How-To Guide

for Pls in Kuali Research
This how-to guide provides instructions for the following:

How to access a proposal

How to access and complete the questionnaire
How to approve a proposal
Reviewer/Approval options and definitions
How to fix Data Validation errors
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When a proposal is initiated by the analyst in Kuali Research, the Pl will receive a series of email
notification alerting them that a proposal is in queue and actions are required to complete the proposal
submission.

How To Access a Proposal:

e From the email notification received, click “View Full Proposal".

Proposal No.19 in Department D01034 - (D01034) History of Art Dept has

@ .
been created by Linda Phinguyen
K kualisupport=ucredu@mx3.kuali.co on behalf of kualisupport@uc © S & -

Linda Phinguyen has created a proposal in Kuali Research:

Proposal No: View Full Proposal
7.

i
Lead Unit: D01034 - (D01034) History of Art Dept

Sponsor: NFAH HUMANITIES, NATIONAL ENDOWMENT FOR THE
Due Date: 07/14/2023

e Proposal must be received in RED at least two (2) business days prior to the

e The bottom of this email contains an invitation to view the proposal and complete the
required questionnaire.

You must complete the UCR Proposal Questions (Located on the Questionnaire Page) of your Proposal as soon as
possible so the proposal can be submitted into routing. Once your Analyst has completed the rest of the proposal it will
be routed to you for final review and approval.
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How To Access and Complete the Questionnaire:
In the Proposal, click on the “Questionnaire” section
:7 Basics >
2 Key Personne >
Q
' Compliance
9] Budget
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Notifications History
Click on the 2" tab, “UCR Proposal Questions” to complete the questionnaire
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e NOTE: If you answer “yes” to any of the questions below, you must also complete the
COMPLIANCE tab

e Add compliance entry:

ta Validation (off) = F

Compliance

B Basics w
@ Document was successiul Iy saved

2 Key Parsonnel 3

There are no compliance items for this proposal
[ A t P i

St + Add compliance entry

@ Questionnaire
' Compliance
(2] Budget

e For an overview and additional information, please refer to the Answering the Compliance
Questionnaire and Certification Guide



How To Approve a Proposal:

e When a proposal is submitted for review or approval, a notification is sent to all users listed in
the route log. The notification includes several details about the proposal in the subject line of
the email. If the Pl clicks on the (1) Document # link, they will be taken to the Summary/Submit
screen of the proposal where they can complete their review.

e If the Pl click on the (2) Action List link, they will be taken to their Action List which lists all items
(e.g., COI, certification) that are pending their review.

Kuali Research Action - Proposal - COMPLETE - Pl: Due Date: 07/07/2023 - Lead ...

no-reply=kuali.co@mx3.kuali.co on behalf of no-reply@kuali.co o ey E u

To # LindaPhi-Nguyen Wed 7/5/2023 305 PM

NR
2

Please complete the COMPLETE action for Agnieszka Marie Jaworska in Proposal for "Personal values in "
Your timely action is requested.
Failure to act when an approval is requested will stop routing.

1) Document #
To review the requested action: Document #84268 4—— ( )
https://ucr.kuali.co:/res/kc-pd-krad/proposalDevelopment?method ToCall=docHandler &docld=84268&command=displayActionListView

Or, to see all actions requestad: Action List &———— (2) Action List

https://ucr.kuali.co:/res/kew/ActionList.do, and then click on the column of the List.

e The summary/submit screen provides a series of tabs with information across the entire proposal
so a Pl can view the proposal from this single tab. Below outlines the Summary/Submit tab and
the action buttons available.

e Onthe top of the screen highlighted in red is the status visual indicator. This begins at saved,
updates to routing when submitted under review, to approved when all reviews are complete.

Submit
2 Basics >
Saved Routing
2L Key Personnel >
v Compliance o e —— o _ ST T OV ‘/

Q Attachments

Proposal Summary Persornel Credt Alocation Compliance Aitachments Questionnaire Supplemental Info Keywords

(@ Ouestiornaire
(83 Buige Proposal Summary
8 Access Title Testing Proposal Creation

Principal Investigator Allygon Cate
A Supplemental Information

Load Unit BLAIDC - IND INST ON DISABILITY/COMMNTY
@ Summary/Submit Proposal Type New - Change/Cormected
& Super User Actions Activity Type Research

Proposal Number 466
Notifications History

Project Start Date 10012018

Project End Date 09/30v2023

Include Subaward(s)? No

Sponsor Name NIH

Prime Sponsor Name

Sponsor Deadline Date

Sponsor Deadline Type

PRI O .n | ViOWROURLOS | pucl  SubmittoSponsor | MO Ations - | o




Reviewer/Approver Options and Definitions:

Approve: This signifies your approval of the proposal and allows it to continue along the workflow path.
You may receive a message asking if you wish to receive future approval requests if you also appearina
future workflow stop - clicking yes will require you to approve again at the future stop, whereas, clicking
no will automatically approve on your behalf at the future stop.

Disapprove: If you do not want this proposal to continue the disapprove action will make the proposal
no longer a valid submission document; it will not be returned to the aggregator for corrections, nor will
it continue in workflow. To return a proposal to the aggregator, use the Return button. Once Disapproved
is clicked, a confirmation window will appear; enter the reason for the disapproval and then click “OK” to
complete the action. Otherwise click ‘cancel.’

Return: If the proposal requires substantial corrections use the return action to return to the aggregator
for necessary changes. Upon return you must then enter a reason for the action in the confirmation
window that appears. Once returned, all the proposal details, narratives, and budget can be fully edited
by the aggregator and then resubmitted into the approval routing workflow for submission. FYl - some
edits can be performed while the proposal is enroute (aka in workflow routing) such as replacing existing
narrative attachments, update documents, budgets (new attachment types cannot be added.)

Follow the steps below to approve a proposal:

e Click on “Document #” link which will take you to the Summary/Submit section.

Action - Proposal - APPROVE - PI; Jue Date: 07/07/2023 -

no-reply=kuali.co@mx3.kuzli.co on behalf of no-reply@kuali.co (k€7 Redty : ’A'

To ¥ Linda Phi-Nguyen Wed 7/

NR
[

Please complete the APPROVE action for Agnieszka Marie Jaworska in Proposal for “Personal valuesin *
Your timely action is requested.
Failure to ac: when an approval is requesied will stop routing-

o=

To review the requested action: Document #84268
https://ucr.kuali.co/res/ke-pd-krad/proposalDevelopment?methodTocall=docHand ler&docld=84268& command=displayActionListView

Or, to see all actions requested: Action List
httos://ucr.kuali.co:/res/kew/ActionList.do. and then click on the numeric Document |D: 84268 in the first column of the List.

e Select “Approve” at the bottom of the screen.
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How To Fix Data Validation Errors:

NOTE: When approving proposal, if you get an error “Validation errors exist”, please correct these errors
prior to submitting to workflow routing by following the steps below:

e Click on the top right “Data Validation” (this will show what the errors are)

f Data Validation ){off) ™ Print @ Copy = Medusa [@ Budget Versions &

e Turn on Data Validation by clicking on “Turn On.”

Data Validation @

Data Validation is currently off

Close

o Click on “Fix it”, this will take you directly to the page where the error is so you can complete the
certifications. After certifications are completed, the Pl can come back to the
“Summary/Submit” section to approve the proposal.

Data Validation

Showentries

Search: |
Area & Section® Description & Severity: Actions
Warnings
Proposal Sponsor | Do not use the MISCELLANEOUS SPONSOR CODE "9850" (unless this is a new Sponsor for
Details Code which an existing sponsor code is not located in the Look-up table).
Sponsor & Sponsor deadline date is in the past, relative to the current date. Fix It
Program Info

e NOTE: This example reflects an analyst’s queue - PI's will not see the errors as listed.
Data Validation errors for a Pl usually occur when the certifications have not been completed.




e After you approve, you may click on “View Route Log” at the bottom of the screen to confirm
your approval. You can also see the full routing chain which shows who still needs to approve.

Proposal Summary Personnel Compliance Attachments Questionnaire Keywords Budget Summary

Proposal Summary

Title State of Workers in Transportation, Distribution, and Logistics in the Inland Empire
Principal Investigator _

Lead Unit D01256 - (D01256) Liberal Stds & Interdisc Prgs

Proposal Type New

Activity Type Cther Research

Proposal Number 21

Project Start Date 07/01/2023

Project End Date 02/29/2024

Include Subaward(s)? No

Sponsor Name MISCELLANEOUS SPONSORS

Prime Sponsor Name
RED Deadline Date 07/19/2023

RED Deadline Type Target Deadline

Send Adhoc View Route Log

More Actions ~

Ad Hoc Recipients Recall Close

e Clicking the “Approve” button after resolving any errors completes this process.





