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Exercise 1 — Logging In

1. Navigate to www.uah.edu/osp and click on the Kuali Login Banner

ABOUT UAH EVENTS MAP GIVING ALUMNI DIRECTORY

A
THE UNIVERSITY OF
ALABAMA IN HUNTSVILLE Admission & Aid  Academics

Research Campus Life Athletics News

OSP ' KUALI RESEARCH

UAH Kuali Research Apply

Kuali provides full online research administration and compliance management to simplify processes ;0
and improve insights.
osp

With Kuali, our process is streamlined with automated workflow creating a single repository for
proposal, award, conflict of interest disclosures, and protocols information. Reporting modules Reques
provide administrators and departmental users with tools to use this rich information to gain

Info
important insights and make more informed decisions.
Kuali Research
Staff Information KUALI LOGIN >

Conducting Research o
with UAH

Policies, Procedures, and

+

2. Enter your username and password

EJUAY - 057 - Kusli Reswarch

* comer - Msclec

% 2 UAH Single Sign-On - CAS - % | |

Login

Fter your Charger 10 and Password
Charger 1D:

I |

P rd: THE UN o
assword: ALABAMA IN HUNTSV

LOGIN

@ Forgot Charger ID / Password?

Remumbes to dose your be

e when finished,

Exercise 2— Completing the COI /Disclosure
1.

Kuali opens to the Dashboard. Expand the menu on the left side of the screen by clicking the Collapse
Tab (>)

Dashboard

Show/shide sections

Proposals Routing to Me Proposals Mot Routing

Post Award In Progress & Negotiations

(6]

=

H e B

(=
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http://www.uah.edu/osp

2. From the left hand navigation panel click on Common Tasks

KUALI RES Dashboard

Propozals Routing to Me Proposals Mot Routing

D All Links

Poet Award In Progreze & Negotiations

arghall, Paul

3. Inthe Common Tasks section under COI click My Disclosures

Quick Links Award col
All My Awards My Disclosures _a\e Institutional Proposal All My Negotiations
Create Negotiation

4 Action List
Create Proposal Log

Institutional Proposal Negotiation

Create Award

&) Doc Search
Search Negotiation

Search Institutional Proposals

& Current & Pending Support Search Awards
Search Proposal Logs

X Person Training
&= View $2S Submissions

@ Locks

Proposal Development Subaward
Create Subaward

All My Proposals
Search Subawards

Create Proposal

Search Proposals

4. Inthe My Disclosures section click Create Disclosure

My Disclosures

CEEEEET ——
STATUS

LAST ACTION DATE LAST ACTION

‘You have yet to submit a disclosure
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5. Answer the questions and click Next

.
CONFLICT OF INTEREST kuali

Simmons, Whitney

Update Annual Disclosure

© SCREENING QUESTIONN.. Reporter Disclosure Status
z simmons, Whitney In Progress

@ Certificiat wip0002@ush.edu

€Ol Form Instructions 0% Complete
ALL questions on ALL forms must be answered in order to submit the disclosure
The purpose of collecting this information is to comply with the University's Policy on Promoting Objectivity in Research and other federal and state regulations regarding conflicts of interest. Your cooperation in
fully and accurately answering the following questions is appreciated. This form must be updated within 30 days of acquiring any new or additional financial interest Next
under each question for definitions to key words in the question. It is important to fully understand the definition of terms in order to accurately complete the quest
~ Save

Did you or a family member receive during the calendar year just ended anything of monetary value from any entity: (i) whose operations are related or potentially related to your at

the University, which includes your area of academic expertise o research interest, o (If) whose financial interest would reasonably appear to be affected by, or could affect, such institutional responsibilities?
O ves
O no

Do you or a family member have a current or pending ownership or equity interest (other than mutual fund holdings) in any entity: (o) whose operations are related or potentially related to your institutional

responsibilities at the University which includes your are of academic expertise or research interest, or (i) whose financial interest would reasonably appear to be affected by, or could affect, such institutional
responsibilities?

O ves
O M
D0 you or a member of your family have intellectual property right and interests and income related to such rights and interests paid during the calendar year just ended by an entity other than the University or

University affiliate?

O ves
O N

6. Once all questions have been answered on the multiple screens, click Submit

.
CONFLICT OF INTEREST kuali

simmons, Whitney

Update Annual Disclosure

@ Screening Questionnaire Soperiee Disclosure Status
simmons, Whitney

In Progress
wip0002@uah.edu

@ CERTIFICIATION

Financial Interest Acknowledgment

99% Complete
As an individual who s independently responsible for the design, conduct, or reporting of research at the University, with regard to your financial interests and those of your family that reasonably appear to be
related 10 your institutional responsibilities, which includes your area of academic expertise or research interest, you are required to:

R T P ) >
« Update at least annually the financial information you have disclosed.
« Previous
By pressing the Submit button you certifying you have read and understand the above text and that the financial interest information that you have disclosed to VPR (including that of my family) is complete and
current 1o the date hereof, including the information submitted herein.

v Save
in completing and submitting this Exteral Entity Disclosure and Certification, | affirm that the information submited s true to the best of my knowledge and | certify that | have read and understand the

University's Policy on Promoting Objectivity in Research. That | have made il required disclosures, and that | will comply with any conditions o restrictions Imposed by the University to manage, reduce o
eliminate conflicts of interest.

Thank you for completing this External Entity Disclosure and Certification. Should your answer to any question change, please update your information.
Confidential Personnel Record

Disclosure documents, conflict of interest management or mitigation plans, and related information are considered to be personnel records and shall be confidential to the extent permitted by law, except as
required for administration of the Policy on Promoting Objectivity in Research.

Do you have any attachments to include with your disclosure?
O ves
@ %o

7. Once completed, a Print option will appear

CONFLICT OF INTEREST kuali Simmons, Whitney

Update Annual Disclosur

= Do e e o T
Simmons, Whitney Up to Date Aug 15,2019 1:35PM Aug 15,2019 1:35 PM No Conflict
Wipooo2@uah.edu

B Management Plan

COI Form Instructions

ALL questions on ALL forms must be answered in order 10 submilt the disclosure.
The purpose of collecting on Promoting Objectivity il
following questions is appreciated. This form must be updated within 30 days ol ‘acquiring any new or additional financial
important to fully understand the definition of terms in order to accurately complete the questionnaire.

fully and accurately answering the
Imhehlconmndeieuchwenlon'ovdeﬂnmommheywmhmqu«nw Itis

Did you or  family member receive during the calendar year just ended anything of monetary value from any entity: (i) whose operations are related or potentially related to your ies at your area of
academic expertise or or (1) whose appear to be affected by, or could affect, such institutional responsibilties?

“Family Members” is defined to include spouse or any dependent. “Dependent’”is any person, his or her domicile, per more of his o her suppor igator ot his o her spouse or who resided with the Investigator
for more than 180 days during the reporting period

“Monetary Vakie™ 9 of value, whether or not ly ascertainable, including, but not limited for i alaty, 0.9.. consulting fees, honoraria, paid authorship, board membership
fees), equity stock option, or other ownership interest), Interests in real or personal property, dlvldev\ds royalties, rent, capital gains, (e.g, patents, copyrights, and
forgiveness of debt

“Enty” y foreign, public or ciuding 3 federal ) from which ga " inwhich any of po equity Interest.

“institutional (eg. academic or h area of interest or expertise) of Igator on behalf of y nd/or activities that teaching, or
service responsibilities within the University.

No

Do you or a family member have a current or pending ownership or equity interest (other than mutual ings) in any entity: (o) whose to your insti ies at iversity

your are of uummm il inteest would reasonably appear to be affected by or could affect, such nstituional responsibiftes?

“Family Members” is S or " s any person, of her leg domicite, more of his or her support o his of her spouse or who resided with the Investigator

for more than 180 days during the reporting period



8. Annual Disclosure Status will update and reflect “Approved”

¥ Whitney Simmons (Key Person: Assistant)

t @

Project Status: Disclosure Not Requirell Annual Disclosure Status: Approved [isposition Status: Nane

Exercise 3 — Initiating a Proposal

1. Kuali opens to the Dashboard. Expand the menu on the left side of the screen by clicking the Collapse
Tab (>)

Dashboard

Show/hide sections

Proposals Routing to Me Propasals Mot Routing

Post Award In Progress & Negotiations

S @

~
=

B0

—

2. From the left hand navigation panel click on Common Tasks

KUALI RESEARCH Dashboard

Showshida sections

Proposals Routing to Me Proposals Not Routing

Post Award In Progress & Negotlations

P arehall, Paul

Last Updated 8/19/19



3. Inthe Proposal Development window, select Create Proposal

SANDBOX ENVIRONMENT

KUALI RESEARCH @ Locks

Dashboard Home

Search Institutional Proposal Negotiation Proposal Development

Gemirei Tl Create Institutional Proposal All My Negotiations All My Proposals

All Links Create Proposal Log Create Negoti— Create Proposal
Search Institutional Proposals Search Negotiation Search Proposals

Help Search Proposal Logs

About

L Subaward
ogout

Hodasilessica Create Subaward

£ Switch Apps
Search Subawards

Collapse Menu

4:25PM
x§ 3 e o &£ B 01 ~

4. Inthe Create Proposal window select the following information:

- Proposal Type: New
- Lead Unit: 233100 - Civil and Environmental Engineering
- Activity Type: Research - Applied
- Project Dates: 9/01/2019 (start date) and 08/31/2024 (end date)
- Project Title: My Important Project — <enter your initials>
- Sponsor: NIH

NOTE: All sections with an asterisk (*) must be completed.

SANDBOX ENVIRONMENT -
Kuali Research BEFORE
Create Proposal
Proposal Type: * select .
Lead Unit: * selact -
Activity Type: * select .
Project Dates: * to
Project Title: *
Sponsor; * Q,

5. Click Save and Continue
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SANDBOX ENVIRONMENT

Kuali Research AFTER

Create Pr

req

oposal

€

*

Proposal Type: New

*

Lead Unit: 233100 - Civil and Environmental Engineering hd

Activity Type: * Research - Applied

*

Project Dates: 09/01/2019 to 08/31/2024

*

Project Title: My Important Project-0.5.P

»

Sponsor: 365 National Institute of Health Q

Cancel Save and Continue

6. The proposal will open with the display defaulted to the Proposal Details screen.

SANDBOX ENVIRONMENT

Kuali Research i
The proposal number to the left (#75) is an Socument e
Proposal: #75 internal number used to record working proposals. e
PI: Not yet assigned Initiator: mecombj

Status: In Progress
more

Proposal Development

¥ Data Validation (of) S Print @ Copy Medusa I=Hierarchy @ BudgetVersions o Link @ Help ~

Proposal Details

B Basics B ndicates o
Proposal Details (D Document was successfully saved
$25 Opportunity
Delivery Info Proposal Type: * New v
Sponser & Program Information Lead Unit: 233100 - Civil and Environmental Engineering
Organization and Location Activity Type: * Research - Applied v
3 Key Personnel > Project Dates: * | 09/01/2019 to 083112024
+ Compliance

Project Title: * | My Important Project-0.S.P
% Attachments

]
() Questionnaire
Sponsor: * 365 National Institute of Health Q
(@] Budget
Prime Sponsor Code: Q
ﬂ Access
A Supplemental Information
Keywords: Nothing selected M

= Summary/Submit

Save ‘Save and Continue Close

NOTE: The Prime Sponsor can be searched by name or by the designated code number.

Last Updated 8/19/19



Exercise 4 — Selecting System-to-System (S2S) Opportunities

1. Inthe S2S Opportunity screen, if the opportunity is available in Grants.gov then the required
documents can be added to the proposal for submission and data validation in this section. Click the
Find an Opportunity button

SANDBOX ENVIRONMENT -

Kuali Research

=—ousics _
Dl © oocument vias successtuly saved 2

Proposal Details

User Attached Forms
Sponsor & Program Information

Organization and Location User Attached Forms
L Key Personnel > + Add User Attached Form
+ Compliance
Q Attachments

@ Questionnaire

Budget

ﬂ Access

é Supplemental Information
(= Summary/Submit

& Super User Actions

X Notifications History

Back Save Save and Confinue Close

2. If the Opportunity ID is unknown, perform a search by selecting the magnifying glass.
SANDBOX ENVIRONMENT

Kuali Research

Lookup

Opportunity Search

Package ID

Opportunity D

Competition ID

CFDA Number

Close Clear Values

Last Updated 8/19/19



Exercise 5 — Completing Delivery Information (OSP Only)

In the Delivery Info screen, select the method of delivery for the proposal and complete the relevant
information. This section is optional.

Kuali Research

+ Data Validation (off) ® Print @ Copy = Medusa i=Hierarchy (@ BudgetVersions & Link @ Help ~

Delivery Info

% Basics v
(D) Document was successfully saved

Proposal Details

S2S Opportunity Submission By: select v

I Delivery Info I Submission Type: | select v

Submission Account ID:

Organization and Location

Submission Name & Address: -Nange Clear
2 KeyPersonnel >

Number of copies:
" Compliance

Submission description:
R Attachments
@ Questionnaire

Budget

ﬂ Access

Exercise 6 — Completing Sponsor & Program Information

1. Inthe Sponsor & Program Information screen select/enter the following:

- Sponsor Deadline: 10/05/2019 12:00 p.m.

- Sponsor Deadline Type: Receipt

- Notice of Opportunity: Federal Solicitation

- NSF Science Code: Biological and Biomedical Sciences—Life Sciences: D.02
2. Enter the CFDA number: 93.859 and click ADD
3. Click the Save and Continue button

< .
Sponsor & Program Information
B Basics v
(D) Document was successfully saved

Proposal Details

525 Opportunity Sponsor deadline:| = 10/05/2019 | I 12:00 PM I
Delivery Infc
elveny o Sponsor Deadline Type:, Receipt 1
Sponsor & Program Information
Notice of Opportunity:|  Federal Solcitation
Organization and Location
Oppertunity ID:
2 Key Personnel >
. @ . ;

« Compiiance Subawards: ([ Yes, this proposal includes subaward(s)

R Attachments Sponsor Proposal ID:
achmen

(3 Questionnaire

NSF Science Code:| Biological and Biomedical Sciences - Life Sciences: D.02 v h
(@] Budget
B Access Anticipated Award Type:  select v
A Supplemental Wﬂ,a”m Agency Routing Identifier:
(% Summary/Submit ) Prev Grants.Gov Tracking ID:
il Super User Actions Opportunity Title:

Notifications History
v CFDA

CFDA Number * CFDA Pro itle Name Actions

92.859 Add

Back Save and Continue Close

Last Updated 8/19/19



Exercise 7 — Completing Organization & Locations

1. Onthe Organization and Location screen, the Applicant Organization tab will display first. The

university’s information will generate automatically.

Kuali Research

Proposal Details
528 Opportunity
Delivery Info

Sponsor & Program Information

Organization and Location

3 Key Personnel >
v Compliance

Q) Attachments

@ Questionnaire

[8] Budget

ﬂ Access

A Supplemental Information

Organizations & Locations

Applicant Organization Performing Organization Performance Site Locations

Applicant Organization

M Details

Organization Name The University of Alabama in Huntsville
Address Line 1

Address Line 2

Address Line 3

city

State

Postal Code

+ Add Congressional District

Back Save Save and Continue Close

2. The Performing Organization tab does not apply to UAH

Kuali Research

Proposal Details
S2S Opportunity
Delivery Info
Sponsor & Program Information
Organization and Location
3 KeyPersonnel >
" Compliance
% Attachments
@ Questionnaire
@ Budget
B Access

A supplemental Information

Organizations & Locations

Applicant Organization I Performing Organization I Performance Site Locations

Performing Organization

M Details Q, Select Different Organization

Organization Name The University of Alabama in Huntsville
Address Line 1

Address Line 2

Address Line 3

City

State

Postal Code

< Add Congressional District

Back Save Save and Continue Close

Other Organizations

Other Organizations

3. If the work will be performed off campus, click Performance Site Locations

Last Updated 8/19/19
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a. Click Add Performance Site

Kuali Research

Proposal Detalls Organizations & Locations

$2S Opportunity
Applicant Organization Performing Organization I Performance Site Locations I Other Organizations

Delivery Info

Sponsor & Program Information Performance Site Locations
Organization and Location
2 Key Personnel > _
' Compliance
R Attachments
@ Questionnaire
(2] Budget
a Access

é Supplemental Information

Back Save Save and Continue Close

b. Inthe Address Book Lookup window Search and find Integration Innovation, Inc. (i3)

Lookup

Address Book Lookup

Add New Address Book

Address Book Id: -
Sponsor Code: (=T
Sponsor: [=%

Sponsor Address Flag:
Organization: Integration Innovation®

Last Name:

ciose | crearvanes | 4

c. Place a check mark in the box and click return selected

Lookup

= One item retrieved.

Showentries csv || xml || xlIs

Address < Last® Firstt Middle Address Address Address < < < Country Postal Email <
~ Bookld Organization Name Name MName Line 1 Line 2 Line 3 City County State Code Code  Address
2153 Integration 689 Huntsville AL USA
Innovation, Discovery
Inc. (i3) Drive

Showing 1 to 1 of 1 entries | — | Previons et | Loer |

] d—

< Refine Search Close

Last Updated 8/19/19
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d. Click the + Add Congressional District button

Kuali Research

Applicant Organization Performing Organization Performance Site Locations Other Organizations

Proposal Detalls

25 Opportunity Performance Site Locations

Delivery Info

Sponsor & Program Information Q_ Add Performance Site

Organization and Location Organization Name: ntegration Innovation, Inc. (i3)
2 Key Personnel > city: Huntsville

« Compliance state: AL
Address Line 1: 689 Discovery Drive
QY Attachments
Address Line 2:

@ Questionnaire

Postal Code:
[ Budget - Add Congrossional Distfa _
B Access b AL-oo7

A supplemental Information

Back Save Save and Continue Close

e. Inthe Add Line window select:

i. State: Alabama
ii. District Number: 7
f. Click the Add button

Add Line

State:

District Number:

Cancel Add _

g. Click the Save button

Kuali Research

B Bsasics -
_ Applicant Organization Performing Organization Performance Site Locations Other Organizations

Proposal Details

525 Opportunity Performance Site Locations

Delivery Info

Sponsor & Program Information Q, Add Performance Site

Organization and Location Organization Name: Ntegration Innovation, Inc. (13)

2 Key Personnel > city: Huntsville

state: AL

' Compliance
Address Line 1: 689 Discovery Drive

X Attachments
Address Line 2:

(@ Questionnaire

Postal Code:
Budget =+ Add Congressional District
B Access » AL-007

A supplemental Information

Back Save Save and Continue Close

Last Updated 8/19/19




4. If there are vendors and/or subrecipients on the proposal, their information will be entered under
Other Organizations.

Proposal Details Organizations & Locations
Delivery Info
Applicant Organization Performing Organization Performance Site Locations | Other Organizations
Sponsor & Program Information
Organization and Location Other Organizations
2 Key Personnel >

+ Compliance Q Add Organization

@ Attachments

(@ Questionnaire

[@] Budget

B Access

A Supplemental Information
@ Summary/Submit

o Super User Actions

X Notifications History

5. Click Save and Continue

Exercise 8 —Adding Key Personnel, Updating Details & Certifying

1. From the Key Personnel screen, select Add Personnel

Kuali Research

@ Basics ~
Personnel Search for and add key personnel

R Attachments

@ Questionnaire

Budget

B Access

A supplemental Information
& Summary/Submit

i Super User Actions

[ Notifications History

2. Select Employee radio button
3. Last Name: <USE YOUR NAME>
4. Click the Continue button

Add Personnel

Search for ® Employee

) Non Employee

Last Name I Loyd I

First Name
User Name
Email Address user@domain.com
Office Phone
Home Unit Q,

Campus Code Q

Last Updated 8/19/19 | continue... | _
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5. Inthe search results window select the radio button for YOUR NAME
6. Click the Continue button

Add Personnel

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

R . User_ Email ,. Unit . . . . R PP
% Full Name: D: ° Address: ° Number: ° Unit Name: ¢ Organization: ¢ City: ¢
Nicholas Center for Management and Economic Center for Management and Economic
.
Loyd loydn loydn@uah.edu610001 Research Research Campus
Showing 1 to 1 of 1 entries
J ‘ First | Previous n Next | Last |
—— Goback [
7. Inthe Assign a role window select the radio button for Pl/Contact
8. Click the Add Person button
Add Personnel
Assign arole
Assign a role: *
I ® Pl/Contact I
PI/Multiple
Co-Investigator
Key Person
— Goback | Cancel
9. Click the arrow (») next to the name of the PI/Contact
Kuali Research
® Basics -
Persanne! Search for and add key personnel
" Compliance
Q Attachments
@ Questionnaire mhums Loyd (Pl/Contact) (Certification Incomplete) ]
Status: Annual Disclosure Status: Disp 1 Status: Not Yet Disp ed
3] Budget
8 Access

A supplemental Information
@ Summary/Submit
& Super User Actions

& Notifications History

Back Save Save and Continue Close

Last Updated 8/19/19
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10. The Details tab will automatically populate
¥ Nicholas Loyd (Key Person: sing) + a

Project Status: Disclosure Not Required Annual Disclosure Status: Approved Disposition Status: None

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

Details
Proposal Person Role Id:  Key Person Key Person’s role will be: * sing
Full Name: Nicholas Loyd User Name: loydn
First Name: Nicholas Last Name: Loyd
Middle Name: eRA Commons User Name:
NSF ID:

11. Select the Person Training Details tab to view completed training, then click Save and Continue

¥ Nicholas Loyd (Key Person: sing} t+ @

Project Status: Disclosure Not Required Annual Disclosure Status: Approved Disposition Status: None

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

Person Training Details

Back Save Save and Continue Close

12. The PI, Co-l, and Key Personnel will complete the Proposal Person Certification for each proposal
13. Click Save and Continue

Exercise 9 —Adding Special Review/ Compliance Information

1. Onthe Compliance screen, click the + Add compliance entry button

Kuali Research

1= Basics v

2 Key Personnel v Compliance

Personne!

+ compliance ‘
+ Add compliance entry
¥ Attachments

( Questionnaire

[2] Buaget

B Access

A\ supplemental Information
[ Summary/Submit

i super User Actions

[X] Notifications History

Back Save Save and Continue Close

15
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2. Inthe Add Compliance Entry window, enter the following:

i. Type: Human Subjects
ii. Approval Status: Pending
3. Click the Add Entry button

Add Compliance Entry

Type: ™ I Human Subjects

Approval Status: ™ I Pending

vIQ

Protocol Number:
Application Date:
Approval Date:
Expiration Date:

Exemption #: MNothing selected

Comments:

LW AddEntry [JEeERISE

1

4. Click the Save and Continue button

Kuali Research

(© Document was successfully saved.

B Basics v

2 KeyPersonnel ~  Compliance
Personnel

R Attachments

» Human Subjects Pending

Back Saw Save and Continue: Close.

Last Updated 8/19/19
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Exercise 10 —Adding Attachments

NOTE: Documents (i.e. the budget justification, Narrative, etc.) supporting the proposal should be uploaded

under the Proposal tab.

1.

Kuali Research
2 Key Personnel

« Compliance

Attachments
@ Attachments |
Personnel (0) Abstracts (0) Internal (0) Notes (0)
(@ Questionnaire
Budget Proposal (0)
B Access Add attachments fo this proposal

A, Supplemental Information

4 Add | Download Al

Set All Statuses

On the Attachments screen, select Proposal tab, then click the + Add button

select v

(® Summary/Submit
i Super User Actions

[ Notifications History

Back Save Save and Continue Close

2. Inthe Details window, select the following:
b. Type: select Narrative from the drop-down menu
C. Status: Complete
d. Description:

e. Click the Choose File button and upload Narrative.pdf file
3. Click the Save button

Details

Attachment Type: ©

l Marrative *rl
[T=H
' Complete *rl

Email Address:

Phone Mumber:

Comments:
o
Description:

o
File:

Choose File Mo file chosen

Y save |

Last Updated 8/19/19



NOTE: All saved documents will display on each tab they were uploaded under. Select each tab to move from

one to the other. Save and Continue will take you to the next section, not to the next tab.

+ Data Validation {offfy ¥ Print @ Copy = Medusa {=Hierarchy [ Budget Versions & Link @ Help ~
<
Attachments
B Basics
Attachments
2 Key Personnel >
) Proposal (1)~ Personnel(0)  Abstracts (0)  Intemal (0)  Notes (0)
" Compliance
X Attachments Proposal (1)
@ Questionnaire Add attachments to this proposal
(] Budget + Add | | Download Al Set All Statuses select v
Upload & Add
ﬂ Access
File Type~ Status * Description Uploaded By ~ Posted Timestamp Actions
A Supplemental Information
1 AlaFlavoursFINAL pdf Naratve | [ comptete . Pitts, Antonia ~ 08/13/2019 03:08 PM | Details | | viewredt rights | | @

(® Summary/Submit
J‘ Super User Actions

=] Notifications History

Back Save Save and Continue Close

4. Onthe Attachments screen, select Personnel tab, then click the + Add button

Kuali Research

Attachments
B Basics =
(@) Document was successfully saved.
2 Key Personnel -
Attachments
@ Questionnaire Personnel (o)
(3 Budget Add attachments to this proposal
+ Add | | Download Al
& Access
1 d & Add

A Supplemental Information

ala Super User Actions

Notifications History

Back Save Save and Continue Close

5. Inthe Details window, select the following:
f. Person: select from the drop-down menu (YOUR NAME)
g. Type: Biosketch
h. Description: Technical Volume |

i. File: Click the Choose File button and upload Biosketch.pdf file
6. Click the Save button

Last Updated 8/19/19
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Details

@ Required
Person: * —,

r— 1

Type: *

I select

Description:

File:

Choose File Mo file chosen

—

Exercise 11 —Completing Questionnaire

Skip this section. This only applies to S2S submissions. Click Save and Continue

Kuali Research

(@ Document was successfully saved

% Basics ~
2 Key Personnel v Questionnaire

Personnel There are no questions defined for this proposal.
' Compliance

Q Attachments

(@ Questionnaire

[2] Budget

ﬂ Access

é Supplemental Information
= Summary/Submit

J‘ Super User Actions

X Notifications History

Back Save Save and Continue Close

Last Updated 8/19/19
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Exercise 12 —Creating a Summary Budget

1. On the Budgets screen click the + Add Budget button

Kuali Research

(® Document was successfully saved

Budgets ) ...

The following bucigets are linked to this proposa

1. Inthe Create a Budget Version window enter the following:
i. Budget Name: My Summary Budget
ii. Would you like to create a detailed budget or enter a summary only?: Start a
Summary Budget
iii. Will this be a modular budget?: No

Click the Create Budget button

N

Create a Budget Version

Proposal:

75
Budget Name: *

I My Summary Budget I

Would you like to create a detailed budget or enter a summary only?: *
Start a detailed budget

® Start a summary budget

Will this be a modular budget?: =
Yes @ No

— Create Budget Cancel

Last Updated 8/19/19



3. Enter the following information for each budget period that displays.
o Direct Costs: 10000
o Indirect Costs: 4800
o Cost Share: 1000

4. Click Save

+ Data Validation (off) %3 Budget Settings = Hierarchy @ Summary [ Budget Versions =2 Autocalculate Periods @ Help ~
<
Periods & Totals Recalculate with changes | | Reset to period defaults
« Return to proposal
|5 Periods & Totals + Add Budgst Period
Period Start N N N N . . N N N
= Rates Date * ~  Period End Date* ©  Months ~  Total Sponsor Cost  Direct Cost "~ F&A Cost ~  Unrecovered F&A™ Cost Sharing Cost Limit ~ Direct Cost Limit™ Actions
& Personnel Costs > 09/01/2019 083172020 120 14,800.00 10,000.00 4,800.00 0.00 1,000.00 0.00 0.00 9
E Nen-Personnel Costs 09/01/2020 083172021 120 14,800.00 10,000.00 4,800.00 0.00 1,000.00 0.00 0.00 -
Subawards.

% 09/01/2021 083172022 120 14,800.00 10,000.00 4,800.00 -
L\ Institutional Commitments ~ w 120 o

09/01/2022 08/31/2023 14,800.00 10,000.00 480000 0.00 1,000.00 0.00 0.00
L g T B B 5 O B

09/01/2023 08/31/2024 120 14,800.00 10,000.00 480000 0.00 1,000.00 0.00 0.00 &
+ Modular o A R e B e I I e I

Total: gy g Total: 74000.00  Totakgpogo00  Tetalipggppeo  Totaliggp Total: 5,000.00 Total: g g Total: ¢ g

£Z Budget Notes

[E] Budget Summary

Save Save an Complete Budget Close

5. On the Institutional Commitments screen, enter Source Account (600001) number(s) on the
Cost Sharing screen
6. Click Save and Continue

+ Data Validation (off) ©F Budget Settings = Hierarchy @ Summary (@ Budget Versions £ Autocalculate Periods (@ Help ~
< .
Cost S hanng View Summary | | View Subaward Cost Share
« Return to proposal Assign and distribute any additional unalk d expenses to . institutions, or other i
I Periods & Totals + Add Cost Sharing
— Period ¢ Percentage ¢ Unit Details & Actions
= Rates
o 1 1+ 090112019 - 083172020 000 500001 1,000.00 Detalls = Q o
am Personnel Costs > | |—————— . e s
2, ; ]
[E)|Non Parsamnal Gonts 2 09/01/2020 - 08/31/2021 oo et 100000 W Desis | Q
@ Subawards 3 300012021 - 083112022 0.00 500001 1,000.00 W Detalls  Q 8
| £\ Institutional Commitments 4 4 090172022 - 0813112023 0.00 500001 1,000.00 Details |~ Q °
Cost Sharing 5
5 09/01/2023 - 08/31/2024 0.00 500001 1,000.00 Details = Q d
Unrecovered F&A e e e
Total Allocated: 5 50g 0o
(8 Project Income Total Unallocated: g gq
& Modular ((af
= Budget Notes Reset to Default

E Budget Summary

Back Save Save and Continue Complete Budget Close
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7. On the Budget Summary screen, click Complete Budget

+ Data Validation (off) € Budget Settings = Hierarchy @ Summary (@ Budget Versions £ Autocalculate Periods @ Help ~
<

Budget Summary
« Retumn to proposal
I Periods & Totals (0910172019 - 08/3112020) (0910172020 - 08/31/2021) (09/01/2021 - 08/31/2022) (09/01/2022 - 08/31/2023) (0910112023 - 08(3112024) Totals
= Rotes Non-personnel

Calculated Direct Costs $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
2 Personnel Costs S

Men-personnel Subtotal $0.00 $0.00 $0.00 §0.00 $0.00 $0.00
E Non-Personnel Costs

Totals
S Stimas Total Direct Cost $10,000.00 $10,000.00 $10,000.00 $10,000.00 $10,000.00 $50,000.00
Q Institutional Commitments Total F&A Costs $4,800.00 $4,800.00 $4,600.00 $4,800.00 $4,800.00 $24,000.00

Totals Subtotal $14,800.00 §14,800.00 $14,800.00 $14,800.00 $14,800.00 $74,000.00

[8] Project Income

+ Modular [(ag

Budget Notes

Budget Summary

Back Save Complete Budget Close

8. Place a check mark in the box and click OK

Is this budget complete?

s this budget ready to be submitted to the sponsor?

Cancel (—

9. From the Budget Summary screen, click Return to Proposal

+ Data Validation (off) @ Budget Settings @ Summary [ Budget Versions @ Help ~

Budget Summary
« Return to proposal P1 P2 P3 P4 P5
|F Periods & Totals (09/01/2019 - 08/31/2020) {09/01/2020 - 08/31/2021) (09/01/2021 - 08/3112022) (09/01/2022 - 08/31/2023) (09/0172023 - 08/31/2024) Totals
= Rates Non-personnel
Calculated Direct Costs. $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
2 Personnel Costs
Nen-personnel Subtotal $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
[E] Non-Personnel Costs
Totals
R Subawards i
Total Direct Cost $10,000.00 $10,000.00 $10,000.00 $10,000.00 §10,000.00 $50,000.00
& Institutional Commitments > Total F&A Costs $4,800.00 $4,800.00 $4,800.00 $4,800.00 $4,800.00 $24,000.00
Totals Subtotal $14,800.00 $14,800.00 $14,800.00 $14,800.00 $14,800.00 $74,000.00

[@] Project Income
" Modular (=4

£Z Budget Notes

E‘ Budget Summary
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NOTE: Each budget saved will appear on the Budget screen

(@) Document was successfully saved

B Basics -
2 Key Personnel w Budgets
Personnel The following budgets are linked to this proposal
Name Version
+ Compliance
My Budget 1
R Attachments (for submission)

(@ Questionnaire

B Access

A Supplemental Information
® Summary/Submit

& Super User Actions

= Notifications History

+ Data Validation (on) = Print < Copy = Medusa i=Hierarchy [@Budget Versions &’ Link (@ Help ~

¢ F&A < Total < Start

19,200.00 69,200.00 12/01/2018

Back Save Save and Continue Close

+ Add Budget

¢ End < Status ¢ Comments < Actions

11/30/2023 Complete Action

Exercise 13—Marking Budget Version as ‘Complete’ and ‘Final’

1. From the Budget screen, click the Action dropdown menu and select “Complete Budget”

(@) Document was successfully saved

B Basics -
2 Key Personnel w Budgets
Personnel The following budgets are linked to this proposal
Name Version
+ Compliance
My Budget 1
R Attachments (for submission)

(@ Questionnaire

B Access

A supplemental Information
& Summary/Submit

i Super User Actions

= Notifications History

Last Updated 8/19/19

+ Data Validation (on) ¥ Print @ Copy == Medusa {=Hierarchy (D BudgetVersions ¢ Link @ Help ~

< F&A < Total < Start

19,200.00 69,200.00 12101/2018

Actions
Action
F\fiew Summary

[MCopy
= Print

=+ Add Budget

¢ End & Status %+ Comments < Actions

11/30/2023 Com| Action=

®Complete Budget  4EG—_—— 23
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OR
2. While in the Budget, click Complete Budget

¥ Data Validation (of) Q1 Sudget Settings [ SHierrshy @ Summary (D Budget Versions S Autocaiculate Periods (@ Help -
<
Periods & Totals Recalcalat with changes | | Reset o period defauks
« Retumn to proposal
1 Periods & Totals + Add Budget Feriod
o Period Start . . . B B B B .
= Rates Date * Period End Date * “ Months " Total Sponsor Cost " Direct Cost ” FBA Cost " Unrecovered F&A ” Cost Sharing " Cost Limit * Direct Cost Limit
120
2 2
[E Mon-Personnel Costs. =
% subawards 2o
L insttutionsl Commitments > 120
T2 Froject Income Total: 45 09 Total: g g Totak: 40 090,00 Totak: 19.200.00 Totat: g 5 Totak: 400000 Totat: 5 g Total: 5 gg

' Modular e
£ Busget Notes

[E) Bucget summary

3. Check the box for “Is this budget ready to be submitted to the sponsor?” and click OK

Is this budget complete?

B 1= this budget ready to be submitted to the sponsor?

Cancel ——
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Exercise 14—-Designating Access to Proposal

1.

Kuali Research

Proposal Development

Proposal: #1

Pl: Test User 01

B Basics

2 Key Personnel
Personnel

+ Compliance

R Attachments

(@ Questionnaire

(@] Budget

B Access

A Supplemental Information
@ Summary/Submit
ol Super User Actions

X Notifications History

From the Access screen, click Add User

Document Info

Doc Nbr: 3570

525 Connected: [
Initiator: admin
Status: |n Progress
more

+ Data Validation (on) ® Print @ Copy = Medusa {SHierarchy [DBudgetVersions o Link @ Help ~
(® Document was successfully saved
Permissions
User Name Roles Actions
admin Aggregator Document Level Edit| | Delete

Back Save Save and Continue Close

2. Onthe Add Permission screen, enter Personnel details and click Continue

Add Permission

Last Name I Colel I

First Name
User Name
Email Address user@domain.com
Office Phone
Home Unit N

Campus Code Q

S e
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3. Select the correct name and click Continue

Add Permission

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

< Full Name: User ID: Email Address: < Unit Number:2 Unit Name: < Organization: o City: =
Jennifer Cole  jrc0034  jrc0034@uah.edu 131001 Athletics Athletics Campus
& Kenya Cole colek colek@uah.edu 600009 Office of Sponsored Programs Office of Sponsored Programs Campus
Showing 1 to 2 of 2 entries
g | First | Previous n Next | Last |

| oninue.. T

4. Select the appropriate role and click Add Permission

Add Permission

Assign a role

I Aggregator Only Document Lavel

¥ Budget Creator Only Document Level

) approver Document Level

= Viewer Document Level

) Budget Creator Document Level

= Narrative Writer Document Lavel

) Aggregator Document Level

I Access_Proposal_Person_Institutional_Salaries Document Level
I Delete Proposal Document Lewvel

) Wiew Institutionally Maintained Salaries Document Level

I dum—

5. Click Save and Continue

Exercise 15—-Completing Supplemental Information

2. Answer questions as they relate to the project
3. Click Save and Continue

+ Data Validation (offy ¥ Print & Copy ™ Medusa = Hierarchy [ Budget Versions ¢ Link (@ Help ~

Supplemental Info

@ Basics >
(D Document was successfully saved.
2 Key Personnel 5
«* Compliance Additional Project Data
Attach 1 sas s
% (LT Additional Project Data

(@ Questionnaire .
Includes New Curriculum: *

©Yes ®No

(@] Budget
B Access

A Supplemental Information

(® Summary/Submit
als Super User Actions

X Notifications History

Back Save
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Exercise 16—Validating and Submitting Proposal

1. Onthe Summary/Submit screen, Select Data Validation

+ Data Validation (on) 'E'_ ) Budget Versions ¢ Link @ Help ~

Permissions

B Basics >
2 Add User

2 Key Personnel >

< @rayitms: User Name Roles Actions

X Attachments admin Aggregator Document Level Edit| | Delete
@ Questionnaire colek Budget Creator Only Document Level Edit | | Delete
(@] Budget

A Supplemental Information

I[» Summary/Submit I

s Super User Actions

= Notifications History

2. Inthe Data Validation window, click the Turn On button

Data Validation —

Data Validation is currently off.

Close

3. Review the displayed Errors/ Warnings
4. Click the Fix It link for each of the Errors/Warnings
5. Correct the Errors as necessary. Proposals can be submitted with Warnings, but not Errors

Data Validation

Show entries

Search:

Area < Section ¢ Descriptioﬁ < Severity & ions
Error

——
Key Personnel The Investigators are not all certified. Please certify Test User 04. [ Error | Fix It
Supplemental Additional Project Data  Includes New Curriculum is a required field. [ Ervor | Fix It
Information
Warnings
Sponsor & Program Info Sponsor deadline date has not been entered. Fix It

E—

Showing 1to 3 of 3 entries -
Next

Close
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6. Onthe Summary/ Submit screen, click Submit for Review

Kuali Research

+ Compliance

R Attachments

@ Questionnaire

Budget

B Access

4\ Supplemental Information
I & summary/Submit

asa Super User Actions

3 Notifications History

Saved

Proposal Summary Personnel

Proposal Summary

Title

Principal Investigator
Lead Unit

Activity Type

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

Sponsor Deadline Type

it Q i i Supplemental Info Keywords

My Important Project-0.5.P

Nicholas Loyd

233100 - Givil and Environmental Engineering
Research - Applied

75

09/01/2019

08/31/2024

Yes

National Institute of Health

08/06/2019

Recelpt

— Submit for Review YD Ry View Roule Log | oopce| proposal | MOr€ Actions = 00

Budget Summary

7. Select Yes for future approvals if you would like to receive notifications for all approvals.

Kuali Research

Please Select

Do you want to receive future approval

requests?

Exercise 17-Searching for Proposals

1. From the side menu, select Common Tasks tab and click Search for Proposals

Common Tasks

Quick Links

4 Action List

&) Doc Search

€ Current & Pending Support
& Person Training

2 View $2S Submissions

fi Locks

Proposal Development

All My Proposals

Create Proposal

Award

All My Awards
Create Award

Search Awards

Search Proposals _
Last Updated 8/19/19

col

My Disclosures

Institutional Proposal

Create Institutional Proposal
Create Proposal Log
Search Institutional Proposals

Search Proposal Logs

Subaward

Create Subaward

Search Subawards

Negotiation

All My Negotiations
Create Negotiation

Search Negotiation

28



2. Inthe Development Proposal Lookup, enter the Proposal Number or perform a Search

Development Proposal Lookup

Prepessl Numear _

Froposal Type. [ v
Froposal State: [ v
Froject Title:

Proposal Person:

Principal Investigatar

Aggregator.

Participant:

m m
LR PP

Initiator Username.

Sponseor Deadline Date: =

Sponsar:

L]
o

Sponsor Name:

m
P

Lead Unit

L]
0

Lead Unit Name:

Award ID:
Opportunity 1D
Hierarchy Status. -

Proposal Create Date: =" =

3. Choose to View, Edit, or Copy proposal from search results. Medusa will allow the user to see how one

proposal is related to any others.

e - |

4 Prinipelinvecigaior ¢ LendUnit ¢ Load Uit Hamo & Gponcor DoodimeDeie ¢ Opportnity D

gk}

4 Woraohy Hebe ¢ ProposalCreata Defe

P
mm_ Jousal Humer Froposal Dooumant Numier ¢ Fropocal Type 4 Prov Grats Gov Trasking D & OppoteiyD ¢ OpporkeiyThe ¢ AgenoyRourgidunifler ¢ dponcor ame
) N
"
Mo
"
L] Mo
w "
i) Mo
kL "
3 Mo
El "
il irtres|

[ielnit]

i)

il

gk}

Exercise 18—Recalling/ Returning a Proposal

1. On the Summary/ Submit screen click Return or Recall

Kuali Research

2 KeyPersonnel >

" Compliance

Proposal Summary Personnel Compliance Attachments Questionnaire

@ Attachments
@ Questionnaire Proposal Summary

[@] Budget

Supplemental Info

Keywords

Budget Summary

Nt ey SR 104

Nolini sy TS 106 AR

Nt ey 0252019 122 AN

Nolini sy TR0

Nlnahiry | WERREM
RN | BEOBETE

ﬂ Access
é Supplemental Information
|T,| Super User Actions

= Notifications History

Title

Principal Investigator
Lead Unit

Activity Type

Proposal Number
Project Start Date
Project End Date
Include Subaward(s)?
Sponsor Name
Sponsor Deadline Date
Sponsor Deadline Type

My Important Project-0.5.P

Nicholas Loyd

233100 - Civil and Environmental Engineering
Research - ed

7%
09/01/2019
08/31/2024
Yes
National Inst of Health
10/01/2018

Receipt

29
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2. Enter areason in the box and click OK

Please Select

Are you sure | . this
document? @ Required

Return Reason:

Attachment:

Choose File | Mo file chosen

Exercise 19—-Approving the Proposal

1. From the Kuali Dashboard, click You're up!

KUALI RESEARCH Dashboard

Show/hide cards

83 Dashboard Home

Q Search Proposals routing to me Sortby v Proposals not routing Sortby v
L) You're upl Messervy; National Institute of Health; My Important Projec; Proposal No: 88; Pl: Stev.
ouf
& All Links o Due: 10/05/19  Last action: Rodgers, Jessica; 8/15/1% 10:50 AM
Post award in progress & negotiations Sortby v
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2. Scroll to the bottom of the Summary/ Submit page and click Approve

KUALI RESEARCH Kuali Research

Pl: Steven Messervy

@2 AllLinks

B sasics >
2 ey Personnel >
+ Compliance
R Attachments

@ cuestionnare

8 Budget

B Access

pplemental Information

Help
About

Logout

witch Apps

Collapse Menu

+ Data Validation (off) ¥ Print @ Copy
Submit
Saved Routing
Froposal Summary | Personnel  Compliance Supplemental o Keywords

Proposal Summary

Title
Frincipal Investigator
Leaa unit

Activity Type

Fropesal Number
Project start Date
Project End Date
Include Subaward(s)?
sponsor Name
Sponser Deadline Date

sponsor Deadline Type
Approval signifies that the proposed project fils

proposal

My Impartant Project- JR

Steven Messervy

233100 - Civil and Environmental Engineering
Research - Applied

88

0910172019

08/31/2024

No

National Institute of Health

10/05/2019

Receipt

the academic framewark and resources of the unit, requirements for new or renovated faciliies/space have been discussed with the appropriate
People, contributions listed will be met by the depariment/college unless otherwise approved, that Conflict of Interest requirements have been addressed, and that Sponsored Programs may process the

Initiator: mccombj
status: Approval Pending
more.

= Medusa & Link

5 Budget Versions @ Help -

Budget Summary

3. Add comment or upload an attachment if needed, this is optional. Click OK to approve

Plaase Selact

AT VOU SU0E you wanl 1o approsne his

QOCIETENT?

ChmEeni

Choowe Fila

C:Jr":t

b RN

4. Approval is complete and the screen will return to the Summary/Submit page. Click Close to exit
back to the Dashboard

Kuali Research

© AllLinks

=

Wey Personnel

< e

&

@ cuestor

(3 Buage

History

FLSueven messer vy

o eem @ edusa @B
Submit
>
(© Document was successtuly agproves
>
saves Rowig

Proposal Summary

Tiie
Principal lnvestgator
Lead unit

Activity Type

Proposal Numoer
Project start Date
Froject Ene Date
Include Subaware(z)?
sponsor ame
Sponsor Deadiine Date

Sponsor Deadiine Type

aancc [l aavioc recpents [RR

' Environmental Engin

Research - Aplied
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