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Proposal Routing and Approval Path

Proposal Approval and Routing

Users in the routing and approval path shown above will receive an email notification and a document in their
KC/KFS Action Lists. This quick guide provides a high level of instruction. For more details, please review the video
guides for the proposal module.
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STEP 1: Initiate the document:
To access the proposal development document, locate the (©) e v

Financials and Research dashboard.
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Locate the KC Grants section and select the Create Proposal Development Document from the list. You may want to mark the selection
with the ‘like’ emoji to add it to your favorites.
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STEP 2: The Proposal Development Document

The document will open to the proposals tab. The multiple tabs indicate sections of the document to fill out. Not every tab is required
and not every field is required. Some fields are needed only for specific types of proposals. Some fields are asterisked to indicate they
are required to save. Other fields are required to be completed before submission.

DocNbr: 88847741  Status: In Progress

»
Proposal Development Document 2] Initiator: | twhite Created: 01:48 PM 05/07/2021
Sponsor/s2s: PL:
| proposal ||s25 | Key Personnel | Special Review | Custom Data | and [ | Budget Versions | Permissions ||Proposal Actions || Medusa | /

NOTE: Make a note of the document number located in the dialogue DocNbr: 88847741  Status: |In Progress

box in the top right-hand corner of the document, so you may easily locate spi'::::;s'zs Luhite C"’:It_"d: 01:48 PM 05/07/2021
the document if you need to save and return to it later.
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STEP 3: The Proposal Tab: Fields Required to Save

The document opens to the proposal tab. The fields required to save the document are asterisked and located in the subpanels. Once
the document is saved, Lead Unit cannot be changed, even by ORA staff. Once the document is submitted, the Sponsor Deadline Date
can only be updated by ORA staff. Complete the following fields to save the document:

> Description > Sponsor Code

> Proposal Type > Project State Date

> Lead Unit > Project End Date

> Activity Type » Sponsor Deadline Date
> Project Title > Sponsor Deadline Type

Notes to reviewers should be placed in the Explanation box. To locate the sponsor code, click ! ':_\. | the magnifying glass beside the
field and a lookup will open, allowing you to ‘return the value’ for your Sponsor and Prime Sponsor. See other QuickStart guides for
detailed information on lookups.

Asterisks and red outlines below mark fields on this tab that must be completed to save the document. Once saved, the document can
be closed and accessed later for completion of the proposal information. Additional information in other subpanels on this tab will be
needed to submit into routing; however, not every field is required to submit. The Explanation box is an important place to add
information for ORA staff and is outlined in blue.

I Document Overview I N\ .

Document O\ 1 vicw

# Description:

Jm: f
Required Fields for Saving Document \

Required Fields for Saving Document H

Proposal Number: * Sponsor Code: V@A
* Proposal Type: * Project Start Date: ]
* Lead Unit: Gyjes] * Project End Date: |

* Activity Type: |[ selact

* Project Title:

After completing the required fields, click the save button at the bottom of the tab.

| save || close |

Going forward in this document, “Required to submit” fields will be outlined in red. Blue will signal fields that may be applicable to the
project. Once the proposal tab has been saved, you may navigate through the tabs in any order as information becomes available.

The Proposal Tab: Additional Fields Needed For Submission
Submission date and time are necessary to submit the document into routing. Other fields in this subpanel are useful in speeding up
the review process. If the funding has a prime sponsor, add them here. If the prime sponsor is incorrectly entered or missed, it could

cause delays. Example: Dr. X is working with her colleague Dr. Y from Purdue on a project seeking funding from NSF. Purdue will apply
directly to NSF and issue IU a subaward. NSF is the Prime sponsor in this example.

[ Sponsor & Program Information I A
Sponsor & Program Information H
Sponsor Deadline Date: | Sponsor line Time:
Sponsor Deadline Type: | select YT T OB B OPEUTIEY T 2Tt =]
Sponsor Name: CFDA Number: y@
Prime Sponsor ID: ®a Opportunity ID:
NSF Science Code: |[ select Sponsor Proposal ID: |
Sponsor Div Code: Does this proposal include subaward(s)?: [ ]
Anticipated Award Type: || select Sponsor Program Code: |
Agency Routing Tdentifier: Prev Grants.Gov Tracking ID: ||
Opportunity Title:
3
Program Guidelines URL:
]'IJ INDIANA UNIVERSITY Kuali Coeus: Proposal Development Document 2
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The Other IU Units section is completed by KC when the Personnel tab is completed. If there are additional IU units involved, please add
them.

\

Applicant Organization

Indiana University Indiana University (& L
509 E Third Street, Bloomington, IN 47401-3654

XM cCongressional Districts

Performing Organization

Indiana University Indiana University @@
509 E Third Street, Bloomington, IN 47401-3654

RALCE oty
OlherIU Units

Unit Number Unit Name Actions

| Add: ‘ (selecy & 4 | |

Add any subawards to external entities on the Subaward panel. Include the period 1 budgeted amount. Vendors are not included here.
(See the video series for details on routing and the subaward video series concerning subawards vs. vendors.) Example: If IU were
submitting to NSF and plans to issue a subaward to Purdue, we would list Purdue here.

\
Proposal Subawards
* i i Name * Period 1 Amount Actions
Add a@
Total: ﬂ"“ [ recalculate |

Delivery information should be included in the next subpanel. Most submissions are electronic and submitted by ORA, but any hard copy
requirements are the responsibility of the unit to submit once final approval is given. The Keywords panel is not used by ORA.

Delivery Info ~hge] W
Delivery Info H
Mail By: [select Type: [ select
Mail Account ID: | Number of Copies:
Mailing Name & Address: |(select) Ky Mail Description:
o6

STEP 4: The Key Personnel Tab

The document self-saves when you migrate from tab-to-tab, so additional ‘saves’ after the first save are not needed. Skip the tab
marked S28S. U does NOT use this feature. Click on the Key Personnel tab and the document will auto-save before opening the tab.

B —
_| Approver View | Proposal | S2S | Key Personnel Urpecial Review || Custom Data || Abstracts and Attachments | Questions || Budget Versions | Permissions | Proposal Actions | Medusa |

Using the magnifying glass lookup feature, select the project participants one at a time, and add them to the list.

Add Key Person
@
*persol. ETPIovee Search ¥ |
Non-employee Search >

Principal Investigator is a required field prior to submission. Only one PI is allowed.

*Pproposal Role:

Be sure to click the ADD PERSON button after choosing the roles. Note the color shading change that helps remind you to click add.

*Person: \White, Terry F| *Proposal Role: “ Key Person | *¥Key Person Role: |

[ clear | ,I [ add person ||| reset |

Principal Investigator is a required field prior to submission. Only one PI is allowed.

The investigator names will appear in different colors to indicate their Conflict of Interest (COI) status. Those whose forms are expired
appear in red and need updated in the COIl system. Green and purple names signal a valid COl is on file.

|/ [ white, Terry F v Key Person L

llJ INDIANA UNIVERSITY Kuali Coeus: Proposal Development Document 3
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The Combined Credit Split subpanel at the bottom of the page is required and can be completed using the default distribution. Check
with your School and Investigators for other distributions. (See the video series for details on other distribution entries.)

—_—
Combined Credit Split h¥
Combined Credit Split
Luehring, Frederick C [ 100.00 [ 100.00
BL-PHYS - PHYSICS [ 100.00 [ 100.00
Unit Total: 100.00 100.00
Totals
Investigator Total: 100.00 100.00

I default distribution I

STEP 5: The Special Review Tab and the Custom Data Tab

The Special Review tab is designed to manage information concerning human subjects, animal use, or bio-hazardous materials related
to the project. Enter the necessary information or choose None Indicated if none of the listed items are required for the project.
Approval status may be pending or not yet applied. Be sure to click ADD so additional lines appear if multiple types are required. At least
one entry will be required to submit into routing. The entry must match the proposal submitted.

_| Approver View | Proposal | 525 || Key Personnel || Special Review || Custom Data | Abstracts and Attachments || Questions || Budget Versions | Permissions | Proposal Actions || Medusa |

Special Review 2\,
* Type * Appi Status. 1U Protocol ID ication Date Approval Date Expiration Date Exemption # Actions
~
El
= [sses | | @ | m | @
Add: B2 v
Comments:
&0
~
ELl
None Indicated None iz i) i .
o B2 o
Comments:
3

The Custom Data tab is generally reserved for use by ORA staff and completed once the document has routed to ORA; however, some
fields may be useful for the document initiator to fill in. A supplement can be reviewed more quickly if the existing account number is
included. Also, Limited Submissions Approval Numbers should be entered here. Other fields on the Custom Data tab are used by the
ORA staff for codes and approvals needed for institutional records.

Account ID(s):
Limited Submission Number: ||N2480-9905
Proposal sIRB Approval Required: || N/A [Ex]

STEP 6: The Abstracts and Attachments Tab

Documents to be submitted to the sponsor or are needed for internal purposes must be attached to this tab. Do not route a KC
Proposal Development Document without the necessary attachments.

| Proposal ||S25 |Key Personnel  Special Review | Custom Data | Abstracts and Attachments || Questions || Budget Versions || Permissions || Proposal Actions | Medusa |

Be sure to indicate the attachment type for each document and click to add. Browsing for files is enabled. Compiling one document for
submission is encouraged. Different versions may be added here while constructing the proposal to share securely with 1U staff or
investigators; however, only the final versions should be routed.

12

Proposal Attachments (2) \
Add Proposal Attachments [7]
T
* Type: [ select I * File Name: || Browse.. | No file selected. I
i
> 5 Contact Name:
uploaded By: Email Address:
Posted Timestamp: Phone Number:
Comments: Description:
>
&0 &0
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Internal attachments are not submitted to the sponsor but needed as part of an ORA review. Internal budgets, subaward documents
and guidelines are to be attached on that subpanel. Notes entered on this tab are part of the permanent record.

Internal Attachments (2) I \
Abstracts (0) \
Notes (0) \

STEP 7: The Questions Tab and The Permissions Tab

The Questions Tab items can best be answered by working with the investigator since they relate specifically to the proposal. Some
questions ask for additional details when the answer is yes.

Proposal Questions (Complete) N\

EXY Questions

Does the proposed project involve human embryonic stem cells?

Does this project have an international connection: that is, collaboration with internationally-based colleagues or institutions; significant activity outside the United States; or pertain topically to More Information...
countries, regions or populations outside the United States? If so, please indicate in the explanation field the countries with which it is connected. (Used by the International Affairs Office.)

| substances used

Does this project relate to COVID-19? More Information...

Oves ®no

i

A

The Permissions Tab is used to provide additional access to the document for adding, editing, or sharing of proposal documents. Other
users may be added as Aggregators with edit permissions or Viewers with view only permission. Once the document has been
submitted into routing, users can only be added as Viewers.

J Approver View “ Proposal “ 525 | Key Personnel ]J Special Review U Custom Data U Ab: ts and Attachi ]J Qi i M dget Versi I Permissi 1 iProposal Actions M Medusa L

Assigned Roles N\
Assigned Roles View permissions
Viewer:
Budget Creator:
Narrative Writer:
Aggregator: Bruns, Elaine; Makarchuk, Laura L
Unit Aggregator:
Contact Person:
Users \
I * User Name I Full Name Unit # Unit Name I Role I g
| B — | | | I |
L |
W Bruns, Elaine UA-RSCH RESEARCH ADMINISTRATION Rogregator edit role | | delete
T — —_——

STEP 8: The Budget Versions Tab

KC is designed to allow a detailed budget and to have multiple versions of the budget. IU has elected to use only the parameters page
of the budget. Enter a budget name and click ADD.

I 1 . .
Approver View U Proposal U 525 || Key ']J pecial i U Custom Data U Ab and Attach M Questions I Budget Versions ) IPermissions U Proposal Actions U Medusa ]_

Budget Versions (06/01/2021 - 05/31/2024) ¥ N\

Budget Versions
N Version # Direct Cost F&A Total Budget Status Final

| aBd: [nap budget | ‘ | | |
— —

llJ INDIANA UNIVERSITY Kuali Coeus: Proposal Development Document 5
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The open button appears, and you may open to the parameters page of the budget.
‘ ‘mpbndgel ‘ 1 ‘ n.uo‘ u.nn‘ ‘ o.w‘ [select [} ‘ []

Note that the budget module is actually a separate Kuali document with its own document ID. |U uses only the Parameters tab and the
Distribution and Income tab which is reserved for cost share information. (See videos for cost share entry actions.) KC creates budget
periods based on the project start and end dates. These can be edited or combined as needed for the project. One budget period is
required and also acceptable if it meets the sponsor guidelines. Use the delete buttons to eliminate rows and edit the dates as needed.
After the periods are correct, enter the direct and indirect amounts and click recalculate. Then mark as Final and change the Budget
Status to Complete. Next, click Save and then select <return to proposal.

JBudgelVelsionsI Parameters 'EU Summary || I | Distribution & Income || Modular Budget | Budget Actions |
k]
Budget Overview Y
Project Start Date: 06/01/2021 Modular Budget? | [ ]
Project End Date: 05/31/2024 Residual Funds:
Total DifchCostiimit, 4.0, Total Cost Limit: 0.00
Budget Status: | Incomplete - Unrecovered F & A Rate Type: [ MTDC
Finalz [] F&A Rate Type: | MTDC
on/off Campus: | Default |~ | Submit Cost Sharing?
Comments:
6
Budget Periods & Totals L

N
Budget Peri wds B

Period Start Date Period End Date ':':"“ fs Total Sponsor Cost] Direct Cost F&A Cost Linrecovered F&A Cost Sharing Cost Limit Direct Cost Limit Actions

Add: | i} [ Jucz} 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00

1 [os/01/2021 Jci] [o5/31/2022 M 120 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00

2 [os/01/2022 i) [05/31/2023 & 20 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00

3 josroranzs | [os/31/2024 | |1200 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00 [ 0.00
06/01/2021 05/31/2024 36.0 0.00 0.00 0.00 0.00 0.00

J
| generate all periods || calculate all periods || default periods || save || relcad || close |

STEP 9: The Proposal Actions Tab and Submission

The final step is to validate the data and correct any errors before submission into routing. Navigate to the Proposal Actions tab and
expand the data validation subpanel. Click Turn on Validation. Errors will be listed, and a fix button will allow quick movement to the
area where the error exists. Once fixed, you will be returned to the Proposal Actions tab where you may submit the document into
routing for approvals by the Investigator, Dept Chairs, Deans, and ORA.

— | p—
| Approver View | Proposal | S25 || Key Personnel || Special Review | Custom Data | Abstracts and Attachments | Questions || Budget Versions || Permissions |Proposa| Actions IMedusa L

| ] o=
Data n I N\

Data Validation

You can activate a Validation check to determine any errors or incomplete information. The following Validations types will be determined:

= &rrors that prevent submission into routing
= warnings that serve as alerts to possible data issues but will not prevent submission into routing
= errors that prevent submission to grants.gov

turn on validation

[~ iide | Proposal Questions (1) | p—
| You must complete the questionnaire *Proposal Questions" |
|
| submit || save || reload || close || cancel |
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