentÓ you must make clear in your budget justification section 
that we are not paying stipends.  We recommend you use the title ÒResearch AssistantÓ to 
avoid any confusion between stipends and salary. 



   

 
You must define what budget categories are excluded from F&A base.  For example, 
select ÒExcludedÓ for Equipment.  
 
Enter new equipment that will be purchased in page 2, item ÒC. Equipment DescriptionÓ 
by clicking the plus sign or ÒNew Equipment Row.Ó  If you need to rent equipment for 
use, then enter equipment rental fees in page 3, item ÒF. Other Costs,Ó under Ò6. 
Equipment or Facility Rental/User Fees.Ó  This item is also used for rent.  You must enter 
rent LE $25,000 in this line, and it is included in the F&A base.  You should enter a 
second line for rent GT $25,000 and this is excluded from the F&A base. 
 
Indirect Cost Rate Agreement Date. If the proposed rates are used in the application, 
enter the date the rates proposal was sent to the U.S. Army.  For example, the proposed 
FY07 rate was sent to the U.S. Army on 7/13/06, so this is the date you should enter in 
the date field.   Remember to justify the proposed rates in the budget justification.   

An example of justification:  Fringe benefit and F&A rates are calculated at xx% and 
yy% respectively.  These are proposed rates for FY2xxx and the rates proposal were 
submitted to the U.S. Army Medical Research Acquisition Activity on mm/dd/yy and 
approval is expected shortly.   
 
Subaward   
 

Contact your HJF Grants Specialist to set up an Institutional Profile for the 
subawardee.  You need to provide the institutionÕs contact info, DUNS #, and 
indirect cost rate to your Grants Specialist.  You must provide all the required 
items listed in the attached ÒProposal Requirements for SubawardeesÓ to HJF 
OSP and USU OSP before the submission.   
 
After the subaward Institutional Profile is set up, you can create a Professional 
Profile for the sub PI and key personnel.  The sub PI and key personnel must have 
their professional profiles linked to the subaward institution.  Do not link them to 
HJF.   
 
After you link the Sub PI and key personnel to the subaward institution, you can 
enter them in the subaward budget as key personnel and you also can list them at 
the main proposal as key personnel.   

 
    Modular budget 

In CAYUSE, you donÕt need to set up a detailed subaward budget, just create 
Òunlinked worksheet rowÓ under the ÒSubaward BudgetÓ panel, so that HJF OSP 
can determine the correct F&A cost for the whole proposal.     
 
Make sure the box for ÒSubaward BudgetÓ at the left navigation panel is 
unchecked.  

 
    Non-Modular budget:   

You have to create a Subaward Proposal and link it to your main proposal.   
 



   

Make sure you check the box for ÒSubaward BudgetÓ at the left navigation panel. 
 
Uploading File 

 
All uploaded files must be in PDF format.  The file name must not contain any spaces or 
special characters. 
 
All files should not be protected.   
 
Research Plan 

 
For proposals that involve human subjects, you must check the box on the left navigation 
panel to be able to view the Inclusion Enrollment Report and the Targeted/Planned 
Enrollment Table.   
 
Give Permission to Other Users 
 
Once a proposal has been created, you must grant access to different reviewers by 

clicking the ÒManage Proposal PermissionÓ icon  .    
 
You must grant Yvette Prince and your coordinating Grants Specialist at USU OSP 
access to ÒList,Ó ÒReadÓ and ÒPrint.Ó  You have to select the individual name from the 
list.  You must grant full access to ÒAORÓ group by checking all available boxes.   
 
After you grant access to various reviewers, please send an email to them indicating the 
proposal is ready to review.  Include the PI name and the full proposal title in your email.   
 
Using Research Plan Templates 

 
For Windows user:  you need to download the templates and the CAYUSE PDF printer 
to generate the PDF with page breaks and bookmarks.  Use the ÒResearchPlan1_1.dotÓ 
template for the latest forms.   
 
For OS X user:  you need to download the OS X templates and must use File:Project 
Gallery to create a new document based on the template.  You donÕt need the CAYUSE 
PDF printer.  Instead, pick the preview mode of interest, use the File:Print option, but 
elect to ÒSave As PDF.Ó   
 
The section headings are prepopulated on the template.  Make sure you leave a blank line 
below the section headings.  For the sections that doesnÕt apply to your research, please 
indicate ÒN/AÓ instead of leaving it blank.   
 

________________________________________________________________________ 

 
 
***W hen you open the All Proposal window, if you see a Lock icon  after a proposal, 
it means another user is in that proposal.  If you break the lock and enter in the proposal 
(if you have breaklock permission), you then take write access away from the other user 



   

who is in the proposal at that moment.  The other user may lose unsaved changes.  We 
suggest you let the other user know that you want to work in the proposal before you 
break the lock. 
 
***P lease note that a proposal will be locked by your HJF Grants Specialist after all of 
the administrative parts have been approved by HJF and USU.  You may not modify any 
data in the forms, including budget, but you still can change attachments, i.e., Research 
Plan. Contact your Grants Specialist if you need to make changes to the administrative 
forms.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



   

PROPOSAL REQUIREMENTS FOR SUBAWARDEES 
 
 

SUBAWARD PROPOSAL REQUIRMENT 

 
 The proposed subawardee/subrecipient's proposal format should mirror the format 
HJF is required to submit to the sponsor.  At a minimum, their proposal should include: 
 
 1. a statement of work 
 
 2. a budget, which includes an itemization of categories such as salaries and 

wages, fringe benefits, supplies and materials, equipment, travel and other 
direct costs, and Facilities and Administrative (F&A) costs (indirect 
costs), an accompanying budget justification and checklist (for non-
modular grant, the budget and the justification should be uploaded into 
CAYUSE) 

 
 3. a copy of the subawardee institution's current negotiated rate agreement 

also should be attached 
 
 4. completed and signed certifications and representations, if required, in the 

same format as those to be submitted to the sponsor by HJF 
 
 5. approval from an authorized institutional representative of the subrecipient 

institution (e.g., signature on their proposal cover page and a separate 
letter of intent from the authorizing official) 

 
 6. biographical sketches and resources of the subawardee (should be 

uploaded into CAYUSE)  
 
 7. if required by the sponsor, subawardee should submit current and pending 

support information and human subjects or animal subjects documentation  
 
 


