
Coeus Premium 4.2 Quick Start:  Basics        (Dec. 12, 2008) 

Accessing Coeus Premium 
• Click on the Coeus 4.2 link on the Princeton Coeus page 
• Enter your NetID and your Coeus password in the Logon box 

 

Changing your Password 
• From the File menu, choose Change Password 
• Enter your current and new passwords into the Change Password box 

 

Logging Out 

• Save your work and then click on the Exit icon  on the toolbar. 

Frequently used icons  
Some icons have a different appearance now.  The icons can not be enlarged. A 
yellow box appears with the icon’s name by hovering the mouse over the icon. 
 

Icon Name Icon Name 

 
Inbox 

 
Rolodex 

 
Award 

 
Sponsor 

 
Institute Proposal 

 
Subcontracts 

 
Proposal 
Development  

Exit/logout 

 
Search 

 
Medusa 

 
Save 

 
Add 

 
Sort 

 
Modify proposal 

 
 

Searching 
• Click on the icon for the appropriate module (in this example, the proposal 

development module.)  The search window for that module opens. 

 
 
• You can search by ID number, status, PI name, title and more. 
• You can combine searches on one line (i.e. searching for all “new” 

proposals by Einstein with the word energy in the title) or search for 
multiple items on more than one line (i.e. searching for proposals in more 
than one unit). 

• You no longer need to use “like %term%” anymore.  Use * instead. 
• You no longer need to enter the leading zeros to find one proposal.  

Instead, use * as the wildcard.  
 
Operator/example Use to… 
*Einstein* ...search for Einstein’s proposals in the Investigator 

box 
*1234 …search for the proposal ending in 1234 
*1234* …search for proposals containing 1234  
>00005000 …search for proposals numbered greater than 

00005000 (must use all leading zeros)  
<=00005000 …search for proposals numbered less than or 

equal to 00005000 (must use all leading zeros) 
 
• Your search criteria are no longer stored, so you can do another search 

immediately in the same module without having to clear the results. 
• Double click on any search result to view it. 
 



 

 

Using Medusa   
Each item in a module has a different tracking number.  Medusa links the 
various module tracking numbers to each other.  So if you know the award 
number but need to find the proposal development number and view the 
proposal development proposal, Medusa will show the linkages for the 
numbers.     
 
• Search for the item in the module where the number is known. (i.e. you 

know the P/G number for an award is 1954084.  Search in the Award 
module for account number 1954084.)   

• Click on the Medusa  button.  Medusa will show, on the left side, the 

Institute Proposal  number, the Proposal Development  number, the 
Award  number, and subcontract  numbers, if any are available.    

• Click on the number to highlight it (it turns blue) and then click on the 

Display  button to view the information in that module. 
 

 

 
 
 
 
 
 
 

 
 
 
 
A Guide to Coeus Numbers 
 

Number Format Example Module Symbol 

Proposal 
Development 

8 digit number; 
typically starts with 
4 zeros 

00001234 Proposal 
Development   

Institute 
Proposal 

8 digit number; 
typically starts with 
3 zeros 

00012345 Institute 
Proposal  

Coeus 
Award 
number 

6 digit number and 
a dash followed by 
3 numbers; 
typically starts with 
2 zeros 

001234-001 Award (use 
Award Number 
box) 

 

Project/Grant 
Number 

7 digit number; first 
three numbers are 
the dept number.   

1234567 Award (use the 
Account 
Number box)  

Sponsor 
Award 
Number 

Any format. Any format. Award (use 
Sponsor Award 
Number box)  

Subcontract 
Number 

8 digit number; 
typically starts with 
4 zeros 

00001234 Subcontract 
 

 
 

 
 



Coeus Premium 4.2 Quick Start:  Proposal 
Development Narrative and Budget Viewing 

Viewing the Narrative in Proposal Development  
The Proposal Development module is where department users enter the 
narrative, budget, and other information for their proposal.  This section 
describes viewing the narrative. 
• Search for the proposal and double click on the search result to open it. 

• Click on the Narrative  button on the second toolbar.   
• Highlight the narrative type you want to view by clicking on it once (the line 

turns blue), then click on the Word or PDF icon on the left side of the line. 
• The narrative opens in a separate browser window.    
• Close the browser window when you are finished reviewing it.   
 
The complete proposal may have been uploaded by ORPA as the “Complete 
Proposal – ORPA Uploaded” narrative type. 

 
If you open a narrative for an older 3.8 proposal, close it and then reopen the 
narrative window, you will see a line for the “Complete Proposal – ORPA 
Uploaded” narrative type.  You can ignore the line.   

Viewing the Budget in Proposal Development  

• Open the proposal and click on the Budget  button.  The Select 
Budget screen will open.    

• Click on display to view the final, complete budget.  

 

 
 
 
 
 
 
• The Display Budget screen will then open, showing summary information.  

 
 
• Click on the tabs to view detailed budget information for each period. 

 
 
• Click on the Total tab to view totals. 

 



 

 

Viewing Cost Sharing in the budget 

• With a period tab open, click on the Customize View  button.  The 
Customize view screen opens.  

• Check the “Cost Share” box.  You can also check off “Show Calculated 
Amounts” to view calculated EB and OH amounts for each cost element. 

 
 
• A scroll bar will then appear at the bottom of the screen.  Scroll it to the 

right to see the Cost Share column.  Also notice that the EB and OH 
calculations are listed at the bottom of the screen. 

 

 
 
 
 
 

 
 
 
 
 
 
• You can also shrink the size of each column (by clicking on the column 

divider and moving it) in order to view all columns on one screen   
 

 
 

Viewing Cost Share Distribution 
• With the budget open, click on Edit, Cost Sharing Distribution.  The display 

proposal cost sharing screen will then open.  (Note: Percentage is not used 
at Princeton). 

 

 
 
 
 
 
 
 



Coeus Premium 4.2 Quick Start: Award and Award 
Budget Viewing 

Viewing Award Information  
The Awards module is used when an institute proposal has been funded. 
• Search for the award in the Award module and double click on the award 

to open it.    
• Many tabs will open containing information about the award, such as 

terms, conditions, PI, general comments, and subcontracts related to this 
award, among other information.    

 
• To view the budget, click on the Money and End Dates tab.  The Obligated 

and Anticipated amounts, and effective and expiration dates, are listed. 

 
 

 
• If there are multiple child accounts for an award, this screen would display 

a list of Coeus Award numbers ending in -002, -003, etc.  If there are no 
child accounts, only the parent (-001) would be displayed.  Click on the 
buttons on the bottom of the screen to see Total amounts, Distributed, and 
Distributable amounts.  Click on History to see a history of the amounts 
entered into this award.  

 
 

Viewing Award Budget information 
The Award Budget is contained inside the Awards module. 
• With the Money and End Dates tab of the Award open, click on the Budget 

button.  The Budget for Award screen opens.  Multiple budget versions 
may be listed. 

 
• Click once on a line to highlight it, then click on Display to see the budget. 

 
• You may need the scroll button to scroll down to see all budget lines. 

Viewing Cost Sharing in Awards 
• With the award open, click on the Details menu and select Cost Sharing.  

The Cost Sharing window opens. (Note: Percentage is not used at Princeton). 

 



 

 

 

Coeus Premium 4.2 Quick Start:  Institute Proposal 
and Subawards 

 

Viewing the Institute Proposal  
The Institute Proposal number (IP) is assigned when the Proposal 
Development proposal has been approved by ORPA.  This module includes 
proposal status information (pending, funded, declined). 
• Search for the Institute Proposal in the IP module and double click on the 

result to open it. 
• The IP screen then opens.  Status and other information can be viewed. 

 

 

 

 
 
 
 

 

Viewing Subawards  
• Search for the subaward in the subcontract module.   
• Double click on the search result to view the subaward.  Many tabs appear 

for the subaward, including Funding source, Amount Info, Amount 
Released, Contacts, and other information.   

 
 
• To see if the subaward has been approved, click on the Amount Released 

tab and then look at the Status column.  “Sent” indicates the invoice was 
sent to the PI for approval but it has not been approved yet.  “Approved” 
means the invoice has been approved.    A status of “Rejected” or 
“Rejection Approved” means the invoice was rejected.  Older invoices may 
not have a status or their status may be “in progress” but they actually 
were approved.  They were entered under a different procedure.  Newer 
invoices with a status of “In Progress” indicate that ORPA is in the process 
of entering information about the invoice. 

 
• Starting with 4.2, new invoices will be stored in Coeus.  Highlight a line by 

clicking on it once, then click on the PDF icon once to view the PDF of the 
invoice.  The PDF will open in a separate browser window. 
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