
Logging In and 
Navigating Cayuse 

Sponsored Projects (SP)



We will have a Single Sign On (SSO) capability for 
Cayuse.  You can find Cayuse two ways:

1. Searching for the Cayuse application in 
MyUWF

and

2. Accessing RAE’s Proposal Submission page.

How to Log In

https://uwf.edu/academic-affairs/departments/research-administration-engagement/pre-award/proposal-submission/


Once logged in, your home page will display your 
current, “My Tasks.”  This will show you tasks that 
are either automatically or manually assigned to 
you. 

For instance, “certifying” a proposal before it goes 
to RAE.

Home: My Tasks



• You can even create your own tasks or project 
milestones for yourself or others from the 
homepage.

Home: My Tasks



Information in your profile will automatically be 
loaded.  The majority of the profile will be locked 
down from editing.  However, you do have the 
option to complete the External Identifier section 
for your own reference.

My Profile



Whether you are on the Home Page or in 
Sponsored Projects, there will always be two ways 
to find Help:

1. On the bottom right hand corner of the screen 
you will see the Resource Center pop up after 
you select the Question Mark Icon.

Finding Help



1.
2. On the top-right corner, 

when clicking on your 
name, a drop down 
menu will show the 
Cayuse Help Center 

You may also the RAE 
office by calling (850) 
474-2824.

Finding Help



To go to Sponsored Projects, go to the top-right 
hand corner to the Products Menu and select 
“Sponsored Projects.”

Going to Sponsored Projects 



This will take you to the Proposals Dashboard.
1. Here you can start a new proposal. 
2. View your Proposal Status: Proposals will be shown 

two ways; categorized by what status they are in,  

   and also listed below.

Going to Sponsored Projects 



The Project tab is another way to view the lifecycle of a study 
from proposal, to award (if applicable), and closed. 

When selecting the Project #, it will take you to that project’s 
individual dashboard with its history, attachments, award 
information, etc.

Project Tab



The Awards Dashboard will sort your awards based on 
their stage of development.

They will also be listed chronologically below.  
• Award data will be entered in by your RAE business 

manager.  So the data you see will be “view only”.   
• If you see anything that may need to be updated, please 

contact your RAE business manager.

Awards Tab



Once you click on an award, you should see its 
history of modifications, routing, funds, subawards, 
and a wealth of information.
 

Awards Tab



Scrolling down on the award, you can also see the 
award set up information by selecting the various 
award sections.  The award section will be “view 
only”.

Awards Tab



Cayuse SP offers customizable reports that can be 
exported to a CSV or Excel file for both the proposals 
and awards that you are listed as a PI or Team Member. 

• From the drop down menu you can select either the 
award or proposal report.

• You can also customize the fields shown by selecting 
the Fields button.

• From there you can Export to a file if desired.

Reporting Tab



Whether you are in Proposals, Projects, or Awards 
tab, the search function works a little bit differently. 
1. Click in the search area and you will see a drop 

down list of data categories you can choose 
from.

2. You will then select what data categories or 
“filter” you would like to use to search.

Using the Search Fields



3. Once selected, you can type in what search 
term you want.
4. You can also select multiple search categories 
or filters.

5.  In the proposals, projects, and awards tab you 
can export this list by selecting the Download to 
CSV button.

Using the Search Feature



Project number 26-0001

Proposal number:  26-0001-P0001
All proposal numbers include a “P”

Award number:   26-0001-A0001-2
All Award numbers include an “A”

Cayuse Numbering System
Fiscal Year   Project #      

Fiscal Year  Project #   Proposal #

Fiscal Year  Project #   Award #  Modification #


