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Kuali Proposal Development Approver Guide

This document walks you through how to review and approve a proposal in Kuali Proposal Development (PD).

This document uses headers for easier navigation.
e In Microsoft Word, turn on the Navigation Pane under the View toolbar Show section in Microsoft Word
to see a lefthand menu of headings available to click through.
e In PDF view Bookmarks in the side menu to see the menu of headings to click through.

Note — The examples used in this guide are from our test environment, which is populated with random data for
testing and guide documentation purposes, none of the screenshots are from actual proposals.

Resources
Below are some additional resources to assist you with Kuali Proposal Development.

Approver Video
There is a 7-minute video that walk through the basics for reviewing and approving a proposal, this is available
at the following link: Kuali PD Approver Video

Accessibility

Kuali completes VPATs (Voluntary Product Accessibility Template) on a regular basis to help maintain AA WCAG
standard and responds to findings from the VPAT throughout the year. Kuali’s most recent VPAT was conducted
using Jaws 2021 screen reader.

Department Support

Be sure to work with any department level support you may have available to you. Each area within UMB has
defined at least one proposal aggregator, see Roles and Responsibilities in Kuali PD section for definitions of the
roles in Kuali.

ORSP Contacts
e General Kuali questions: ORSPTraining@umb.edu
o Questions specific to a proposal should be directed to your Preaward contact
e  Ginny Maki, Assistant Director of ORSP eRA Systems and Training: Virginia.Maki@umb.edu
e Shala Bonyun, Associate Director of ORSP Preaward Support Services: Shala.Bonyun@umb.edu
e  ORSP Website: https://www.umb.edu/orsp

Acronyms

PD — Kuali Proposal Development
IP — Kuali Institutional Proposal
PS — PeopleSoft

IRB — Institutional Review Board
COI — Conflict of Interest
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F&A — Facilities and Administration, typically refers to overhead rate in a sponsor program setting

Roles and Responsibilities in Kuali PD

e Aggregators

o Edit rights to all proposals within a department, includes ability to initiate proposals
e Creators

o Editrights to proposals they initiate
o PlIs & Co-PIs

o Initiate, Review and Approve, Certifications for their own proposals, Update Conflict of Interest
e Approvers

o Pls, co-Pls, Directors, Chairs & Deans, Financial/Grant Managers, or their delegates
e ORSP Preaward

o Review, Approve, Submit to Sponsor
e ORSP Department Research Administrator (DRA)

o Facilitate proposal entry and routing in Kuali PD

Conflict of Interest (COIl)

Pls and co-PIs must complete/update their conflict of interest within Kuali COI prior to approving a proposal.
Kuali PD will send a notification to the Pl and any co-Pls alerting them to update their COI at the time a proposal
is submitted for review. It is recommended to complete the COI as soon as possible once a proposal has been
submitted for review and approval, ORSP will not grant final approval of a proposal where the Pl or any co-Pls
have incomplete COls.

COl status for Pls and co-Pls can be viewed under the Key Personnel section. Here is an example of the COIl and
certification status:

<

Key Personnel
@ Basics >

2 Key Personnel v

Personnel

(D) Document was successfully saved.

Search for and add key personnel

Credit Allocation

@ Questionnaire } Maryellen Jagelski (Principal Investigator) (Certification Completed and Answered By maryellenjagelski - 11/22/2022 11:37 AM)
Project Status: Update Needed Annual Disclosure Status: Not Yet Disclosed

' Compliance
*  David Hoff (Co-Investigator) (Certification Incomplete) \‘1’/‘

@ Attachments
Project Status: Update Needed [[Annual Disclosure Status: Not Yet Disclosedl Project Disposition: None

PR o a

Note that the disclosure references that it is annual, however, new proposals could present areas where
conflicts may exist that were not previously present. Think of the ‘Annual’ as ‘At Least Annual’, rather than only
yearly. Also, a proposal will not be added to the Conflict of Interest list of projects until it has been submitted for
review and approval, completing the COI prior to submit for review does not complete the COIl requirement for
that proposal.

Flow for Kuali Research
Proposals are created in Proposal Development (PD), and once completed become an Institutional Proposal (IP).
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Institutional Proposals become Awards and once submitted, are sent to PeopleSoft (PS) as a PS proposal.
Kuali Research Modules all relate to each other: Subawards, IRB, COIl are all tied to PD, IP, and Awards.

What Goes into Kuali PD?

All proposals must be captured in Kuali PD as early as possible, even if there is no formal proposal process. Our
research community must work as proactively as possible with ORSP on any pending contracts before anything
is submitted to the sponsor, including budget and scope of work documents. No documents should be
communicated to a sponsor without ORSP review and approval, even during the drafting process.

Submission Deadline

ORSP has a 5-day submission deadline — proposals must be submitted and completely routed through workflow
approval in Kuali at least 5 business days prior to the sponsor due date. Until a proposal has had final review
and approval, certain existing attachments in Kuali PD may be updated during the approval process without
triggering the need to resubmit. See the Attachments — Staggered Deadline section below for more information.

Attachments — Staggered Deadline

Certain attachment files that do not represent substantive changes to the proposal may be replaced while the
proposal is in workflow approval routing (see list below). New attachments cannot be added once a proposal
has been submitted for review and approval. Any attachments that are still in draft status will be marked as
incomplete until they are finalized, once finalized they will be marked as complete.

Replaced Attachments trigger an Ad Hoc notification, users must click the Send Notifications button to notify
approvers who have already approved the proposal, the proposal aggregator, and ORSP of the file change.

Attachments that may be incomplete and are able to be replaced while the proposal is in workflow approval
routing are:

e Narrative

e Bibliography

e Project Summary

e Table of Contents

e Biosketch

Notifications from Kuali PD
Notifications are sent automatically from Kuali PD at several different stages during the proposal entry and
routing process. Kuali also has the ability to send notifications on an ad hoc basis.

Notifications from Kuali will include some basic information about the proposal, details regarding the specific
notification purpose, and may also include navigational links. All emails sent from Kuali PD will come from email
address: no-reply@kuali.co and have been set so they will not trigger the external email warning banner in
Outlook.

Examples of emails sent automatically from Kuali:
e Upon saving a new proposal
o Sentto: Pl, ORSP, and the proposal aggregators for the lead unit
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e Approver Workflow
o Sent to approvers as their approval task comes up in the workflow
o Delegate Approvers need to turn on this feature in Kuali to receive approval notifications for
proposals where they are delegate approvers, see the Delegate Approver Turn on Email
Notifications section below
e Proposal Returned during approval process
o Sent to proposal aggregator and all approvers that have already approved
e Proposal status changed to Submitted to Sponsor
o For Phase I this creates the entry in the next Kuali module, Phase Il this would trigger the S2S
submission
o Sent to Pl/co-Pl, ORSP, aggregator

Delegate Approver Turn on Email Notifications

To have Kuali send you approval notifications as a delegate approver, you need to adjust your preferences in
Kuali. Note this will turn on notifications so you will receive an email whenever someone you are assigned as a
delegate has an approval action to take in Kuali Proposal Development. You can adjust this as needed — for
instance, turn it on only when the primary approver is unavailable and has asked you to take on their approval
tasks.

Navigate to Action List through the Common Tasks section in Kuali Research

KUALI RESEARCH Common Tasks
Dashboard

Search Records / Quick Links

Common Tasks 4 Action List /
All Links & Doc Search

& Current & Pending Support
L. Person Training
&= View S2S Submissions

@ Locks

Click the preferences button in the upper righthand corner

KUALI RESEARCH Kuali Research

%3 Dashboard Action List e e ] ] (o]

Q, Search Records
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This will bring you to the Workflow Preferences page
KUALI RESEARCH Kuali Research

Dashboard Workflow Preferences
Search Records

Common Tasks

All Links

Automatic Refresh Re

Scroll down to the email preferences section and check the Receive Secondary Delegate Emails box, click save at
the bottom of the page.

Email Notification Preferences

Receive Primary Delegate Emails

Receive Secondary Delegate Emails [ \r‘/

You will now receive email notifications when an approval is needed for a proposal where you are assigned as a
delegate approver.

Examples of a Kuali email notifications

New proposal created email example

Subject: Proposal No. [XX] in [LEAD UNIT], PI: [Pl NAME] has been created

[EMAIL TEXT:]
[PROPOSAL AGGREGATOR] has created a proposal in Kuali Research:

» Proposal No. [XX]

e Title: [PROPOSAL TITLE]

» Pl [PI NAME]

» Lead Unit: [DEPT ID NUMBER] — [DEPT ID DESCRIPTION]
» Sponsor: [SPONSOR NAME]

¢« Due Date: [PROPOSAL SPONSOR DUE DATE]|

Approval Action email example
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Subject: Kuali Research Action - Proposal - APPROVE - PI: [Pl NAME] - Due Date: [DATE] - Lead Unit:
[DEPT ID] - Sponsor: [SPONSOR NAME] - Title: [PROPOSAL TITLE]

Please complete the APPROVE action for [PI NAME] in Proposal for “[PROPOSAL TITLE]"
Your timely action is requested.
Failure to act when an approval is requested will stop routing.

To review the requested action: [LINK TO KUALI PROPOSAL APPROVAL]
Or, to see all actions requested: [LINK TO ACTION LIST]
and then click on the numeric Document ID: [DOCUMENT REFERENCE NUIVIBER]‘ in the first column of

the List.

See the Approval Notifications section for more information.

Creating an Ad Hoc Notification

Ad hoc notification emails may be sent from the Key Personnel section to specific, or all Key Persons, and may
also be sent from the Summary/Submit section. Emailing a contact directly from Kuali PD has the benefit of
including specific proposal information for reference purposes.

Go the Key Personnel section and select a Notify button.

¥ Data Validation {(on) ® Print @ Copy =Medusa :=Hierarchy [ BudgetVersions & Link & Help ~

Key Personnel

B Basics 3 Search for and add key personnel

2 Key Personnel v 4 Add Personnel ) [
Personnel
Credit Allocation ¥ Maryellen Jagelski (Principal Investigator) (Certification Incomplete) N Notify Maryellen Jagelski G}

® Project Status: Disclosure Not Required Annual Disclosure Status: Not Yet Disclosed Project Disposition: None
Questionnaire

Go to the Summary/Submit section using the lefthand navigation menu.
B sasics v
3 Key Personnel >
@ auestionnaire
" Compliance
Q Attachments
(9] Budget
B Access

A supplemental Information

i Super User Actions

MNotifications History

From the More Action dropdown menu, select Send Notifications
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Submit for Review Ad Hoc Recipients HEET I LT Cancel proposal Delete Proposalyg ’m' Close

™

| Send Notifications |

Reload proposal

Blanket Approve

In the pop-up window, select the Employee radio button and search for the employee you wish to email. Don’t
forget to search using the wildcard asterisk to aid your lookup.

Send Notifications

search for notification recipients
O Role
® Employee /
O Non Employee

/, Last Name "Maki®
=== FirstName @V

User Name

Email Address user@domain.com

Office Phone
Home Unit Q
Campus Code Q

Search for Recipients Cancel

Click Search for Recipients and check the box next to the correct name, then click the Add Recipients box.
Send Notifications

Only the top 200 results were returned. If you cannot find what you are looking for, please refine the search criteria

% Full Name: UserID: <~ Email Address: % Unit Numbet: Unit Name: < Organization: < City:>
[3Virginia L Maki virginia.maki Virginia Maki@umb.edu B005400000 Research & Sponsored Programs Research & Sponsored Programs  Boston

Sh ,‘gto 1 of 1 entries |
A First | Previous n Next | Last
N\
> Add Recipients Go back Cancel

A new window will pop-up where you can draft your email. You can edit the subject line and add additional
recipients. Complete the body of the email in the Message box and click Send Notification to send the email.
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Send Notifications

Recipient Actions
Virginia L Maki | @

Subject:
Ad Hoc Notification for Proposal No. 50; PI: David Bowie \;.__J

Message:

4
4 -

Send Notifications Add More Recipients Cancel

Accessing Kuali PD and Basic Navigation

Most often as an approver you will be accessing Kuali PD directly from notifications you receive from the system.
You may also wish to log in directly to Kuali PD to search and view proposals being submitted and reviewed in
your areas. This section walks you through how to access and log into Kuali PD and provides some basic
navigational information.

Logging in

Accessing Kuali (production environment)
Go to the ORSP UMB Website/Kuali for a link to log in — https://www.umb.edu/orsp/kuali research
Uses single sign-on, log in using your regular UMB credentials as you would to access HR or your email.

Click the Research Home tile

KUALI Kuali

ﬁl

Conflict of Interest Protocols

I
<||

Dashboard
This brings you to the Kuali Dashboard, here you will see your:
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e Proposals Routing to me — Proposals that need my action
o Any proposal where the logged in user is in the workflow path and has not yet approved the
proposal, it will also let you know how many steps you are away from being up for reviewing

and approving a proposal

o Compliance — alerts you when a proposal has a compliance component
e Proposals Not Routing — Proposal in your area that have not yet been submitted
o Shows you any of your proposals that have been initiated/saved, but have not yet been

submitted into workflow
e Workin progress

o Shows all your IPs, Awards, Subawards that are saved/initiated, but not finalized
e Proposal Workload Assignments — Status of all routing proposals

Dashboard

Proposals routing to me

Propeosd £1386 = L MCAFEE, ALAN - 2
Due data: 1041072018 Lagt acron: 4

Vo st

Pregosal #5.

T e

TMIPIRT [y daee: 117202018 Lamt semon 7192019 213 M

ol A5IH = P Cite Speniar
Doe dese: 117302018 Lestacton

= woparn #5391 - P adhrs
ORI pye e 126242018 Lot acx

Instiluiscnal Proposals woek in progress

Propesl Bedieg Lot aclion 121 /020 941 AM

Proposal #5626 - Pt Testay Joe - Sgansor: NIK - Tea KS - PO Te

nstumienal  MstiEUsionsl Progosal ST10GD0TE - FI: Mose = Sponsor Sy - T

1 Sort by Proposals not routing T FAler | Sortdy v
Test COlintegeation .. Benpoeal #1647 = Pi: Mone - Speeecr MM = TiHle: teet = Leas unit: Ness
POResl e e st T M
Progosal 31866 - P Nord i Gram - PECK: - Lead
Propstl e g None et 3
41 - Load une 8. propes | Yoeasal #1644 - PLBUAD ALTHEA Haaith Ase Froun
Due dates None Lot acmony 1241
reipaiail 41643 = Pz Mirw = Snomser. NIF = Tithe tie = Lead it Nose
Fropasl
— Due dote None Logt actan 1201172020 B30 AM
= “soposul 41841 - P1: Nor il TEST muchslar PECK - L oy
PO Dusdme None  Lom asian 1240 P
o » ool 1083
et | Soriby T Finer | Seiby v
te testing stepar. Armry Malers - Dertromics

inumi nit
Tnstituticn sl Amard

Propesal

i Rz Proposa P Mt = Sponsor. DO - Chicags = Tide The Aoward #O00EIN D2O01 = P Tesser, Jew = Spoasn o TPIS

mstitutionsl : w w A ; = P

Propossl  Pwaieg Lot sction’ BTN A 19 AN Complenoe Fesdng  Lastaction: 1241 1/2220 11 14 AM
[ matieutionsl Progessl 821020041 - P Moss — Sps b 11 - P, Mo — Sponsor Ay Resserch Offce — Tile. tetin,
matimtionsl Sheard i

Propossl  Peaden  Lael mcton B IZU B30 AN 240720050 1241 PR

Note — Items in the dashboard are in edit status, completed items are available to view using the Search tools,

see the Searching Records section.

Zendesk for Dashboard Overview:

https://kuali-research.zendesk.com/hc/en-us/articles/360011575473-Dashboard-Overview

Lefthand Menu in Kuali

Kuali has a lefthand navigational menu throughout the research module.
Note —if the lefthand menu is collapsed, click the arrow at the very bottom to expand or collapse.
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Searching Records
In addition to the Dashboard, Kuali also provides an ability to search records, see the Search Records link on the

lefthand menu. Kuali Zendesk has an excellent guide for searching and applying custom filters here:
https://kuali-research.zendesk.com/hc/en-us/articles/360029976374-Dashboard-Search-Records

KUALI RESEARCH

B3 Dashboard
Common Tasks
G AllLinks

M Reporis

& configuration

Common Tasks
Click the Common Tasks in the lefthand menu.

KUAL| RESEARCH

Dashboard

o Doshboord

B Eromrer Propasals routing ta me

B common Tasks

& AN Links

The Common Tasks clipboard includes quick links to common actions, including All My Proposals, Create
Proposal, Search Proposal, and the Action List. You can also access Protocols and COI here.

Common Tasks

Quick Links

4  Action List /

&) Doc Search

& Current & Pending Support
A8 Person Training

= View S2S Submissions

8 Locks
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The Action List is available under the Quick Links section of the Common Tasks section of Kuali PD and includes a
listing of items that need your attention. You can access your pending approvals, recent notifications, and
recent actions you have taken in Kuali.

On the Action List you may click the show button to view more details for each item in your action list. You may
also navigate directly to items through your action list.

Kuali Research

Action List

Action List | Outbox

6 items retrieved, displaying all items.

Route Action
Id T Titl
ype fte Status Requested
/ Regarding your involvement in
- P Development Proposal Ginny
30605|KC Notification ) FINAL FYI
Test Proposal - Impersonating
Caitlin McGovern
P I P Certificati
30606|KC Notification | Pooo & rsOn LEHEation ey ey
Completed
Proposal Testing; Proposal No: 28; PI:
David Hoff; Sponsor: NATIONAL
[» show | 30711| Devel t ENROUTE |APPROVE
(shond Dz::fzz:f" SCIENCE FOUNDATION; Due
Date: 10/31/2022
Example Title for T; Proposal
Proposal No: 32; PI: David Hoff; Sponsor:
30739|Development  |U.S. DEPARTMENT OF ENROUTE |APPROVE
Document EDUCATION; Due Date:
11/01/2022
P IP Certificati
30740|KC Notification | P ooa "erson Lertification o\ |rn
Completed
P IP Certificati
30749|KC Notification | P o> Ersen LEHiieation e eyl
Completed

Asterix Wildcard Lookup

In Kuali the asterisk ( * ) functions as a wildcard for looking up values. Wherever you are looking up a record
(person, organization...) you can use an * to search for partial values. Place an asterisk before and/or after your

partial value to search.

Examples:

Princet* - searches for anything that starts with ‘Princet’
*setts — searches for anything that ends with ‘setts’

v. 2024 09-24 vim

Page 11 of 24



UMass
Boston

Office of Research and Sponsored Programs
University Massachusetts Boston

100 Morrissey Boulevard, Boston, MA 02125-3393
P 617.287.5370 | www.umb.edu/ORSP

™

*Boston* - searches for anything that contains ‘Boston’

Reviewing for Approval

All proposals must be properly reviewed prior to approval. If you navigate to a proposal to review and approve
via an email notification from Kuali PD, you will be brought directly to the Summary/Submit section of the
proposal.

The Pl and any co-PIs must complete their certifications and update their conflict of interest during their review
and approval step.

All proposal details are captured in the Summary/Submit section, navigate through each tab to verify everything
is captured correctly and there are no unanswered concerns related to this proposal prior to approving.

Proposal Summary Tab

The first tab is the Proposal Summary that includes the basic details for the proposal

Note — The examples used in this guide are from our test environment, which is populated with random data for
testing purposes, none of the screenshots are from actual proposals.

Submit

@ Basics >
Saved Routing

3 Key Personnel > \
@ Questionnaire 2
v Compliance Proposal Summary Personnel Credit Allocation Questionnaire Compliance Attachments Supplemental Info Keywaords Budget Summary
S Attachments Proposal Summary
(3] Budget Title Testing Kuali PD - Most recent configurations
a Access Principal Investigator Maryellen Jagelski

A supplemental Information

® Summary/Submit

[ Motifications History

Lead Unit

Proposal Type

Activity Type

Proposal Number
Project Start Date
Project End Date
Include Subaward(s}?
Sponsor Name

Prime Sponsor Name
Sponsor Deadline Date

Sponsor Deadline Type

B011200000 - Exercise & Health Science

New

Research

50

01/01/2023

12/31/2023

No

NIH-MATL INST OF BIOMED IMAG & BIOENGRNG

12015/2022

Deadline - Firm Date

Approval of the Department Administrator (as required) below indicates:

Assurance of departmental review of the proposal information and budget for accuracy and compliance with sponsor and institution guidelines.

Approval of the Department Chair(s) (as required) below indicates:

Approval of project and confirmation that appropriate space and facilities are available to meet the proposed goals
Cognizance of the proposed project’s risks and administrative obligations
Acceptance of the obligation of Department funds to meet any cost sharing proposed in this project.

Send Adhoc Ad Hoc Recipients Return | VEWRoutelog - poogy  More Actions oy,

Personnel Tab
The Personnel Tab shows the Key Persons associated with the proposal. This section also indicates if the Key
Persons have completed their certifications. Clicking the view link provides a pop-up of the text of the
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™

certifications, Pls and co-Pls need to navigate to the Key Personnel section to complete their certifications, this
can be done multiple ways, see the Certifications and Certifying through the Data Validation Link section below.

Note — Pls and co-PIs must also ensure their Conflict of Interest is up to date, see the Conflict of Interest section
for more information.

Submit
@ Basics >
Saved Routing
3 Koy Personnel >
(@ Questionnaire [
' Compliance Propasal Summary Persannel Credit Allocation Questionnaire Compliance Attachments Supplemental Info Keywords Budget Summary
Aftach It N
R Attachments Personnel | Print Al
N
[@] Budget Key Person Role Unit "\ Proposal Person Certification
a e Maryellen Jagelski Principal Investigator (Lead Unit) B011200000 - Exercise & Health Science incomplete (view)

David Hoff Co-nvestigator B009900000 - Institute Community Inclusion incomplete (view)

A Supplemental Information

@ Summary/Submit

] Notifications History

Approval of the Department Administrator (as required) below indicates:

Assurance of departmental review of the proposal information and budget for accuracy and compliance with sponsor and institution guidelines.

Approval of the Department Chair(s) {as required) below indicates:

Approval of project and confirmation that appropriate space and facilities are available to meet the proposed geals
Cognizance of the propased project's risks and administrative obligations
Acceptance of the obligation of Department funds to meet any cost sharing proposed in this project.

Send Adhoc Ad Hoc Recipients Return View Route Log Recall More Actions - Close

Certifications
Proposal Person Certifications can be viewed, and checkboxes completed in the Key Personnel section of Kuali
PD. Using the left-hand menu, navigate to Key Personnel/Personnel section, then to the Proposal Person
Certification tab. Click the arrow next to your name to view the person details.

e Certifications must be completed by all PIs and co-Pls

e Certifications must be completed prior to the Pl and co-Pl completing their approvals

o Pls and co-Pls certifications can be completed during their approval step
e Key Personnel other than Pls and co-Pls do not need to certify

Carefully review the certification statements, check each box and save. This action along with your approval
attests that the information in this proposal is complete and accurate to the best of your knowledge. Save and
return to the Summary/Submit section when complete.
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B Access
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Key Personnel

Search for and add key personnel

¥ David Hoff (PI/Contact) (Certification Completed and Answered By david hoff - 02/22/2023 10:34 AM)
Project Status: Up To Date Annual Disclosure Status: Update Required Project Disposition: No Conflict

Z
Details Organization Extended Details Degrees. Unit Details Person Training Details Proposal Person Certification

Proposal Person Certification
Cloar All Answers

The information submitted within the proposal is true, complete and accurate to the best of my knowledge. ©

1 certify the above statement is accurate

1am not currently suspended, debarred, o proposed for debarment or suspension for doing business with the Federal Goverment. ®

I certify the above statement is accurate

1 will comply with applicable, institution, sponsor, federal, and state rules, regulations and guidelines. ®

I certify the above statement is accurate

1 acceptance of the responsibility to conduct and judiciously manage the project in accordance with the terms and conditions of the sponsoring agency and the institution in the event that this proposal is funded and accepted by the
University. ©

1 certify the above statement is accurate

UMASS resources necessary to complete the project are available or provisions have been arranged with ihe appropriate personnel to make such resources available in the event that this proposal is funded. ®
1 certify the above statement is aceurate

1:am in compliance with the Institutions Patent Policy Policy. ®

1 certify the above statement is accurate

»  Virginia L Maki (Co-Investigaton) (Certification Completed and Answered By virginia maki - 07/18/2023 0850 AM)
Project Status: Update Needed Annual Disclosure Status: Not Yet Disclosed Project Disposition: None.

/

Back = Save  Close

Certifying through the Data Validation Link
Turn on Data Validations by clicking the Data Validation link in the top menu bar.

% Basics

2 Key Personnel
® Questionnaire
+ Compliance
% Attachments
[@] Budget

B Access

é Supplemental Information

Office of Research and Sponsored Programs

» ¥ Data Validation (of) & Print @ Copy = Medusa [@Budget Versions ¢ Link @ Help ~
Submit
>
Saved Routing
>
Proposal Summary ~ Personnel  Credit Allocation  Questionnaie  Compliance  Attachments ~ Supplemental I Keywords  Budget Summary

Proposal Summary

Title Testing Kuali PD - Most recent configurations
Principal Investigator Maryellen Jagelski

Lead Unit B011200000 - Exercise & Health Science
Proposal Type New

(& Summary/Submi Activity Type Research

= Notifications History

Proposal Number 50

Project Start Date 01/01/2023

Then click the Turn On button to view data validations.

Data Validation

Data Validation is currently off.

Close

The Fix It link brings you directly to the certifications section in Kuali PD.
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Data Validation Tun

Show | 10 v | entries

Area % Section % Description & Severity> Actions
Error

Key Personnel The Investigators are not all certified. Please certify Maryellen Jagelski. "'BFix It

Note — the default view once you click the fixit link will be for the PI/Contact, scroll down to find your own name
if you are not the Pl/Contact.

Kuali Research

Key Personnel

B sasics > Search for and add key personnel
el ™ David Hoff (PI/Contact) (Certification Completed and Answered By david hoff - 02/22/2023 1034 AM)

Project Status: Up To Date Annual Disclosure Status: Update Required Project Disposition: No Conflict
Credit Allocation

@ Questionnaire Details Qrganization Extended Details Degrees Unit Details Person Training Details Proposal Person Certification

B Preproposal Forms Proposal Person Certification

Clear All Answers
+ Compliance

The information submitted within the proposal is true, complete and accurate to the best of my knowledge. @

Q Attachments
I certify the above statement is accurate

Budget 1:am not currently suspended, debarred, or proposed for debarment or suspension for doing business with the Federal Government. ®

B Access | certify the above statement is accurate

1 will comply with applicable, institution, sponsor, federal, and state rules, reguiations and guidelines. ®
A supplemental Information
I certify the above statement is accurate
® summary/Submit
I acceptance of the responsibility to conduct and judiciously manage the project in accordance with the terms and conditions of the sponsoring agency and the institution in the event that this proposal is funded and accepted by the

University. ®
& Super User Actions

I certify the above statement is accurate

Notifications History -
UMASS resources necessary io complete the project are available or provisions have been arranged with ine appropriate personnel to make such resources available in the event that this proposal is funded. @

I certify the above statement is accurate
1:am in compliance with the Institutions' Patent Policy Policy. @

I certify the above statement is accurate

————————__ " virginia L Maki (Co-Investigaton (Certification Completed and Answered By virginiamaki - 02/22/2023 10:03 AM)
Project Status: Update Needed Annual Disclosure Status: Not Yet Disclosed Project Disposition: None

Click on the arrow to open the person details. Carefully review the certifications, check each box, and save.
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¥ virginia L Maki (Co-Investigator) (Certification Incomplete)

Project Status: Update Needed Annual Disclosure Status: Not Yet Disclosed Project Disposition: None

Details QOrganization Extended Details Degrees Unit Details Person Training Details Proposal Person Certification

Proposal Person Certification

Clear All Answers.

The information submitted within the proposal is true, complete and accurate to the best of my knowledge. ©
m certify the above statement is accurate
| am not currently suspended. debarred, or proposed for debarment or suspension for doing business with the Federal Government. @

(J |certify the above statement is accurate

1 will comply with applicable, institution, sponsor, federal, and state rules, regulations and guidelines. @

m certify the above statement is accurate

| accept the responsibility to conduct and judiciously manage the project in accordance with the terms and conditions of the sponsoring agency and the institution in the event that this proposal is funded and accepted by the
University. @

(J |certify the above statement is accurate

UMASS resources necessary to complete the project are available or provisions have been aranged with the appropriate personnel 1o make such resources available in the event that this proposal is funded. @

/

L

E certify the above statement is accurate

| am in compliance with the Institutions' Patent Policy Policy. &

m certify the above statement is accurate

Back Save Close

Data Validation Error - Certifications
Pls and co-Pls may see the message below when you click the approve button, this happens if you have not yet
completed your certifications. Click the Data Validation link to view and correct the validation errors.

¥ Data Validationi (on) *% Print @ Copy = Medusa [ BudgelVersions & Link @ Help -

/
Submit

°Validati0n errors exist. Please correct these errors prior to submitting to workflow routing

When you click the Data Validation link, the following error will show if the certifications are incomplete, clicking
on the Fix It link brings you directly to where you need to certify, see the Certifying through the Data Validation
Link section for more information.

Data Validation

Show | 10 v | entries
search: |
Area % Section % Description %  Severity © Actions
Error ‘\\
Key Personnel The Investigators are not all certified. Please certify Maryellen Jagelski. [ Error | Fix It

Credit Allocation Tab

This confirms the intellectual credit allocation and the percentage of F&A to be returned for this specific

proposal, this takes the place of the allocation portion of the MOU for proposals that have Co-Investigators.
e Approving a proposal also approves the F&A and Credit Allocation as captured for each person.
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™

e Note, the Departments associated with each person will show 100 entered for each category.

Submit

B Basics >
Saved Routing
2 Key Personnel v

(@ Questionnaire

Proposal Summary ~ Personnel  Credit Allocation |~ Q C Info Keywords  Budget Summary

+ Compliance

R Attachments Credit Allocation

(3] Budget l/ '/

a A F&A Intellectual Credit
ccess

Maryellen Jagelski > 75 75
A Supplemental Information
100 100

® Summary/Submit Unit Total: 100 100

X Notifications History David Hoff > 5 25
100 100

Unit Total: 100 100

Investigator Total: 100 100

Approval of the D ini (as required) below indi

Assurance of departmental review of the proposal information and budget for accuracy and compliance with sponsor and institution guidelines

Approval of the D Chairls) (as required) below indi

Approval of project and confirmation that appropriate space and facilities are available to meet the proposed goals
Cognizance of the proposed project’s risks and administrative obligations
Acceptance of the obligation of Department funds to meet any cost sharing proposed in this project.

Retum | ViewRouteLog | o | More Actions ~ |
Pl and co-PI MOU
The Pl and co-Pl Memorandum of Understanding has been replaced by the Credit Allocation and roles and
responsibilities assignments captured in the Supplemental Information sections. See the Supplemental
Information Tab section for more information.

Pl and co-Pl approvals also approve the credit allocation, F&A distribution, and the roles and responsibilities as
laid out in Kuali PD.

F&A Distribution

F&A is dispersed via RTF (Research Trust Funds) at to the college level and is distributed down by the colleges
unless other arrangements have been made within a specific college. Colleges are responsible for and manage
the RTF distribution process. Approving a proposal is agreeing to the distribution as captured in Kuali PD. ORSP
provides the information to colleges as captured in our systems, and colleges use this information to inform
their annual distributions, so it is important to ensure this is captured correctly at the outset.

Questionnaire Tab

Here you will see answers to the questionnaire questions that were completed for this proposal. This provides
important insight into any compliance, space related, or hiring concerns related to this proposal. These answers
will also indicate whether the proposal involves community outreach, and if additional hiring is planned.
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B Basics >
Saved Routing

3 Key Personnel ~
(@ Questionnaire
" Compliance Proposal Summary Personnel Credit Allocation Questionnaire Compliance Attachments Supplemental Info Keywords Budget Summary
® Attachments Questionnaire
(9 Budget Proposal Questions v
a Access .

Proposal Questions (Complete) Print

A supplomental Information Does Proposal Invohve Cost Sharing? @

No
® Summary/Submit

Does the proposal include Human Subjects? @
[ Notifications History No

Does the proposal include Animal Subjects? @
No

Does your project involve custom antibodies? @
No

Does your project involved biolagical materials, recombinant or synthetic nucleic acids: human pathogens; biological toxins; human blood: unfixed human tissue; human cell culture, unfixed
tissue from non-human primates? @

No

Does your project involve Biosafety level 2 or higher? @
No

Does your project involve particularly hazardous or carcinogenic substances? ©
No

Compliance Tab

The Compliance Tab is where protocols are captured. Information in the Questionnaire and on the Budget
should all tie out, if Human Subjects are included in the ORSP Budget Workbook, and if the Questionnaire
answers have protocol positive responses, this section should have related entries.

® Questionnaire

Saved
« Compliance
R Attachments
ol Proposal Summary Personnel Credit Allocation Questionnaire Compliance | Attachments Supplemental Info Keywords Budgst Summary
Budgst
B Access Compliance
Type Approval Status Compliance Identifier Application Date Comments

A supplemental Information

Human Subjects Not yet applied IRB review will be conducted if proposal is selected
® Summary/Submit
& Super User Actions Gl WAL o Ve Route Log | cancel proposal | | Delete Proposal | V2" Actions ~ o0,

Attachments Tab

Here you can view attachments that have been uploaded for this proposal. The Proposal attachments tab
includes documents that would be submitted directly to the sponsor. The Internal attachments tab include
documents that are for internal UMB purposed. Click the attachment name link to view the file.
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Submit

B Basics >
Saved Routing

3 Key Personnel v
@ Questionnaire
+ Compliance Proposal Summary Personnel Credit Allocation Questionnaire Compliance Attachments Supplemental Info Keywords Budget Summary
@ Attachments Attachments
(8] Budget Proposal (0) Personnel (0) Abstracts (0) Internal (3) Notes (1)
ﬂ Access

Internal (3)
é Supplemental Information Download All
@ Summary/Submit File Type * Status Description Uploaded By Posted Timestamp
(= Notifications History 1 TEST Document for testing uploads docx Indirect Waiver Appraval Complete Jagelski, Maryellen 1/22/2022 11:35 AM

2 TEST_Document_for_testing_uploads_v2 pdf ORSP Budget Warkbook Complete Maki, Virginia L 11/21/2022 09:10 PM

3 TEST_Document_for_testing_uploads_v2.pdf Cost Share Request Form Complete Maki, Virginia L 11/21/2022 09:14 PM

Approval of the D Admini

ator (as required) below i

Assurance of departmental review of the proposal information and budget for accuracy and compliance with sponsor and institution guidelines.

Chair(s) (as ired) below i

Appi | of the D

Approval of project and confirmation that appropriate space and facilities are available to meet the proposed goals

Cognizance of the proposed project’s risks and administrative obligations

Acceptance of the obligation of Department funds to meet any cost sharing proposed in this project

Send Adhoc Ad Hoc Recipients Return View Route Log Recall More Actions ~ Close

Supplemental Information Tab

Here is where you can view the detailed roles and responsibilities for the Pl and co-PI(s) assigned to this
proposal. This takes the place of the second page of the Pl/co-PI MOU document.

Pl and co-Pl approvals also approve the credit allocation, F&A distribution, and the roles and responsibilities as

laid out in Kuali PD.

Proposal Summary Personnel Credit Allocation Questionnaire Compliance

Supplemental Info

Mou L

Co-Pl's programmatic, admin., fin. mgmt., & compliance resp.

PI's programmatic, admin_, fin. mgmt., & compliance resp.

Keywords Tab

Attachments Supplemental Info Keywords Budget Summary

~ ['Roles and responsibilities captured hera"]

- Roles and responsibilities captured here

Note we are not currently using Keywords, there should be no Keywords captured here. You may ignore this tab.
UPDATE — This tab has been removed from the view in the Summary/Submit section.

Budget Summary Tab

The Budget Summary shows the summary level budget including any cost share or underrecovery (waived F&A).
Information here should tie to other details captured in the proposal including:

e Attachments (Waived F&A Approval Form, Cost Share forms)

e Questionnaire (cost share and waived F&A positive responses)

e F&A Rates (tie to the rate aligning with the Activity Type in the Proposal Summary Tab)
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Submit
@ Basics >
Saved Routing
2 Key Personnel ~
@ Questionnaire
+ Compliance Proposal Summary Personnel Credit Allocation Questionnaire Compliance Attachments Supplemental Info Keywords Budget Summary
% Attachments Budget Summary
(8] Budget Cost Sharing Amount: 500.00 Underrecovery Amount:  2.000.00
ﬂ Access Program Income: 0.00 F&A Rate Type: MTDC
A, Supplemental Information P1(01/01/2023 - 12/31/2023) Totals
® Summary/Submit Non-personnel
. i Calculated Direct Costs 50.00 $0.00
(] Notifications History
Non-personnel Subtotal $0.00 $0.00
Totals
Total Direct Cost $10,000.00 $10,000 00
Total F&A Costs $1.000.00 $1,000.00
Totals Subtotal $11,000.00 $11,000.00
~ F&ARates
Description On Campus Flag Fiscal Year Start Date Institute Rate Applicable Rate
MTDC No 2018 07/01/2017 26.00 26.00
MTDC Yes 2018 07/01/2017 52.50 52.50

Approving
Once you have completely reviewed the proposal by navigating through all the details in the tabs within the
Summary/Submit section, you can click the Approve button.

Pls and co-Pls must also complete their certifications and update their COI prior to approving their proposals,
see the Certifications and Conflict of Interest sections.

Note the approval statements, approving a proposal indicates confirmation of these statements.

Approval of the Department Administrator (as required) below indicates:

Assurance of depatmental review of the proposal information and budget for accuracy and compliance with sponsor and institution guidelines.

Approval of the Department Chair(s) (as required) below indicates:

Approval of project and confirmation that appropriate space and facilities are available to meet the proposed goals
Cognizance of the proposed project’s risks and administrative obligations
Acceptance of the obligation of Department funds to meet any cost sharing proposed in this project.

Send Adhoc Ad Hoc Recipients Return Miew Bouke Log Recall WHRE PR Close

Once approved the proposal will move through the approval workflow to the next set of approvers. See
Workflow for more information.
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Data Validation - Warnings
You may see warning messages, warnings will not stop a proposal from moving forward. Reach out to your
proposal aggregator or the Pl if you have any questions.

Data Validation Turn OF
Show |107V| entries
- . Search:
Area % Section %+ Description % Severity < Actions
Warnings
Attachments Internal Attachments Please upload Fabricated Equipment Form. Fix It

Showing 1to 1 of 1 entries -

Close

Workflow

Workflow is setup within Kuali PD based on departments and Pls/co-Pls associated with the proposal. If more
than one department is associated with a proposal, there will be approval workflows for each of those
departments in addition to the lead department.

This section gives you an overview of the workflow within Kuali PD.

View Route Log

Note the View Route Log link. This is where you can view the workflow approval routing established for this
proposal. Workflow approval routing is automatically defined by the information captured within the proposal
including Pl and co-PI, and the Department IDs associated with the proposal.

Submit for Review | Ad Hoc Recipients | view Route Log I Cancel proposal | MOrEACtioNs ~ 1 g

You can view the status of each approval step in the routing log as well as the order of the upcoming approvers.
Click the View Route Log link.

Prior to submitting for review the route log looks like this:
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Route Log
ID: 31302
Title Testing Kuali PD - ; Proposal No: 50; PI: Maryellen Jagelski; Sponsor: NIH-NATL INST OF BIOMED IMAG &

BIOENGRNG; Due Date: 12/15/2022

Proposal Development

Type Created 07:07 PM 11/21/2022
Document
Initiator Maki, Virginia L Last Modified 09:16 AM 11/22/2022
Route Status SAVED Last Approved
Document Document Status Modified
Status
Node(s) Initiated Finalized

Actions Taken \7/

Action Taken By For Delegator Time/Date Annotation
SAVED Maki, Virginia L 07:11 PM 11/21/2022

Pending Action Requests

Note there are multiple sections in the Route Log.
e The top section provides proposal details.
e The Actions Taken section shows what steps have been taken to date.
e The Pending Actions Requests shows who is up for the next action.
e The Future Action Requests shows the rest of the routing actions beyond the pending ones.

Scroll down using the side scroll bar and click on the show button to view the Future Action Requests.

Pending Action Requests
Action Requested Of Time/Date Annotation
IN ACTION LIST
COMPLETE Maki, Virginia L 07:11 PM 11/21/2022

Future Action Requests /
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Click the show button for each individual approval line to view additional details.

»show | PENDING
APPROVE

The Priority section shows you at what stage each approval occurs, priority levels that have the same number
are simultaneous. Earlier actions have lower priority numbers.
+ hide | PENDING

APPROVE Hoff, David
Node PeopleFlows
———_~ Priority 100
Approval Policy Single Approval Required
Forced Action true

Routing Steps
Proposals are routed through workflow in the following order:
1. ORSP Preaward Contact
Pl/co-PI
DRA-Financial/Research Manager for each Department ID associated to the proposal
Chair/Director (or equivalent) for each Department ID associated to the proposal
Dean (or equivalent) for each Department ID associated to the proposal
ORSP Preaward Contact

oukwnN

Additional workflow approval steps may exist depending on the heirarchy setup for your area. If an approver fills
multiple roles within a specific workflow, they will need to approve at each step.

Approval Notifications

When a Proposal is submitted for review, or an approval stop in the route log is completed, a Notification is sent
to all users listed in the next level of the route log. The notification includes several details about the proposal in
the subject line of the email. If the user clicks on the Document# link, they will be taken immediately to the
Summary/Submit screen of the Proposal and can complete their review. If they click on the Action List link, they
will be taken to their Action List and can see a list of all items that are pending their review. See the Action List
section for more information.

See the Notifications from Kuali PD sections for more information.

Zendesk Article on the PD Approval Process:
https://kuali-research.zendesk.com/hc/en-us/articles/360007791114-Proposal-Proposal-Development-
Approval-Process
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Recall a Proposal

Once a proposal has been submitted for review, the aggregator and the PI have the ability to recall the proposal
for additional editing. This action can be taken in the Summary/Submit section of the proposal. As part of the
recall action, you must enter a reason for the action in the confirmation window that appears. Once recalled,
the proposal will once again populate in the Proposals not routing tile in the Dashboard any may be edited.

i 1] A i -
Send Adhoc PR /iew Route Log | Recall |Mc're e Close

Note — additional approvers in the workflow do not have the ability to recall a proposal.

Return a Proposal

If the proposal requires substantial corrections Approvers can use the return action to reopen the proposal for
additional edits by the Pl or aggregator. As part of the return action, you must enter a reason for the action in
the confirmation window that appears. Once returned, all of the proposal details, narratives, and budget can be
fully edited by the aggregator and then resubmitted into the approval routing workflow for submission.

Attachments may be replaced by new files during the approval process without returning the proposal, new
attachments may not be added unless a proposal is returned or recalled.

Send Adhoc Ad Hoc Recipients | Return l\.-‘iew Haotelog Recall MRS Sctions = Close

Note — All approvers have the ability to return a proposal they are reviewing for approval.

Delegate Approvers

Delegates are alternate approvers that have the ability to approve if an assigned approver is unavailable.
Delegates should only approve if the assigned approver is legitimately unavailable to review and approve a
proposal, for instance if they are on vacation or unexpectedly out of the office without access to university
systems. Note — Investigators must approve any proposal they are associated with.

If you are a delegate, proposals you have access to approve will populate on your Dashboard on the Proposals
routing to me tile, with the tag Alternate as pictured below:

Proposals routing to me

You're up! | oposal #53
Alternate Due date: 12/
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