
TASK EMAIL – NEW TASK ASSIGNED TO YOU IN CAYUSE 

  BASIC NAVIGATION: TASKS ON THE CAYUSE DASHBOARD 

You can find your project 
informa�on and the task 

descrip�on here Click “view” 
to open the 

Cayuse 
dashboard 

Create new 
tasks to 
assign to 

other people 

To view closed 
tasks, you can 
sort by “All” 

You can sort by 
created date or 

due date 

Click on a task to open the corresponding Award Record. You will 
need to click on the “Tasks” tab on the Award Record to view the 

details, reassign, or close tasks for that specific award.  

You can sort by 
alphabe�cal 

order 

Note that any tasks that are sent from 
you or assigned to you will show up as 
“Me” on this page. If tasks are system 
generated, the “From” and “Assigned 

To” columns will be blank. 

The Cayuse dashboard is the homepage at nova.app.cayuse.com 

Please note that there are no reminders sent out a�er the task email, 
but you will be able to see all of your tasks on the Cayuse dashboard 

https://nova.app.cayuse.com/


VIEWING, REASSIGNING, AND CLOSING TASKS FROM THE AWARD RECORD 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                             TASK BOX                                                                                                                  UPLOADING ATTACHMENTS 

 

Click on the 
“Tasks” tab to 

view all the tasks 
for the award 

Select a task to  
open the task box 

to view more 
details, reassign, 

or close a task 

If you need to 
reassign a task to 

someone else in your 
department, you can 

search for their 
name here and then 
click “Save Changes” 

URL that links to 
this specific 

award record  

When the task is complete, change the status to 
“Closed” and click “Save Changes” 

To upload any necessary documenta�on that may be requested, 
you can click on the “Atachments” tab in the Award Record, 

select an atachment type, and upload your file. Once complete, 
revisit the associated task and change the status to “Closed.” 


