
Create a Task ==--
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1 
Open the appropriate proposal you want to create a task for.

Projecn Awards Subawards 

e£r.oie.tt.5: / fMIDple 11.3-25 Recordiru: / 26-0099-POOOl 

nple 11.3.25 Recording 

Propos.il Summary 

Pl: -

AdmlnUnit: 

salForm Routine History Access Tasks 

Reporting � 

Notes 

.ii Soctions Gener.ii lnfarm.itiDn 

More � 

Sponwr: --

Prime Sponsor: -· 

Sponsor Deadline: -· 

Total Sponsor Costs: --

Attachments links 

ral Information ✓ Sponsor Information

Personnel 0 
Sponsor: 

Jlatory Compliance 0 a. 

>rt Control 0 Dlrcet.sourteolfunds 

•ign Support & Collaboration 0 
If Sponsor is not listed, please specify: 

·mation Sharing 0 
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AdminOnly 

Project Start Date: -

Project End Date: 

Instrument Type: -

Prime Sponsor (if applicable): 

a. 

If Prime Sponsor is not listed, please specify: 

I In Development 

Project:� 

All changes save automati 



2 Click "Tasks" 

1-'roposals 1-'rojects Awards Sub.iwards 

MvMi.Yf:..fm� I �pie 11.3 2S Recording I 26-0099-POOOl 

Example 11.3.25 Recording 

My Actions Propos.al Summary 

Complete Review Pl: -

EWH@i 1·11 
AdminUnit: 

Proposal Form Routing History Access Tasks 

Reporting • 

Notes 

Gonoral lnform.it1on 

More ... 

Sponsor: -

Prime Sponsor: 

Sponsor Deadline: •• 

TotalSponsorCosts: 

Attachments Links 

General Information ✓ Sponsor Information

Key Personnel 0 
Sponsor: 

Regulatory Compliance 0 0. 

ExPOrtControl 0 Oirectsourceoffunds 

Foreign SuPPQrt & Collaboration 0 
If Sponsor is not listed, please specify: 

Information Sharing 0 

3 Click "Create New" 

.. 3.25 Recording 

Pl"oposalSummary 

Pl:·· Sponsor:·-

Admln Unit: -- Prime Sponsor: -

Sponsor Deadline: --

Total Sponsor Costs: --

Routing History Access Tasks Notes Attachments Links 

D ID nue Type Milestone ID Ca1egory 
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Progress 

No results to display. 

Project Start Date: -
Project: 

Project End Date: 

Instrument Type: -

AdminOnly 

Allchangess. 

Prime Sponsor (if .applicable): 

0. 

Oriit�llrJisourceof funds [If different than sponsol"Ofi�iz.iuon) 

If Prime Sponsor ls not listed, ple.lllW! specify; 

I In �t • I
Project Start Date: -

Project: .2,Q,;,QQ2:2 

Project End Date: -

Instrument Type: -

+ UnktoMDestone iftjp IE F·FiW

Assigned to Internal 
Due Dale 

External 
Due Date 

Status 

D 

G 
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4 Click "Task" 

.. 3.25 Recording 

Proposal Summary 

Pl: 

Admin Unit: -

Routini: Access Tasks 

10 Title Type 

Notes 

Sponsor: --

Prime Sponsor: -

Sponsor Deadline: 

Total Sponsor Costs: •• 

Attachments links 

Milestone 10 Category 

AdminOnly 

Pros:ren 

Noresultstodisploy. 

1,n�opn'elt • I
Project Start Date: - Project:� 

Project End Date: -

Instrument Type: 

+ LinktoMilntone li@§ii; M) 1•¥5& 
Assianedto 

Task 

lnterii Milestone Due□------
St.itus 

0 

0 

5 Click the "*Title" field and enter the title of your task. 

= "'"""' 

'fB Sponsored Projects :) Products 

Proposals Projects Awards Subawards Reporting .. More .. 

MY�� I �pie 11,3.25 Recordln� / 26:<X299·P0001 / New Task 

New Task 

*Title 

�

• Auignto 

0 Person 
0 Team 

lOOCNracterlimrt 
* Persoo 

Milestone I Q. Select Person . I I I a_ Select Milestone . 
Internal Due Date 

Category I • MM/00/YYYY 

I a_ Select Category . I • External Due Date 

* Description I ■ MM/00/YYYY 

I Remind•<> 

Noremindes 

) + Add Reminder I 

4000 cti.:acu,r lim,1 
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6 Click the "* Description" field and type the instructions for your task. 

New Task 

*Title 

Example 

lOOCNr;Kterlimrc 

Milestone 

I 0. Select Milestone 

Category I 0. Select Category 

• Description 

4000 character limit 

URL A 

/sp/proposals/d13c9acb-38lc-4593-b270-5c76b56bccc2 

Add Attachment V 

*Assfs"nto 
0 Person 

0 Team 

*Person 

I 
I Q. Select Person 

Internal Due Date 

I 
I ■ MM/0O/YYYY 

• External Due Date I ■ MM/0O/YYYY 

I Remind,,. 

No reminders 

j + Add Reminder ) 

. 

7 
Click "Select Person" and begin typing the person's name who you are assigning 
the task to. 

I Projects 

Projects Awards Subawards Reporting More • 

• fump!e 11.3.25 Recordin11: / 26·0099·P0001 I New Task 

lgetjustification. 
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*Assign to 

0 Person 
0 Team 

* Person 

[\_s,1ect Json 

Internal Due Date I ■ MM/0O/YYYY 

• External Due Date 

I • MMIDO/YYYY 

I + Add Reminder ] 

3 Products Alice Administrator 

� I Assl&n•nds.nd I 

• I

0 
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8 Click their name in the drop down box. 

I Projects 

Projects Awards Subawards Reporting More • 

' Wlllole11325Bec9fdimi: / 26-0099-POOOl I NewTask 

lgetjustiflcation. 

9 Click the "* External Due Date" field. 

S.WWU!Yl♦:?'2CS!:1-U[UUl1•t , ,2:wxz·rY.NI 

,,y 

lgetJustiflcation. 

�acb-38k-4593-b270-Sc76b56bccc2 
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*Assign to 
0 Person 
Q Team 

* Person 

0.. irenei� 

* External Due Date 

I • MM/0O/YYYY 

I Rem;nde,-, 
Noremlnders 

I + Add Remindl!f" ] 

* Assign to 
0 Person 
0 Team 

* Person 

I 0. Irene Investigator 

Internal Due Date 

I • MMIDDMYYY 

Reminder$ 

No reminders 

I + Add Reminder ] 

.,j Products Alice Administrator 

� Assianand5end 

D 

� AulpandSend 

)( . 

D 

a 
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,ry 

10 Select the due date of the task. 

lgetjustification, 

1acb-381c-4593-b270-Sc76b56bccc2 

* Assign to 

0 Person 
0 Team 

* Person 

I 0. Irene Investigator 

Intern.al Due Date 

I ■ MM/00/YYYY 

• External Due Date 

I ■ MM/0O/YYYY 

i@/wM;MI 

@202122 

23 24 25 26 27 28 29 

30 1 20 ' . 

X • 

11 You can set automatic reminders by clicking "+Add Reminder". 

,ry 

lgetjustification, 

1acb-381c-4593-b270-Sc76b56bccc2 
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* Assign to 

0 Person 
0 Team 

* Person 

I 0. Irene Investigator 

Internal Due D.i.te 

I ■ MM/0O/YYYY 

• External Due Date 

I • 12/3/2025 

I + Add Remi:.er j 

X • 

� AssianandSend 

0 

0 

�•++we 

0 

0 
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12 Type the number of days and select the appropriate radio button for your
reminder. 

Propos.ils Projects Awards Subawards Reportlr11 

M�� I flwnn1r11325Berncdinr / � / NewTask 

New Task 

*Title 

El<ample 

Mll&Stone 

I O. Select Milestone 

Category 

j 0. Select Category 

• Description 

Dear Pl, 

Please send the budJetjustiflcation. 

4000dunocter1Jmit 

URL A 

I /sp/prooosals/d13c.9acb-381c·4593·b270-5c76bS6bccc2 

Add Attachment 

13 Click "Save" 

,.-y 

lgetjustiflcation, 

1acb-381c-4593-b270-Sc76b56bccc2 
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. I 

I 

*Assign to 
0Pe=
0 Team 

*Penon 

IQ. lreriel�ti�tor 

lnterrn11I Due Date 

I • MM/0O/YYYY 

*External Due Date 

I • 12/3/202S 

Reminders 
Noreminders 

• New Reminder 

��Dav, 

e Before Internal Due Date 
e AfterlnternaJOueOate 
0 Before£xtemalDueDate 
0 AftefExtemalOueDate 

1c,�,1m 
• Add lwmlndef J 

* Assign to 
0 Person 

0 Team 

* Person 

I 0. Irene Investigator 

Internal Due D.i.te 

I • MM/00/YYYY 

• External Due Date 

I • 12/3/2025 

Remlnders 
No reminders 

* New Reminder 

�D,y, 

e Before Internal Due Date 

e After Internal Due Date 
0 Before fxternal Due Date 
0 After External Due Date 

! C.nceill'II 
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� .. ,,, 
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0 
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14 Click "Assign and Send" to complete your task assignment. 

I Projects 

Projects Awards Subawards Reporting More • 

' fnmp!f 11 3-2S Recordine: / 26-0099-PQOOl / New Task 

ls:etjustification. 

* Assign to 
0 Person 
0 Team 

* Person 

I 0. Irene Investigator 

Internal Due Date 

I • MM/0O/YYYY 

• External Due Date 

I • 12/3/2025 

I Reminders 

1
2 days before External Due Date· 1211no2s 

1 day before E:xternal Due Date· 12/2/2025 

I + Add Reminder ] 

a Products Alice Administrator 

0 

15 
You will be brought back to the tasks tab under that proposal. Here you can view 
the task history. Click the Closed checkbox to view closed tasks as well. 

Proposal Form 

STATUS 

El Open 

D In Progress 

a On�old 

Cl"'f' 

f 

rJ SPAdhoc 

D SP MIiestone 

Routing History 

D ID 

D 

10perpage • 

Access Tasks 

Title Type 

I. Example SPAdhoc 
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Your new task has been assigned and seol 

Total Sponsor Costs: 

Notes Attachments links AdminOnly 

Milestone 10 Category Progress 

Showing 1/1 items 

+ UnktoMilestone M+H· a I
Assigned to 

Irene Investigator 
morgan.chapman+lnvest1gator@Cayuse.com 
School of Professlonal Nursing 

Internal 
Due Date 

External 
Due Date 

12/3/2025 
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