Tips for SPAs Preparing Applications Using Cayuse424

Notes on eRA Commons

Make sure your Pl isregistered in eRA Commons
All the sectionsin the PI@ Persond Profile are completed.

Unde GEmploymentsOin Persond Profile, HJF is selected as the ONIH-recognized
ingitution.O

Set up PI and Kev Personnel’s Professional Profile

A Professiond Profile isrequired for the Pl and all key personnd and mug belinked to
HJF at Onditutiond Sub-profiles.O

A Professiond Profile also isrequired forthesuba/vqrdé PI and Key Personnd, and they
mug belinked to the subavard ingitution profile a Onditutiond Sub-profiles.O See
Subaward section bdow for more ddtails.

You may link a person with multiple inditutions

No salary information should be entered in the Profile, butthefringerate should be
selected for HIF employees. If thefringerate listed there is notthe oneyou need,
manudly enter thefringeamountonthe proposl.

Y ou may upload different versionsof biosketches in the Profile, and you can choo®
which oneto use at each application, or you can upload the biosketch for each
application.

In Ondtitution Sub-profile,OCContact InfoOpand, do not enter HIF@ information. You
should enter tha person@ingitution@information. For example, aperson located at
USU should have USU address, phonenumber, etc. The PI@ department and address
mug beentered asit appearsin eRA Commons

Once a Professiond Profileis created, click the CProfile PermissionQOicon to give
QuserOgroup access to Q.istOand A\ utofillOby checking the boxes undeneath them.

SF 424 Facepage

Person to be contacted on matters inwlving this application: this should beyour HIF
Grants Specialist. Click the Autofill icon # ontherightto select aname.

Item 13. Y ou can use the Budge Period EditorOtool to set up budge years by clicking
the Ef, icon, so thebudge years will be popukted onyour budge page Click Coet
DatesOto save changes.
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Iltem 14. Enter BOin both fields Thenext CAY USE release will enable the user to enter
the correct District #. Thecorrect format is OMD-0080

Item 15. Youhave to manudly chmgetthrgmization Name fromHJF to the PI(3
Inditution name. For example, changeto QUniformed Services University of the Health
Sciences.O

Item 19. Authorized Representative: select SudhaSrinagesh

Performance Sites

HJF is prepopukbted as the Primary Location. Y ou mus ddete HIJF and manudly change
to where theresearch will be conduded.

Other Project Information

When entering the FWA number in Human Subijects, do notenter FWA,Ojug enter the
number (i.e.,, 00000373)

Key Persons

For NIH applications do not use (Co-PIOfor project role. Select GPlOrole for all Co-Pis.
Thisis dueto NIH@ recent ability to have multiple PIs.

Theinformationfor Pl is pre-popubted. You have to manudly changethe Organization
Name from HJF to PI@ Ingitution name. For example, changeto QJniformed Services
University of theHealth Sciences.O

Credentia field isrequired for all PD/PIs. Credential isthe NIH Commonslogin ID.
Contact your Grants Specidist at HJF OSP if your Pl doesn@haveone Itisnota
required filed for other Key/Senior Personnd.

Y ou can select akey personnd from your subavard ingitutionto belisted as Key
Personnéd in themain proposl. In orde to do so, you mug contact HJF OSP to set up an
ingitution profile for thesubawvard ingitution and create Professiond Profile for tha
person and link them to the subavard ingitution. See Subaward section bdow for more
details.

Y ou may not have a OrBNOpostion as key personné.

Budget

If youare using Calenda Month, you should leave QAcad. Salary,OGBum. Salary,O
A cad. Months Oand GBum MonthsOboxes blank.

If you select GGraduate StudentOyou must make clear in your budgé justification section
tha we are notpaying stipends We recommend you use thetitle QResearch AssistantOto
avoid any confuson beween stipendsand salary.



Youmug definewha budgé categories are excluded from F& A base. For example,
select GExcludedOfor Equipment.

Enter new equipment tha will be purchased in page 2, item GC. Equipment DescriptionO
by clicking the plussign or ONew Equipment Row.O If you need to rent equipment for
use, then enter equipment rental feesin page 3, item Gr. Other Cogs,Ounde Gb.
Equipment or Facility Rental/User Fees.O Thisitem isalso used for rent. You must enter
rent LE $25000inthisling andit isinduded in the F& A base. Y ou should enter a
secondlinefor rent GT $25000and thisis excluded fromthe F& A base.

Indirect Cog Rate Agreement Date. If the proposd rates are used in the application,
enter thedae therates proposl was sentto theU.S. Army. For example, the proposd
FYQ7 rate was sent to the U.S. Army on 7/13/06, s0 thisisthedae you should enter in
thedaefield. Remember to justify the proposed rates in the budget justification.
An example of judification: Fringebendit and F& A rates are calculated at xx% and
yy% respectively. These are proposd rates for FY 2xxx and therates proposl were
submitted to theU.S. Army Medical Research Acquisition Activity on mm/dddy and
approvd is expected shortly.

Subaward

Contact your HJF Grants Specialist to set up an Inditutiond Profile for the
subawvardee. You need to providetheingitution® contact info, DUNS #, and
indirect cod rate to your Grants Specialist. Youmug provideall therequired
items listed in the attached (Proposal Requirements for SubawardeesOto HIF
OSP and USU OSP before the submission.

After the subavard Inditutiond Profileis set up, you can create a Professiond
Profile for thesub PI and key personnd. Thesub Pl and key pe'sonné mug have
thar professiond profiles linked to the subavard inditution. Do notlink them to
HJF.

After youlink the Sub Pl and key personné to the subavard inditution, you can
enter them in the subavard budgé as key personnd and you aso can list them at
themain proposl as key personnd.

Modular budget
In CAY USE, you don® need to set up adetailed subaward budge, jus create
Qunlinked workshest rowOunde the CBubaward BudgeaOpand, so that HIF OSP
can deerminethe correct F& A cog for thewhole proposl.

Make sure the box for CBubavard BudgeOat theleft navigation pand is
unchecked.

Non-Modular budget:
Y ou have to create a Subavard Proposal and link it to your main proposl.



Make sure you check the box for GBubavard BudgetOat the left navigation pand.

Uploading File

All uploaded files mug bein PDF format. Thefile name mug not contain any spaces or
specia chaacters.

All files should notbe protected.

Research Plan

For proposis tha involve human subjects, you must check thebox ontheleft navigaion
pand to be able to view thelnduson Enrollment Report and the Targeted/Planned
Enrollment Table.

Give Permission to Other Users

Once aproposl has been created, you mug grant access to different reviewers by
clicking the OManage Proposl PermissionGicon

Y oumug grant Y vette Prince and your coordinaing Grants Speciaist at USU OSP
access to Qist, 0(ReadOand CPrint.O You have to select theindividud name fromthe
list. Youmug grant full accessto GAOROgroup by checking all available boxes.

After you grant access to variousreviewers, please send an email to them indicating the
proposl isready to review. Indudethe Pl name and thefull propod title in your email.

Using Research Plan Templates

For Windows user: you need to download thetemplates and the CAYUSE PDF printer
to generate the PDF with page breaks and bookmerks. Use the ResearchPlan1_1dotO
template for thelatest forms.

For OS X user: you need to download the OS X templates and mug use File:Project
Gallery to create anew doaument based onthetemplate. Youdon®need the CAYUSE
PDF printer. Ingead, pick the preview modeof interest, use the File:Print option, but
elect to CBave As PDF.O

Thesection headingsare prepopubted onthetemplate. Make sure youleave ablankline
beow the section headings For the sectionsthat doesn®apply to your research, please
indicate ON/AQingtead of leavingit blank.

***W hen you open the All Proposl window; if you seeaLodk iconZ] after apropos,
it meansanothe user isin tha proposl. If youbreak thelock and enter in the proposl
(if you have breaklock pemission), you then take write access away from the other user



whoisin theproposl at tha moment. Theothe user may lose unsaved changes. We
suggest you let the other user know tha you want to work in the proposl before you
break thelock.

***P |ease note tha a proposl will belocked by your HIF Grants Speciaist after all of
theadministrative parts have been approved by HIJF and USU. Y ou may not modify any
daaintheforms, induding budgé, butyou still can changeattachments, i.e., Research
Plan. Contact your Grants Specidlist if you need to make changes to theadministrative
forms.



PROPOSAL REQUIREMENTS FOR SUBAWARDEES

SUBAWARD PROPOSAL REQUIRMENT

The proposd subavardes/subrecipient's proposl format should mirror theformat
HJF isrequired to submit to the spon®or. At aminimum, ther proposl should indude

1.

2.

a statement of work

abudge, which indudes an itemization of categories such as salaries and
wages, fringebendfits, supplies and materials, equipment, travel and other
direct cods, and Facilities and Administrative (F&A) cods (indirect
cogs), an accompanying budgé judification and checklist (for non
modular grant, thebudge and thejudification should be uploaded into
CAYUSE)

acopy of the subavardee ingitution'scurrent negotiated rate agreement
also should be attached

completed and signed certificationsand representations if required, in the
same format as those to be submitted to the sponor by HIF

approvd from an authorized ingitutiond representative of the subrecipient
inditution (e.g., signaure onther proposl cove pageand a separate
letter of intent fromthe authorizing official)

biographical sketches and resources of the subavardee (should be
uploaded into CAYUSE)

if required by the spon%r, subavardee should submit current and pending
suppot information and human subjects or animal subjects doaumentation



