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 Activity 1 –  Logging In 

Step No. Ins tructions  

1 
Navigate to: https :/ / bowies tate-s bx.kuali.co/ (This link is for training and practice purposes only) 

2 

Log in us ing Single Sign On (SSO) 

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

https://bowiestate-sbx.kuali.co/
mailto:kualiadmin@bowiestate.edu
Denis Aime Ngatcha Yokam
Highlight
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 Activity 2 –  Searching for Proposals  (to be completed after creating at leas t 
one record in Kuali) 
 
 
Step No. Ins tructions  

1 

 
From the Home s creen: 

 
− Click the Common Tas ks  page and s elect Search Propos als   

 
 

 
 
 

 

2 

 
In the Development Propos al Lookup window s elect/ enter: 
 

− Propos al Type: New 
− Propos al State: In Progres s  
− Click the s earch button 
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3 

 
In the dis played s earch res ults : 
 

− Click the view link to open one of the propos als   
 

 
 

 
 
 
Note: If you know the propos al number, you can look it up by entering that number in the Propos al Number field 
and clicking on the s earch button. 
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A propos a l can als o be acces s ed from the Search Records  tab by entering the PD number, the title , the PI name, 
or any other relevant keyword to the propos al.  
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Activity 3 - Initiating & Submitting  
a  Proposal 
 
 
Step No. Ins tructions  

1 

 
From the Home s creen: 

 
− Click Research Home 

 
 

 
 
 
 
 

− Click the Common Tas ks  tab and click Create  Propos al 
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2 

 
In the Create  Propos al window (s ee on page 8), s elect/ enter: 
 

− Propos al Type: New 
− Lead Unit: Select your Lead Unit (i.e . CC230007 - Department of Computer Science) 
− Activity Type: Res earch - Bas ic 
− Project Dates : 08/01/2026 (s tart date) and 07/31/2028 (end date) 
− Project Title : My Res earch Project  
− Spons or: NIH (If new s ponsor, s elect the s pons or “TBD”) 

(Quick Tip: you can s tart typing the s ponsor 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 Inves tigator: Click on the Magnifying Glas s  Icon and s earch for Your Name 
− Spons or Deadline: 07/25/2026 (date) and 17:00 (time) 
− Spons or Deadline Type: Receipt (s ee glos s ary for more details  on deadline types ) 
− Anticipated Award Type: Grant 
− Click the Save and Continue button 
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3 

 
The Propos al will open with the dis play defaulted to the Propos al Details  s creen.  
 

 
 
 
 Conflict of Interes t (COI) Disclosure Requirement 

 
After s aving the propos a l, the Principal Inves tigator (PI) will automatically receive an email notification prompting 
them to complete a  Conflict of Interes t (COI) dis clos ure  in Kuali. 

• Email Subject Line: “Action Required: Create COI disclosure due to a new project” 
• The PI mus t follow the ins tructions  in the email to acces s  and complete the required dis clos ure in Kuali. 
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Note: A s eparate training s es s ion will be provided at a  la ter da te with s tep-by-s tep ins tructions  on how to 
complete a  COI dis clos ure in Kuali. 
 
 
 
 
 
 

3.1 –  Ass igning Proposal Roles  
 
 
Step No. Ins tructions  

1 

 
While in the Propos a l, click the Acces s  panel 
 

 
 
 
 
 
 

2 

 
In the Permis s ion s creen: 
 

− Click the Add Us er button 
− In the Add Permis s ion window, s earch for and return Shalini S Singh 
− As s ign a role: Narrative Writer Document Level 
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− Click the Add Permis s ion button 
 

 
 

3 
 
Click the Save button at the bottom of the Permis s ions  s creen. 
  

 
 
 
 
 
 
 

 3.2 –  Completing Delivery/Proposal Submis s ion Info 
 
 
Step No. Ins tructions  

1 

 
In the Delivery Info s creen (under Bas ics ): 
 
 
 

− Submis s ion By: ORSP 
− Submis s ion Type: Electronic 
− Submis s ion des cription: Enter Pleas e s ubmit through ASSIST 
− Click the Save and Continue button 
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3.3 –  Completing Sponsor & Program Information  
 
 
Step No. Ins tructions  

1 

 
In the Spons or & Program Information s creen s elect/ enter: 
 

− NSF Science Code: Computer and Information Sciences : A.01 
− Click the Save and Continue button 
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3.4 –  Adding Key Personnel, Updating Details  & Certifying 
 
Step No. Ins tructions  

1 
 
While in the Propos a l, s elect Key Pers onnel  Pers onnel s ubpanel  
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2 

 
 

− Click the Add Pers onnel button 
o In the Add Pers onnel window: 

▪ Select Employee radio button 
▪ Firs t Name: J hovita  
▪ Click the Continue button 

 
 
 
 

 



 

Pre-award Training 
Bowie State University 

 

 

14 

o In the Search Res ults  window: 
▪ Select the radio button for J hovita Williams  
▪ Click the Continue button 

 

 
 

o In the As s ign a role  window: 
▪ Select the radio button for Key Pers on 
▪ In the Key Pers on’s  role  field, enter Subaward PI 
▪ Click the Add Pers on button 

 

 
 

− Click the Save button 
 

3  On Key Pers onnel  Pers onnel s ubpanel  
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− Click Notify All to notify all key pers onnel to ans wer certification ques tions . Certification 
ques tions  mus t be ans wered before a  propos al can be s ubmitted into workflow 

 

 
 

4 
Click the Save and Continue button 
 

 
 
 

3.5 –  Certifying Key Personnel 
 
Once you have been added to a  propos al as  an Inves tigator or Key Pers on, propos al Aggregators  can s end you 
email notifications  and reminders  reques ting that you complete your certification. (You will a ls o be required to 
complete a  COI dis clos ure). 

There are three methods  available to certify: 

• Email 

• Das hboard Card 

• Action Lis t 

Note: At this  time, we will us e Email and Das hboard Card methods  only. 

1. Email Certification Method 

Receiving the Certification Reques t 

• Propos al Aggrega tors  add you as  an Inves tigator or Key Pers on and s elect Notify. 
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• You will receive an email with the s ubject line: 
“Regarding your involvement in Development Propos al: [Propos al Title]” 

See s ample email below: 

 

• When you are ready to certify, click the propos al number link in the email. 

Important: You mus t be logged into Kuali Res earch to acces s  the certifica tion page. 

Completing the Certification 

• You may proceed directly to ans wering the certification ques tions ; however, it is  bes t practice to review 
the propos a l firs t. 

• If you navigate away or get los t, s imply return to the email and click the propos al link again to return to 
the certification page. 

• Ans wer all certification ques tions , then click Certify Ans wers . 

After Clicking “Certify Ans wers ”, if all ques tions  are  ans wered: 

You will s ee the mes s age “All ques tions  ans wered” and be given three options : 

• Save and Exit –  Saves  your res pons es  and exits  the ques tionnaire. 

• Exit without Save –  Exits  without s aving any res pons es . 

• Return to Ques tions  –  Returns  you to the ques tionnaire to review ans wers . 
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If not all ques tions  are  ans wered: 

You will s ee the mes s age “Pleas e ans wer all ques tions  in order to certify propos al.” 

 
 

You mus t return to the ques tionnaire and complete all required ques tions  before certification can be finalized. 

Printing Certification Res pons es  

• You may print the certification ques tions  and your res pons es  for your records , if des ired. 

Reviewing or Updating Your Certification Ans wers  

• Click the propos al link in the origina l email to view your previous ly s ubmitted ans wers . 

• If you update any res pons es , you mus t click “Certify Ans wers ” again, then s elect Save and Exit to ens ure 
your changes  are recorded. 

2. Das hboard Card Certification Method 
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• When you are included in a  propos a l that requires  certification, it will appear on your Das hboard under 
Propos als  Not Routing. 

• Click the propos al link from your das hboard to acces s  the certification page. 

• While in the Propos a l, s elect Key Pers onnel → Pers onnel s ubpanel 
 
In the Key Pers onnel s creen: 
 

− Click the ► next to the name of the pers onnel (your name) 
 

− Click the Certification tab 
o Ans wer the Certification ques tions  

− Click the Save button 
 
 
 

3.6 –  Credit split 
 
 
Step No. Ins tructions  

1 

 
Under the Key Pers onnel panel, click on Credit Allocation. 
 

 
 
Here, you want to provide credit to inves tigators  for their contributions  towards  propos ed res earch 
and/ or projects .  Credit s plits  are determined by the lead PI and s hould be dis cus s ed by all 
inves tigators  at the propos al s tage and agreed upon jointly.  Credit a llocation indicates  work done 
by the inves tiga tors  and their res pective units , s plit by percentage to each.  Thes e amounts  are 
us ed to dis tribute indirect cos t funds . 
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The current IDC recovery is  as  follows :  
 
65% - Univers ity 
12% - Res earch Fund 
  6% - Dean 
  6% - Chair 
11% - PI 
 
As s igning Credit Allocation  
 
The Propos al Aggregator needs  to as s ign credit to one or more pers ons  and units  for a  project. 
As s igning Credit Allocation is  required in Kuali before s ubmitting a  propos al.  
 
Alloca tion is  des ignated to one or multiple pers ons  and within one unit or acros s  multiple units . 
The pers onnel and unit tota l credits  mus t both equal 100% in all categories .  
 
By default, a ll named persons  on a  project will be lis ted on the Credit Allocation Screen. You may 
remove s ome names  from the lis t as  needed.  
 
To as s ign a  Credit Allocation, do the following:   
 
 
EXAMPLE 1 –  Only 1 PI on the project 
 
1. As s ign Pers onnel to your propos al:  
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2. Navigate to the Propos al Key Pers onnel and open the 
Panel to s how Pers onnel and Credit Allocation s ub-
panels . Click on Credit Allocation.  

 
 
 
 
Here is  what the Credit Allocation panel looks  like before entering credit: 
 

 
 
 
3. In the Credit Allocation Screen, ins ert the percent credit for each person and unit.  The total 

credit for the project mus t be 100% in all columns . In the example below, the PI is  the only 
pers on working on this  propos al. He and his  unit will receive 100% credit for this  propos a l. 

 

 
 
4. At the bottom of the s creen, click Save Button  
 
 
 
 
The Unit and Inves tigator totals  equa l 100% 
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In this  s cenario, the total indirect cos t reques t is  $100,000 and if the project is  awarded, the 
indirect cos ts  recovery will be dis tributed as  follows :  
 
PI: $100,000 * 11% = $11,000 
Chair/ Supervis or: $100,000 * 6% = $6,000 
Dean/ VP: $100,000 * 6% = $6,000 
 
Example 2 –  Multiple  PIs  on the project 
 
1. As s ign Pers onnel to your propos al:  
 

 
 
 
2. Navigate to the Propos al Key Pers onnel and open the 

Panel to s how Pers onnel and Credit Allocation s ub-
panels . Click on Credit Allocation.  
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Here is  what the Credit Allocation panel looks  like before entering credit: 
 

 
 
 
3. In the Credit Allocation Screen, ins ert the percent credit for each person and unit.  The total 

credit for the project mus t be 100% in all columns . The lead PI has  dis cus s ed with the Co-PI 
and agreed to a  75/ 25 credit s plit. 

 

 
 
4. Since each pers on is  as s igned to a  s ingle unit, the unit total for each pers on s hould be 100%.  

This  is  s tating that 100% of the as s igned credit a llocation goes  to the unit lis ted. 
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5. At the bottom of the s creen, click Save Button  
 
 
 
 
 
 
The Unit and Inves tigator totals  equa l 100% 
 

 
 
 
In this  s cenario, the total indirect cos t reques t is  $100,000 and if the project is  awarded, the 
indirect cos ts  recovery will be dis tributed as  follows :  
 
Lead PI: $100,000 * 11% * 75% = $8,2500 
Co-PI: $100,000 * 11% * 25% = $2,750 
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Lead PI’s  Chair/ Supervis or: $100,000 * 6% * 75% = $4,500 
Co-PI’s  Chair/ Supervis or: $100,000 * 6% * 25% = $1,500 
 
Lead PI’s  Dean/ VP: $100,000 * 6% * 75% = $4,500 
Co-PI’s  Dean/ VP: $100,000 * 6% * 25% = $1,500 
 
 
 

 

3.7 –  Adding Special Review /  Compliance Information 
 
Step No. Ins tructions  

1 

 
In the Compliance s creen: 
 

 
 

− Click the + Add compliance  entry button 
o In the Add Compliance Entry window: 

▪ Type: Human Subjects   
▪ Approval Status : Pending  
▪ Click the Add Entry button 

 
− Click the Save button 

 
 
 
 

3.8 –  Adding Attachments  
 
Step No. Ins tructions  

1  
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While in the Propos a l, click the Attachments  panel 
 

 

2 

 
In the Attachments  s c r een - >Attachments  tab: 
 

− Click the + Add button 
o In the Details  window: 

 
 

▪ Type: Propos al Narrative  
▪ Status : Comple te   
▪ Des cription: Enter Project Narrative  
▪ Click the Choos e File  button and upload a  file from your computer.  
▪ Click the Save button 
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− Click the + Add button 
o In the Details  window: 

▪ Type: Budget J us tification 
▪ Status : Comple te   
▪ Des cription: Enter Budget J us tification 
▪ Click the Choos e File  button and upload a  file from your computer.  
▪ Click the Save button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.9 –  Completing Supplemental Information  
 
Step No. Ins tructions  

1 

 
Click the Supplemental Information panel 

− In the Supplemental Info s creen then s elect/ enter: 
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o Propos al Data Tab 
▪ Adminis trative Support cos ts ?: No 
▪ IDC Rate: Enter 56% 
▪ IDC Rate Type: MTDC 
▪ On/Off Campus  Activities : On-Campus  
▪ NIH/AHRQ Activity Code (e .g. R01, R03, R21): Enter R03 

o Workday Integration Fields  
▪ Workday Nacubo Function Code: NF0101 General Ins truction 

 
− Click the Save button 
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3.10 –  Completing a Summary Budget 
 
Step No. Ins tructions  

1 

 
While in the Proposal → Budget panel:  

 
− Click the + Add Budget button 

 

 
 

o In the Create  a Budget Vers ion window s elect/ enter: 
 

 



 

Pre-award Training 
Bowie State University 

 

 

29 

▪ Budget Name: Enter Other Budget Features  
▪ Check Start a s ummary budget  
▪ Click the Create  Budget button 

 

2 

 
− Navigate to the Periods  & Totals  s creen and enter values  for the Direct Cos t, Indirect 

Cos t, and Cos t Share in each period. 
 

 
 
Click the Save button and confirm that the Tota l Spons or Cos t column ca lculates  correctly 

 
 
 
 

3.11 –  Dis tributing Cos t Sharing 
 
Step No. Ins tructions  

1 

 
While in the Budget, click the Ins titutional Commitments  panel - > Cos t Sharing s ubpanel 
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2 

 
In the Cos t Sharing s creen: 
 

− In all lines  enter: 
o Source Account: BSU 
o Unit Details : Select the Unit providing cos t s haring  

 
 
 
 

3 
 
Click the Save button. 
 

 
 
 
 

3.12 –  Marking Budget Vers ion as  ‘Complete’ and ‘Final’ 
 
Step No. Ins tructions  

1 
 
While in the Budget, click the Return to propos al button 
 

2 

 
In the Budgets  s ection for budget vers ion 1: 

− Click the Action button and s elect Complete  Budget 
− Click Ok to confirm  
− Click the Action button aga in and s elect Include for Submis s ion  

 
     3        Click the Save button. 
 

 
 

 

3.13 –  Answer the Ques tionnaires  
 
Step No. Ins tructions  
 

1  
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Click the Ques tionnaire  panel -> Bowie State Propos al Ques tions  
 

 
 

o Complete the ques tionnaire  pres ented 

2 
 
Do the s ame for the Funded Propos al Ques tions  

 
 
 
    3           Click the Save button. 
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3.14 –  Validating Proposal 
 
Step No. Ins tructions  

1 
 
Back in the Propos al s creen, click the Data Validation link 
 

2 

 
In the Data Validation window: 
 

− Click the Turn On button  
 

 
 

3 
 

Review the dis played errors / warnings  
 

4 
 
Click the Fix It link to correct the error(s )/ warning(s ) 
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3.15 –  Submit Proposal For Review 
 
Step No. Ins tructions  

1 

 
Back in the Propos al s creen, navigate to Summary/Submit 
 

 
 

2 
 

− Click the Submit for Review button 
 

3 

 
Click the View Route Log link to review and confirm the approval s teps  that will be required to 
complete approval of the propos al. 
 

** See Proposal Coversheet - Proces s  Flow.pdf ** 
 

 
  

https://bowiestate-my.sharepoint.com/:b:/g/personal/dngatchayokam_bowiestate_edu/IQBaUWZDikgjToKcmOsDXjXwAW4OwriBywu0Rf_S0r_ALTw?e=ecEobN
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Activity 4 –  Approve or Return a Proposal 
 
Step No. Ins tructions  

1 

 
When a propos al is  routed for you to approve, a  notification is  s ent to you by email with the s ubject 
line “Kuali Res earch Action - Propos al - APPROVE - PI: [PI Name] - Due Date: … “ 
 

2 

 
Navigate to The Kuali das hboard to find the propos a l in the Propos als  routing to me das hboard 
card, or click on the Document #  link in the email received to review the reques ted action. 
 

 
 
 

 

3 
 

Review the propos als  details  on the Summary/Submit page 
 



 

Pre-award Training 
Bowie State University 

 

 

35 

 
4 
 

 
If the propos al is  acceptable pres s  the Approve button and add an approval comment and an 
approval attachment if neces s ary. 
 
If the propos al requires  changes  from the Res earcher, pres s  the Return button and enter the 
reas on you are returning the propos al. 
  

 
5 
 

 
Click the View Route Log link and confirm that the action you’ve taken is  properly recorded and the 
propos a l is  now waiting on the next appropriate approver, or has  been returned to the Aggregator. 
 

 
 
 
 

Activity 5 –  Acces s ing Proposal Returned for Corrections   
 
Step No. Ins tructions  

1 

 
From the Kuali Home s creen: 

 
− Click the Common Tas ks  tab and s elected Search Propos als  

 
(Quick Tip: you can also search for proposals  from the Search Records  tab) 

 

2 

 
In the Development Propos al Lookup window s elect/ enter: 
 

− Propos al Type: New 
− Project Title : *My Important Project* 
− Propos al State: Revis ions  Reques ted 
− Click the s earch button 
 

3 

 
In the dis played s earch res ults : 
 

− Click the view link to open the propos al in ques tion 
 

4 
 
Navigate to the Summary/Submit s creen and click the View Route Log link 
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Find the revis ion comments  included in the Annotation field next to the Approver that returned the 
propos a l for correction 
Make the reques ted changes  and re-s ubmit the propos al to the workflow.  
 
Note: The above action can be completed by clicking the access  link in the email sent to you, 
following the return of the proposal.  

 
 
 
 

Activity 6 –  Copying Proposal 
 
Step No. Ins tructions  

1 

 
Copying is  ideal when you need to s ubmit: The s ame project to multiple s pons ors ; The s ame 
propos a l with different budgets  or periods ; Slightly modified s copes  or pers onnel, or when you 
need to correct a  mis take made on the Lead Unit for ins tance. 
Each copied propos al becomes  a  new, independent record with its  own routing and approvals . 
 
While in the Propos al, click the Copy link loca ted in the Propos al Toolbar 
 

2 

 
In the Copying this  s ingle propos al window: 
 

− Lead Unit: Select any Lead Unit you want to copy the propos a l to 
− Budget?: Check the checkbox if you want to copy the budget 
− Budget Vers ion: Select whether you want to copy All Vers ions  or For Submis s ion Vers ion 
− Attachments?: Check the checkbox if you want to copy the attachments 
- Questionnaires?: Check the checkbox if you want to copy the 

questionnaire(s) answers 
- Click the Copy button 

 
 

 

 
 


	 Activity 1 – Logging In
	 Activity 2 – Searching for Proposals (to be completed after creating at least one record in Kuali)
	Activity 3 - Initiating & Submitting 
	a Proposal
	3.1 – Assigning Proposal Roles
	 3.2 – Completing Delivery/Proposal Submission Info
	3.3 – Completing Sponsor & Program Information 
	3.4 – Adding Key Personnel, Updating Details & Certifying
	3.5 – Certifying Key Personnel
	3.6 – Credit split
	3.7 – Adding Special Review / Compliance Information
	3.8 – Adding Attachments
	3.9 – Completing Supplemental Information 
	3.10 – Completing a Summary Budget
	3.11 – Distributing Cost Sharing
	3.12 – Marking Budget Version as ‘Complete’ and ‘Final’
	3.13 – Answer the Questionnaires
	3.14 – Validating Proposal
	3.15 – Submit Proposal For Review
	Activity 4 – Approve or Return a Proposal
	Activity 5 – Accessing Proposal Returned for Corrections 
	Activity 6 – Copying Proposal



