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Activity 1 – Logging In 

Step No. Instructions 

1 
Navigate to: https://bowiestate-sbx.kuali.co/ (This link is for training and practice purposes only) 

2 

Log in via SSO 

Note:  If you cannot access the Kuali system, please contact kualiadmin@bowiestate.edu 
with your issue. 

https://bowiestate-sbx.kuali.co/
Denis Aime Ngatcha Yokam
Highlight
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Activity 2 – Adding a User to a Proposal (This is also covered in the Proposal 
Development (PD) Guide) 
 
 
Step No. Instructions 

1 

 
From the Home Screen: 

• Click Research Home 
 

 

 
 
 

 
• Click the Common Tasks page  
• Click on Create Proposal in the Proposal Development card 
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2 

 
Complete the fields that display 

− Proposal Type: New 
− Lead Unit: Select your Unit 
− Activity Type: Research - Basic 
− Project Dates: 08/01/2026 (start date) and 07/31/2028 (end date) 
− Project Title: My Important Project 
− Sponsor: NIH  

(Quick Tip: you can start typing the sponsor name in the sponsor field and the available 
options for selection will display) 

− Notice of Opportunity: Federal Solicitation 
− Opportunity ID: OPP-1234567 
− Opportunity/Opportunity Link: https://exampleopportunity.gov 
− Principal Investigator: Click on the Hourglass Icon and search for yourself 
− Sponsor Deadline: 07/15/2026 
− Sponsor Deadline Type: Receipt 
− Anticipated Award Type: Grant 
− Click the Save and Continue button 

 
Press Save and Continue 
 

3 

 
− Press Key Personnel in the left hand navigation 
− Press Personnel in the submenu that displays 
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- Review the grey text that appears beneath your name. 
 
All researchers listed on a proposal will receive an automated notification prompting them to 
complete their Conflict of Interest (COI) disclosure.  

 
 
 
 
 

Activity 3 – Creating a New Disclosure 
 
 
Step No. Instructions 

1 

 
From the Home Screen: 

• Click Conflict of Interest  
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From the Disclosures screen: 

 
− Click the Create Disclosure or Update Disclosure button  

 

 
 
 

 

2 

 
Review the Introduction page and make sure you understand all the instructions. 
 

− Click the Next button in the upper right hand corner of the screen 
 

3 

 
The Research Form will open. For training purposes, answer the initial screening questions by 
selecting "Yes" for at least one of the questions. (In the production environment, these questions 
should always be answered accurately based on the specifics of your research project): 
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− Click the Next button in the upper right hand corner of the screen 
 

4 

 
The Financial Entities will display.  
 
 

 
 
 

− Click the Add Line button for Financial Entity Information and answer the questions 
that display 
 
 

− From the “Add” Window (see below), enter the required information and click the Add 
Line button for the Relationships and answer the relationship questions 
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− Review your Financial Entity and press Done when you’re ready. 
− Click the Next button in the upper right hand corner of the screen 
 

 

5 

 
Review your projects and make sure they are all displayed. Enter the following information for each 
project. Enter a Declaration and Reporter Comments for each project/entity relationship. 

− Click the Next button in the upper right hand corner of the screen 
 
Note: This only applies to researchers with existing projects.  
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6 

 
 
 

 
 
 
Review the Certification text and make sure it all makes sense. 
 
Press the Submit button and confirm that your disclosure displays in a read-only form. 
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Activity 4 – Completing Requested Changes as a Researcher 
 
 
Step No. Instructions 

1 

 
From the COI Portal click on Update Disclosure or View to open the disclosure 
 
 

2 

 
− Review the comments listed in the yellow box below the Resubmit button and confirm that 

Resubmit is greyed out. 
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3 

 
Click on the first comment in the yellow box and complete the following steps. 

− Review the comment 
− Add a response comment and press the Save comment button. 
 

 
 

− Press the X in the upper right corner of the comment box and confirm that the Aggregated 
Compensation field is no longer listed in the yellow box beneath the Resubmit button. 

 

4 

 
Scroll down to the Financial Entities list and click on the comment button that appears. 
 
Review the comment and then press the X in the upper right corner of the comment box. 
 

Press the  button that appears in the list item with the comment and update your Description of 
work. Scroll to the bottom of the Entity and press the Done button when you’re ready. 
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5 

 
Scroll to the top of the screen and confirm that the Resubmit button is no longer greyed out. 
 
Press the Resubmit button. 
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