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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. 





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









Complete information tabs, on the left side of the proposal 



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-







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”!





Press ‘Save”!



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





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), 









Do all sections reflect their green 
checkmarks?

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

VERIFY!

Trust...BUT Verify!









Submit the Proposal for Routing

If all information is correct, 
select ‘Yes’!



Certify your Proposal! 



You’re done - in Cayuse! 




