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Setting up Professional Profiles and Profile Permissions in Cayuse

Any HSC faculty or staff named as PI or key person on a proposal submitted through Cayuse will need to log into Cayuse and complete their professional profile.  To avoid multiple profiles for HSC individuals – each person must log into Cayuse themselves to initiate their own profile. Instructions for adding non-HSC persons can be found on page 4 of this document.

To list a HSC key person in your proposal – click on the Add Key Person pencil icon, find the name of the person you wish to add and check the box by their name. If you do not see the name of the HSC person you need to include on your proposal, please contact the individual and ask them to log into Cayuse and follow the directions below. 
I. Log into Cayuse - URL: http://uthscsa.cayuse424.com 

Use your UTHSCSA user name and password – what you use to log on to your computer. If you do not already have a Profile set up, click on the People tab and click “+ Person” at the top of the page.  Here you will type in your name and click Create New Profile.  
II. Link your profile -  

Contact your OSP proposal reviewer and let her know that you have created a new profile in Cayuse.  OSP will need to ‘link’ your profile.

III. Set up profile 

From the People tab find your name and complete all necessary information – Name, Degrees, Contact info, eRA Role, Dept/Division/Title, Salary and Fringe Worksheet. Institutional Association will automatically list your department.  Demographics, Biosketches, Routing Profile are optional items to complete at this time. 
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Please note, ‘Division’ should be the name of the school your department falls under. If you are a PI you must enter your NIH eRA Commons user ID under the “Name” section.

All possible PIs should have the eRA Role of “PI”. Administrative personnel should have the role of “Assistant”. 
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Everyone should enter their Calendar month appointment – most HSC faculty will have a 12 calendar month appointment. The HSC does not typically appoint Academic/Summer appointments; however, UTSA does. By clicking the “Import Institutional Rates” button you can auto calculate your fringe benefits into the budget pages. Discuss with your department Administrator if you should include salary information in your profile.
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IV. Set up Profile Permissions – 

This will allow you to set your profile to be viewed by other users in the HSC.   

To access Profile Permissions – from your profile click on the key located in the upper right corner of the screen. 
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Your name should automatically appear with all permissions checked. ‘AllUsers’ should also appear with the ‘list’ permission checked.  This should not be changed.  This allows all HSC personnel to see your name listed under the ‘People’ tab; however, they will not be able to read, edit, or otherwise use the information in your profile.  They can contact you regarding access to your information to include in their proposals.  

You can also select specific individuals to have varying degrees of access to your profile.  When adding someone to your permissions, the boxes will automatically be checked for ‘list, ‘read’ and ‘autofill’.  These permissions can be changed as needed.  If needed please discuss access options for specific individuals with your department’s Cayuse representative.  
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V. Adding Non-HSC Key Persons: 

To add non-HSC key persons you have two options: 

1) You can create a Professional Profile for non-HSC key personnel you wish to list on your proposal by clicking the People tab and clicking the “+ Person” (green plus sign). You will want to use this choice for non-HSC consultants or collaborators who will NOT be part of a subaward/consortium. You should not give any non-HSC profile permission to ‘AllUsers’.
2) If the non-HSC key person(s) will be part of a subaward/consortium they can enter their information through www.subawards.com. Once they complete information for their profile, performance site, and budget in subawards.com the subawardee can email you a document to import into your proposal in Cayuse and their information will auto populate in your proposal. For further instructions regarding subaward/consortium visit: http://research.uthscsa.edu/osp/Cayuse/cayuse.shtml .
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Optional – 


Demographics, Biosketches, 


Routing Profile





Required – 


Name, 


Degrees, 


Institutional Association, 


Contact Info, 


eRA Role, 


Dept/Division/Title, 


Appt and Fringe
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Click ‘+ Person’
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