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Picture Guide # 2 PI Award Form Picture Guide 
Includes: Certification of Awards & Modifications 

 
This will automate the award notification process between ORSP and PAAA, which will 
eliminate the “Award Notification Form” that was previously used to transfer award data and 
documents via email.  
 
Step 1: Email from Cayuse Administration  
 
When an Award is ready for your review and certification, you will receive an email notification. The email 
will have the award number and title of the project. Click on the link “Cayuse Sponsored Projects” to 
access the award.   
 

 
Click on the hyperlink and enter your LMU username and password. 
 
Note: The email screenshot is for a proposal and is similar for an award.  
  
Step 2: Dashboard 
 
You will be directed to your dashboard. Click on the award that will be under your Tasks. 
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Step 3: Review Award Sections 
 
Navigate to the Award Sections and review each tab. The green 
check will be marked after your review.  All must be green to move 
it to the next reviewer.  
 
 
 
 
 
 
 
 
 

 
 
A. Award Information 

 
 
The “Award Information” section contains 
information about the sponsor, award title, 
and important dates about the award.   
 
It will notify other units about the award, 
such as the financial administrator in the 
law school or the grants administrator in 
SOE, so that they have information about 
the award for their records.  
 
HERD activity types and Academic 
Discipline codes are also found in this 
section, as well as a copy of the proposal.  
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B. Research Team 
 

 
This section will list all key 
personnel including PI and Co-
PIs. 
 
Effort is expressed for only the 
first year of the project.  For 
outlying years please consult the 
detailed budget.  
 
 
 
 
 

 
C. Summary Budget 
 

 
This page has budget information about the 
project including, the detailed budget and 
budget justification, IDC information, and cost 
sharing information and details about sources.  
 
If IDC is ‘Allowable but restricted’ a text box will 
be visible with the information in it, such as 
“10% allowable per sponsor guidelines.’ 
 
Expected Amount is the total amount of funds 
to come in over the lifetime of the award.  
Obligated Amount is the amount of money 
received to date from the sponsor.  
Anticipated Amount is the remaining amount of 
money to be received from the sponsor. 
In some cases the amounts may be the same, if 
all the money is given upfront and not 
incrementally 
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Summary Budget – Cost Sharing 
 

 
Cost sharing details are 
also provided in the Budget 
Summary section for review 
and retrieval for your 
records.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Summary Budget – Course Release, Sabbatical, and Capital Projects  
 

 
This information is for review.  It is placed here, because reports can 
be created that will pull all awards that have these elements in them.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
D. Regulatory Compliance 
Information related to Human Subjects, Animal Subjects, and Research Materials is in this section.  It is 
yes/no questions about each of the topics. It includes IRB study numbers and approval date.  
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E. Performance Sites 

 
 
Performance site location information and add Subrecipient Name(s) 
are in this section.  New NSF compliance for off-campus research   
Subaward information will be entered in the tab at the top of the 
award sections under Subawards.  
 
 
 
 
 
 
 
 
 
 

F. Terms and Conditions 
 
Information can be updated as needed. ORSP will fill in as much as possible when creating the 
award.  

 
 
B. AWARD FORM TABS 
Information about the Award will also be displayed in the tabs across the top. 
1. Routing – will show who has been assigned to review the proposal.  
2. Award History – will show the ORSP staff that created the award. 
3. Funds – Is not used.  
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4. Subawards - This is where you will find all the subaward information about the proposal.  
You will work through the subaward sections to review the information.  
 

 
 
5. Tasks – Do not use. 
6. Notes – Can be used and seen by all.  
7. Attachments – Review attachments from the Award form. This is where you will add the award 
notification, terms and conditions, and any other information pertinent to the award record.  
 
Step 4: Select Certify Award 
 
Once you have reviewed all the sections, navigate to My Actions and select “Certify Proposal.” 
 

 
 
 
Step 5: Select Approve and Save  

 
Another window will pop up to certify the award.  
This will send the award to Post Award Accounting 
Administration for review and retrieval of the award.  
PAAA will reach out to PIs to set up an Award 
meeting.  
 
 
 
 
 

 
The award process is complete.  
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III. Modifications  
Modifications to awards will be made at any time during the award period so that there is a record of 
the activity related to the active award. The system does not send out notifications about modifications.  
The ORSP team will notify the PI and PAAA when modifications to awards are made.  
 
Each time a modification is made it will appear in the award record and a comment will be available to 
view about the modification.  The documents for the modification will be uploaded in attachments.  

 
Common modifications may include but are not limited to no cost extensions and/or budget 
amendments.  
 
 


