TASK EMAIL — NEW TASK ASSIGNED TO YOU IN CAYUSE

New task assigned to you in Cayuse
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You can find your project

information and the task

Click “view description here

to open the Dear [Recipient’s Name],

Cayuse
dashboard [Sender’s Name] has assigned you the tasleayuse Project #/P! or PD Name/Index #/Sponsor — Task Description:| Prepare and submit your Progress Report by the deadline in the format

required (refer to award terms in the Cayuse record). See OSP Policy #41 — Progress Reports. Upload the submitted report under the Attachments tab of the Award Record. Make sure all
Other Support disclosures are updated if applicable (see https://www.nova.edu/osp/other support disclosures.html for information on Other Support). When the task is complete,
change the status to Closed. with aldue date of Friday Sep 27, 2024|

Please note that there are no reminders sent out after the task email,

Click to view your assigned tasks. but you will be able to see all of your tasks on the Cayuse dashboard
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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

Note that any tasks that are sent from
you or assigned to you will show up as

details, reassign, or close tasks for that specific award. “Me” on this page. If tasks are system
generated, the “From” and “Assigned

To” columns will be blank.



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

VIEWING, REASSIGNING, AND CLOSING TASKS FROM THE AWARD RECORD

f— Ccayuse
E Sponsored Projects

:ﬂ Products

Click on the
“« ”
Proposals Projects Awards Reporting ~ Tasks” tab to
view all the tasks
. for the award
My Actions Award Summary

PI: Sponsor:
Admin Unit: Prime Sponsor:

Admin Assigned:

Select a task to

Obligated Amount:

Total Expected Amount:

Award Start Da...

Award End Date:

Award Notice R...

Set Up In Progress

Project:

Proposal:

Award Form Routing Award History Funds Subawards Tasks Notes Attachments Links Admin Only
open the task box
to view more
details, reassign,
or close a task
Task Task Type From Assigned To
Cayuse Project #/Pl Last Name/Index #/Sponsor — AdHoc Task Bobbi Wilsen Bobbi Sue Wilson

Cayuse Project #/PI Last Name/Index #/Sponsor - Ad Hoc Task Christine Hadad
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TASK BOX

If you need to
reassign a task to
someone else in your
department, you can Task*

search for their Cayuse Project
Notice: This index is expected to end on the multi-year end date, set as the task deadline.
name here and then

click “Save Changes”

Due*

Assign To*

Bobbi Sue Wilson

i 5/30/2024

Award Deadline - Expiration

*If you would like to request an extension, please notify your OSP Grant Officer at least 90 days In advance of the deadline with the
requested new end date or number of months and a statement why the extension is necessary (note: unexpended balances are not
sufficient reasons to request a no-cost extension). They will process requests for the extension in accordance with sponsor
requirements. If you have already contacted the agency regarding this and have approval, please forward the written approval to your
OSP Grant Officer for the award file.

“If the project is ending, please remember that all expenditures and encumbrances must be finalized, and no new expenditures or
encumbrances are allowed to be charged to the project index number after the end of the period of performance, The PI/PD and their
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When the task is complete, change the status to
“Closed” and click “Save Changes”

Christine Hadad

Instrument Type:
+ NewTask
Created Last Activity Due Status
10/3/2023 Bobbi Wilson 4/30/2024 Qpen
8/1/2023 Christine Hadad 8/25/2023 Closed

UPLOADING ATTACHMENTS

Award Routing Award Funds Subawards Tasks Notes
Form History
Add Attachment

To add an attachment, first select the type of attachment and then drop the file into the box or click
"Upload file." Attachments with filetype .exe will not be accepted

Attachment Type

E—— -

Drop files here to upload
or

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

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




