
Welcome to the Cayuse Step-by-Step Guide for 
Submitters and Approvers! 

If you have not used “Cayuse – Sponsored Projects”, please click Cayuse Access Request. 

 

This training guide has three sections: 

1. Helpful Terms/Cheat Sheet 
2. Submitter Step-by-Step 
3. Approver Step-by-Step 

 

Definitions Cheat Sheet & Helpful Terms: 

What is a Principal Investigator (PI)?  A PI refers to the holder of an independent grant and the lead 
researcher for the grant project. If you are submitting a grant proposal as the project “owner”, you are 
the PI.  

PI is a term used by External Awards.  Liberty’s Internal Awards department mirrors the processes of External Awards. 

The Proposals Dashboard shows the various stages a proposal goes through in the application process: 

 
 

• In Development: This is the drafting stage of the proposal, where the PI is planning, writing, and 
revising the various pieces of the proposal. When complete, the PI clicks “Route for Review”, 
which automatically moves the proposal to an internal review round. 
 

• Under Review: Proposal is routed to Dean for review.  Upon approval, the proposal will route to 
OSPR for approval, as well as Vice Provost and Provost when applicable to proposal type. If the 
proposal is sent back to development, any comments are recorded in the “History” proposal 
section. 
 

• Approved: The proposal is approved, and OSPR creates the Award. Finance funds the award.  
The PI is notified about the Award budget code.  
 

• Submitted to Sponsor: NA for Internal Awards 
• Under Consideration: NA for Internal Awards 
• Funded: NA for Internal Awards 

 
• Closed: The proposal is marked as closed. This could signal the awarded project is complete, was 

rejected by an approver, or was withdrawn by the PI.  
 

https://app.smartsheet.com/b/form/724159fb50934690a4310fcd87d726e2


Submitting a Proposal in Cayuse 

1. Click “Products  Sponsored Projects”. Don’t see Sponsored Projects? Click Cayuse Access 
Request.   
 
 
 
 
 
 
 
 
NOTE: Please do not create a New Task on the Task Page. 
 

2. Click “+ Start New Proposal” 

 

2a. If your new proposal is not related to a previously submitted proposal, then you will choose the first 
option: 

2b. Title the Project  

 

https://app.smartsheet.com/b/form/724159fb50934690a4310fcd87d726e2
https://app.smartsheet.com/b/form/724159fb50934690a4310fcd87d726e2


3. Answer the questions from each of the sections: 

 
 

 

 

 



4. Please note this “Student Travel Information” tab will only generate if you are a faculty member 
who will be traveling with students as indicated in the General Information tab (seen above). 

 

 

 

 

 

 

 

 

 

 

 

 

You as the submitter will use your name, and your role will be “Principal Investigator” (PI). 

This term “PI” is taken from External Awards as this is the common language used in Grants. 

 

 

 

 

 

 

 

 

Please use the “Helpful Terms Guide” to learn more about “Principal Investigator”. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is just an example.  You will need 
to ask your department 
admin/budget manager what this is 
for you. 

Please ensure all 
required documents are 
uploaded.  We will not 
review without all 
required documents.   



Regulatory Compliance: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Terms & Conditions will differ depending on the award category that is selected.  

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Route for Review” 

 

 

 

 

 

 



Congratulations! 

You have submitted your proposal within Cayuse. 

Your proposal will route to your school Dean to review. 

Should you have any questions, you may consult your Cayuse Dashboard at any time or reach out to 
Grants@liberty.edu.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://lu.app.cayuse.com/
mailto:Grants@liberty.edu


How to Review/Approve: 

Go to your Cayuse Dashboard. 

See below where you can click “Assigned to Me” and “Open” to indicate what is in your Review Queue. 

 

Click on the Proposal you wish to Review. 

 

Select and Review Each Proposal Section.  A green check mark will indicate system review completion. 

 

https://lu.app.cayuse.com/


Once you have reviewed all Proposal Sections, your check marks should be green as below: 

 

 

You can then click “Complete Review” under “My Actions”.  

 

 

Congratulations! 

You have approved a proposal within Cayuse. 

Your proposal will route to OSPR for review. 

Should you have any questions, you may consult your Cayuse Dashboard at any time or reach out to 
Grants@liberty.edu.  

 

 

https://lu.app.cayuse.com/
mailto:Grants@liberty.edu


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


