
CAYUSE SP at Montclair State University: Quick Start Guide for Principal Investigators and Project Directors: 
Starting, Routing and Certifying a Proposal for Approval

Located at:

https://montclair.cayuse424.com

https://montclair.cayuse424.com/


First Step: Log-in to CAYUSE Research Suite using your MSU NET ID:

https://msuidp.montclair.edu/idp/Authn/UserPassword


Navigating the CAYUSE SP Dashboard

Start a New Proposal 

Find a previously started proposal as a member of the  
Investigators/Research Team.

Certify a proposal for routing and approval as a Lead PI, or Co-Investigator

Need Help? Contact osp@montclair.edu and/or extension 4128. 

Click here to start your proposal!

mailto:osp@Montclair.edu


Completing the General Information Page

If sponsor isn’t listed, type and 
Select “not found”

Must be lead Principal Investigator/Project 
Director.  Select Lead PI’s/PD’s home 
department. 

E.g., Basic, Applied, Developmental Research, 
Instruction, Equipment.

For each section of 
the Institutional 
Processing Form, or 
“IPF,” high-level 
instructions are 
included in the 
header.

https://www.nsf.gov/statistics/fedfunds/glossary/def.htm


Completing the General Information Page (continued)
If proposal is submitted and/or affiliated with a 
University Center or Institute, select here. 

You can link to a CAYUSE 424/Grants.gov
Proposal here! E.g. NIH, USDA, Dept. of 
Education. (See separate “Quick Start” on 
Linking to a 424 proposal.)

Save your 
work! 
Always click 
“Save” after 
completing 
a section.



Completing the Investigators/Research Team Page

Approximate ApproximateLeave Blank

Enter each key person that will participate on your project, starting with the Lead PI.  Each 
person’s “home unit” will autofill.  Select role. (Note instructions in the header on role!)  



Completing the Budget Page: Basic Budget Information

As you move 
through 
each section 
of the IPF, a 
green check 
mark 
indicates 
completion!

For a “linked” Cayuse 424/Grants.gov proposal, select “Autofill” from the 
drop down menu.  

All other non-linked proposals : Select “Summary” budget and  “1” for 
number of budget periods. Enter the project dates and budget for the 
entire project period (i.e., 1-5 years.). 

Dr.  Lead PII



Completing the Budget Page (continued): Cost-Sharing/Matching

Dr. Lead PI

Instructions

For account, type in 
the sub-type of cost-
share. E.g., Salary & 
Fringe, Materials and 
Supplies, Travel, etc. 

Add any comments 
you may have here. 
E.g, why is cost-share 
required? At what 
rate? 

When finished, click 
on “Add Unit.”  
Additional cost-share 
units may be added 
after this step. 

Select the  
Department/Unit 
committing to 
the cost-share.



Completing the Budget Page (continued): 
Direct Costs, Indirect Costs and Additional Resources

Click in the “F&A Rate (1):” Box. 
From the pop-up menu, select 
the indirect rate, or manually 
enter in sponsor-mandated 
rate.

Enter total Direct Costs for the 
entire project here.

Uncheck “Use Calculated 
Values Check Box, and enter 
Indirect Costs for the entre 
project.

Check yes, or no. If yes, specify 
in the pop-up menu. 

Click “Save” to move on to the 
next section of the IPF!

Uncheck!



Competing the Remainder of the IPF

Much of the remainder of the IPF is self explanatory.  Note: You 
will have an opportunity to revise the list of approving units 
(e.g., add an additional approver) before you authorize the 
unit list prior to routing your proposal.  

Biology
Dean’s Office-CSAM



Completing the IPF: Submit for Routing

After completing each 
remaining section of the IPF, 
the “Submit for Routing” Box 
will be available. You may then 
submit your proposal for 
routing!



Completing the IPF: Certifying your Proposal

From the “My 
Dashboard” drop-
down menu, select 
PI Certification 
Inbox. After routing 
your proposal, each 
key team member 
(Co-PI’s and other 
key personnel) will 
be required to 
certify the proposal 
prior to 
departmental/unit 
approval. Click on 
the “PI Certification 
Inbox” link here, and 
select your 
proposal. Next, click 
on the “Certify 
Proposal” button. 



Completing the IPF: Certifying your Proposal (continued)

Review MSU’s standard proposal certification 
statement.  You may add any notes you feel might 
be useful for reviewers here.  When complete, 
certify your proposal for final department/unit and 
OSP review and approval!



Checking on the Status of your Proposal:

From the “My Dashboard” drop-down menu, select “My Proposals.” Then click 
on the “Submitted Proposals” for routing button. The status of your submission is 
listed here.  With each change in status, you will receive an email.  Definitions 
for each status are on the next, and final slide.

Unsubmitted=Not yet 
submitted for routing 
unit/departmental 
approval.



Checking on the Status of your Proposal (continued): Status Definitions

• Unsubmitted = Proposal not yet submitted for routing, certification & unit/departmental 
approval.

• Dept Approval in Process = Proposal undergoing Departmental/Unit/College and/or 
Division Approval.

• OSP Review in Process = Proposal now sits with OSP. Awaiting OSP Pre-Award Review.

• Approved by OSP = Proposal Approved by OSP for Submission.

• Reopened = Proposal returned for revision, or reopened by Lead PI.

• Submitted to Sponsor = Proposal Submitted to Sponsor.



 If you have any questions, contact OSP at osp@montclair.edu

?
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