Pre-training checklist
Before the day/time of the demo:

1. Do you have your handouts ready?
a. For Cayuse424 Training:

i) Slides

ii) UW-Madison Cayuse424/Grants.gov Training Supplement

b. For Research Plan Tools Training:

i) Slides

c. Do you have your speaker notes, or a training outline with tips about how much time to allocate to each section of the training session?

2. Know the following:

a. A real opportunity number, for demonstrating the downloading:
________________
(get this from http://www.grants.gov/search/basic.do - and for a Keyword, use “R01”; then sort by “open date”)

b. The username/password of an unused Fake PI in the demo system:
________________

c. Which person to use as the Next Reviewer in the Routing Profile: 
________________
(either Cindy Robins or Karl Hillmer or Lavon Flynn)

d. The username and password of the chosen “Next Reviewer”:
________________
(so you can log in and demonstrate the dean’s office approval, if desired)

3. To demonstrate the subawards feature: Make sure you know what you need to have as far as an institutional profile, and a professional profile for a person who is linked to that institution.
Things to know during setup:
1. The address of the Cayuse page on the RSP Web Site:
www.rsp.wisc.edu/cayuse 

2. Where to log into the demo system:
a. As a fake user:
https://ggovdev.services.wisc.edu:8443/V8/ 
(use this with all Fake PI Accounts)
b. With a real NetID:
https://ggovdev.services.wisc.edu/V8/
(most people will never use this)

3. Where to log into the live system:





https://ggov.services.wisc.edu/V8





(or click the “Log In” button on the RSP Cayuse Page)
4. Do everything in the demo system EXCEPT downloading an opportunity: this must be done in the live system.

Things to do – For Cayuse424 Web Training
1. On both machines – make sure that:

a. No “instant messengers” are running (GroupWise Messenger, AIM, etc.)

b. Email alerts are turned off (GroupWise Notify)

2. On the POWERPOINT machine:

a. Make sure the training slides are saved in a known location.

3. On the CAYUSE DEMO machine:
a. Make sure that:
i) You have a live internet connection.

ii) Firefox is installed.
iii) In Firefox:

a) Pop-ups from ggovdev.services.wisc.edu are enabled. If you run into problems with this, you can enable pop-ups “on the fly” by following the prompts you see on the screen.
b) Pop-ups from ggov.services.wisc.edu are enabled. (Ditto for the problem-solving.)
c) You’ve created bookmarks for the live system, the demo system, and the RSP Cayuse Web Page.

d) You are logged into the live system as yourself, and you have a browser window for the live system.

e) You’ve tested the login for the demo system, and you have a browser window for logging into the demo system.

f) You have a browser window that shows the RSP Cayuse Web page.

iv) The sample documents (research plan PDF, biosketch PDF, generic one-page PDF) are saved in a known location.

Things to do – For Template Training:

1. Before arriving, ask whether the Cayuse PDF Printer has been set up on the machine. If it is not, ask whether someone can install it before you get there. OR – ask whether you will be able to log on with administrator rights. If you cannot, insist that someone arrange for a tech support person to meet you there when you arrive.

2. If the Cayuse PDF Printer is NOT installed when you first log onto the machine:
a. Download the setup file from the RSP Web site.

b. Double-click on the installer. This requires administrator rights.
3. Make sure the Microsoft Word Templates and Add-Ins are installed. If they are NOT installed when you first log onto the machine:
a. PC:

i) Download the Windows Template Installer from the RSP Web site.

ii) Double-click on the installer.

iii) Start up Word. Using File | New, confirm that your templates are there.

b. Mac:

i) Download the OS_X_424_Resources.zip file from the RSP Web site.

ii) Follow the instructions on the RSP Web Site for how to put the templates into the correct location.

iii) Start up Word. Check the Project Gallery and confirm that your templates are visible.

4. Make sure that your clean, unmodified sample documents are available in a known location:

i) Sample text – for pasting into a research plan (MS Word)

ii) Sample existing research plan – for use with the Add-In (MS Word)

5. If on a Macintosh:

i) Make sure that addbookmarks.jar is available in a known location.
After a demo – What to clean up:

1. There is no harm in leaving the slides, the sample attachments, and the sample Word documents on the computer. Someone will probably be able to use them. If not, they can remove them.

2. Before you do the Template Training again, you must get rid of the “Sample Research Plan” and replace it with a fresh copy from the RSP Web site.

Tips on adjusting the projected image:

1. Go to the Desktop (minimize all windows)

2. Put the cursor anywhere on the “background” and right click

3. Two strategies:

a. Choose “Display properties” - Different machines will show different options here. You may see something that says something like “Full Screen (no border).” Try that, or play with these to see if it makes a difference.
b. Choose “Properties” – and then the “Settings” tab. Find the control for “Screen Resolution” and adjust it up or down. If possible, set it to “1280 by 1024 pixels”. This solved two problems at L&S:

i) With the resolution set to something like “1280 by 768 pixels”, the width of your windows isn’t in correct proportion to the height.

ii) With the resolution set to something like “1024 by 768 pixels”, you may not be able to see the entire Cayuse Toolbar during your Templates demo.

Other useful info:

1. Chip’s cell phone number is 358-2106.
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