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About CoeusLite 
CoeusLite can be used to approve or reject proposals and subaward invoices.  The Department Administrators 
and Proposal Approvers can use CoeusLite to review, approve and/or reject proposals.  Principal Investigators 
can use CoeusLite to review, approve, and/or reject subaward invoices.  
 
You will be notified by e-mail that a proposal or invoice requires approval.  The e-mail will come from 
Coeus.Application@princeton.edu, and will include a link to CoeusLite.  When you receive an e-mail 
notification, review the proposal carefully before approving it, making sure that the areas you are responsible 
for are complete and correct.  
 
You will be required to sign on using your NetID and LDAP password.  When you have finished using 
CoeusLite, you will need to log off. 
 

Who should read this guide? 
This guide is intended for departmental proposal approvers and for PIs who approve subcontracts. 

What you can do in CoeusLite  
When you are in CoeusLite, you will be able to 

• See a list of the proposals or subawards you need to review. 
• For proposals, you can  

o Display the proposal and any narrative files associated with it, as well as the budget report, and 
the cost share report. 

o Approve or reject a proposal. 
o See the approval routing for the proposal when you approve or reject it. 

• For subaward invoices, you can  
o Display the subaward invoice 
o Approve or reject the subaward invoice. 

These functions are explained in the following sections. 
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Reviewing, Approving & Rejecting a Proposal 

Logging in 
1. Click on the link in the notification e-mail to display the CoeusLite LDAP Login page where you can 

sign onto CoeusLite.   
2. Type your NetID in the User Name field and your LDAP password in the Password field, and click the 

login button.  

Viewing basic proposal information 
1. If you used the link in the email, the proposal page will open directly to the proposal summary page, as 

shown below.  (If the proposal summary screen does not appear as shown below, click on Inbox, then 
click on the title or number of the proposal.  The proposal details screen will appear.)   

2. Basic summary information, such as the direct costs, indirect costs, total costs, underrecovery, and cost 
share amounts for the entire period are listed (see box A in the screenshot below).  
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3. To view more detailed budget information, click on the links for the budget summary report, cost 

sharing report, cumulative budget report, or industrial report (box B in the screenshot above).   The 
report will open in a separate browser window.  Please note, the industrial report adds any overhead and 
employee benefit to the line item and displays the total for that line.   

 

NOTE:   
• To view detailed cost sharing distribution by dept, click on "Proposal 

Details" > Print > Show > select the forms and press "Print Selected".   
• To view more detailed proposal information in CoeusLite, see the 

"viewing detailed proposal information" section of this manual.   
• If a budget contains personnel items with cost sharing, in some 

instances that person may not appear in the personnel section of 
these budget reports and the cost sharing total may be incorrect; see 
the "viewing detailed proposal information" section of this manual  

 
4. If any attachments were uploaded, they can be viewed by clicking on the View link (box C in the 

screenshot above) 
5. If you want to view additional detailed information about the proposal, see the “Reviewing Detailed 

Proposal Information” section in this guide.  
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Approving the Proposal 
 
To approve the proposal, click on the Approve link on the left side of the screen.  A new screen will appear.  If 
you have any comments to make, you can enter the comments and your name in the comments box.  Approval 
comments are not mandatory.  Then press the Approve button.  If you didn’t mean to press the Approve link, 
then click on the Back button.   You can ignore the Add buttons and the "Add Attachments" section. 

 

Rejecting the Proposal 
 
To reject the proposal, click on the Reject link on the left side of the screen.  A new screen will appear.  Enter 
the reasons why you are rejecting the proposal and your name in the box, then press the Reject button.  If you 
do not enter comments, CoeusLite will prompt you to enter the rejection comments. If you didn’t mean to press 
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the Reject link, click the Back button.  You can ignore the Add buttons and the "Add Attachments" section. 

 

Reviewing additional proposals in the same session 
1. If you have more proposals to approve or reject in the same session (or if you accessed CoeusLite by 

using the generic CoeusLite URL), you can click on the Inbox button.  This will take you to the 
“Unresolved Messages” that are in your CoeusLite inbox.  You can click on the title or number for a 
particular line to access the proposal, then follow the instructions above.  

 
2. Please note that checking the box on the left side of the screen and pressing the “Move Select Messages” 

button does not mean you are approving the proposal. 
 

Viewing detailed proposal information 
These instructions are for cases when you want to view the proposal in more detail.  The detail included in these 
windows is the same as the detail in Coeus Premium. 
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1. Click on the Proposal Details link.   

 
2. You can then click through the links on the left side of the screen to review more detailed information.  

 
3. If you clicked on the Budget link and there are multiple budget versions, click on Open to view the 

detailed budget for the final version, which is noted by a check mark in the Final box.  If there is only 
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one budget version you won't see this screen because CoeusLite will display the budget.   

 
4. You can then click through various links on the left side in order to see more detail.  

 
5. Here, the Travel link was clicked on an detailed information can be seen about the Travel.  Click on 

“Return to Proposal” to return to the main proposal screen.  
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6.  Then click on Approval Routing to return to the screen where you can approve or reject the proposal. 
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Viewing Premium Cost Sharing Reports in CoeusLite  
Click on the Print link in the left column, then click on SHOW next to "Cost Share Reports & Generic Cover 
Page."  Then check off the Cost Share reports and click Print Selected. 

• NOTE:  If you are on the approval screen, you won’t see the Print link.  Instead, click on “Proposal 
Details” in the left column, then the screen will refresh itself and the Print link will appear in the left 
column. 

• NOTE: If you are in the budget screen and press Print, the reports that are shown are different reports 
than what is referred to here.  Click on "Return to Proposal" in the left bar, then the screen will refresh 
itself and the Print link will appear in the left column. 

 
The PU_CostShareReport.xsl shows the cost sharing distribution by unit.  
The PU_CostShareDetailsReport.xsl shows the cost sharing amounts by cost element type. 
 

 

Logging out 
• If you are done with your CoeusLite session, click on the Logout button in the upper right corner of the 

screen.  
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Viewing, Approving and Rejecting Subaward Invoices 
You can view a subaward invoice and approve or reject it through CoeusLite.  You will know when you have 
an invoice awaiting approval because you will receive an email from a generic Coeus email address with the 
subject “Subcontract invoice approval request Subcontract # 12345 invoice # 9876”. 

Logging in 
 

• Click on the link in the notification e-mail to display the CoeusLite LDAP Login page where you can 
sign onto CoeusLite.   

• Type your NetID in the User Name field and your LDAP password in the Password field, and click the 

login button.  

Viewing subaward invoices 
• If you used the link in the email, the proposal page will open directly to the subaward summary page, as 

shown below.   (If the invoice summary screen does not appear as shown below, click on Inbox, then 
click on the title or number of the subcontract.  The invoice details screen will appear.) 

• The subaward code, status, subcontractor, requisitioner name & unit are displayed.   Summary 
information about the invoice is also displayed.  You can now view the subaward invoice yourself by 
clicking on the View link.  This will open a separate browser window and display the PDF of the 
subaward invoice.  
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• After clicking on View, a separate browser window opens and displays the PDF of the subaward 

invoice.  
• When you are done viewing the invoice, you can close the browser window displaying the invoice.  

Then select either the approve or reject links on the left side of the screen. 
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Approving subaward invoices 
If you have reviewed the invoice and want to approve it, click on the Approve link on the left side of the screen.  
If you have comments to make, enter the comments in the box and press the Approve button.  Comments are 
not mandatory.  Click on the back button if you didn’t meant to press the Approve button. 
 

 

Rejecting subaward invoices 
• If you want to reject the invoice after reviewing it, press the reject link on the left side of the screen.  Enter 

comments about why you are rejecting the proposal in the box.  Rejection comments are mandatory.  Then 
press the Reject button.  Click on the back button if you didn’t meant to press the Reject button. 
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• If you are finished, then you can press the Logout button in the upper right corner of the screen. 

 

Reviewing additional subaward invoices 
1. If you have additional subcontract invoices to review, click on the Inbox link.   
 

 
2. A list of all the proposals, subawards awaiting approval or any notifications will be listed here.  Click on the 

title or number for the next subaward invoice you need to approve.  The subaward summary screen will 
appear and you can view the invoice, and approve or reject as described above. 

3. If you try to move a subaward message from unresolved to resolved and you have not approved it yet, you 
will get an error message "String index out of range: -1". 
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message in red.  In order to approve or reject, you must click on the title or number for the line to access the 
view link as well as approval and rejection screens.   (You actually should get a message in red telling you to 
click on the title or number for the line to access the approval and rejection screens; it's a bug that it's showing a 
"-1" error message instead.  Below is the message it should display.) 

 

Logging out 
• When you are finished, you can press the Logout button in the upper right corner of the screen.   
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Inbox Maintenance 

Unresolved Messages 
1. Open CoeusLite by using the generic CoeusLite URL and logging in as described previously.  The 

CoeusLite home page will open.  

 
2. Click on the Inbox button.  Your unresolved messages folder will be displayed automatically. A list of 

all proposals and subaward invoices awaiting approval will be listed.  Any proposal notifications will be 
listed as well.  Click on the title or number for the proposal development proposal which you want to 
review.   

 
3. You may see green, yellow, or red flags next to certain proposal lines. These flags indicate that the 

deadline date for a proposal is within a certain number of days. 
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4. The key to the flags is shown at the bottom of the Inbox.  
 

Resolved Messages 
1. If there are notifications that you want to move, click on the checkbox on the left side of the screen, then 

click the “Move Selected Messages” button. 

 
2. The message will then moved to the Resolved Messages folder.  Note: If you try to move a subaward 

invoice that you have not approved or rejected, Coeus will display a "-1" error message.  You must 
approve or reject the subaward invoice, and when you do the message will automatically move from the 
Unresolved to the Resolved folder.    So the -1 error message means, Coeus will not let you move the 
invoice from unresolved to resolved, because it's not approved. 
 

3. To view the messages in your resolved folder, click on the Resolved Messages link.  Your resolved 
folder will be displayed.   
 

 
4. To delete messages from the Resolved folder, click on the checkbox on the left side for each message to 

be deleted, then click on “Delete Selected Messages”. 
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Need Help Or Manuals? 
• Visit the Princeton Coeus web page for various Coeus manuals. 
• Email coeus_help@princeton.edu  
• Call the Coeus coordinator at 8-7373. 

 

http://www.princeton.edu/orpa/coeus/�
mailto:coeus_help@princeton.edu�
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