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General Instructions

Creating a proposal in Kuali is the electronic equivalent of preparing a
routing package.

This document provides instructions for preparing and submitting the
first routing packet in Kuali for a new project or a legacy project
(those for which one or more routing packets have been submitted
using the previous system (yellow routing sheet)). A separate
document provides instructions for submitting follow-up routing
packets (i.e., all routing packets for a given project after the initial
submission in Kuali).

The overall Proposal form has multiple sections or panels that are
listed as a menu on the left-hand side of the page. You may navigate
to different panels of the form by clicking on individual menu items.

This instructional document is similarly organized by individual
sections/panels identified at the top of each page. On any given page,
each illustration references the steps immediately above it.

It is not possible to incorporate all relevant information into this one
instructional document. All pages of the Proposal form have a Help
tab at the top-right corner of the page which contains individual links
to more detailed instructions for completing each panel or sub-panel
of the form. Please use this resource until you are fully familiar with
the module.

The system saves your work automatically but almost all pages have a
Save button for saving entries manually.

Entries into certain fields are made by searching various Kuali
databases (people, institutions, sponsors, keywords, etc.) and
selecting among the retrieved items. For optimal results, when
searching, always bracket your search term by asterisks. For example,
if one of the Ochsner campuses is a performance site for a clinical
trial, search for *Ochsner* or *ochs* instead of Ochsner or ochs.

Please disregard some discrepancies between figures (e.qg., different
proposal numbers. This document was developed over the course of
creating multiple proposals across multiple form versions.

If you encounter any problems in creating a proposal, please contact
the Office of Grants & Contracts (OGC) at grants-NO@Isuhsc.edu.

Return
to TOC
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Preliminary Steps

1. Loginto Kuali:

* LSUHSC Personnel (individuals with an active @Isuhsc.edu email address):

https://Isuhsc.kuali.co/cor/main/#/apps.

* Non-LSUHSC Personnel (individuals without an active @Isuhsc.edu email

address): https://Isuhsc.kuali.co/auth/kuali.
2. Click Research Home.

X
N =/
Conflict of Interest Protocols
2= o,
O Alam, Jawed
# Switch Apps Users Groups
() SignOut
KUALI RESEARCH Dashboard =
Dashboard
Foih Raroids Proposals routing to me T Filter Sortby v Proposals not routing Y Fliter | Sortby v
Common Tasks Proposal #31 — PI: Foster, Timothy — Sponsor: AIDS Malignancy Cons. Proposal #1 - PI: admin, admin - Sponsor: NIH - Title: Demo — Lead
8stepsaway Due date: Last action: 3/09/2021 11:24 —— 9083l b date: 12/20/2019  Last action: 11/25/2019 10:11 AM
Al Links 3/10/2021 P

fpors Proposal

£ Configuration

Proposal  Due date:

12/20/2019

Proposal #3  Pi: admin, admin - Sponsor: National Institutes of Heal
Due date: 11/30/2019  Last action: 11/25/2019 10:29 AM

Proposal #4 - Pi: admin, admin - Sponsor: NIH ~ Title: Proposal Test.

Last action: 12/09/2019 10:07
AM

Compliance

KUALI RESEARCH Common Tasks

§ Dashboard

uick Links col
Search Records o
Common Tasks 4  Action List My Disclosures
All Links 5 Doc Search
R s
e & Current & Pending Support
Configuration §
& Person Training

n

View 525 Submissions

8 Locks

Help Negotiation Proposal Development

About All My Negotiations All My Proposals

e Create Negotiation

Alam, Jawed .
Search Negotiation Search Proposals

i Switch Apps

Institutional Proposal

Create Institutional Pr

Create Proposal Log
Search Institutional Proposals

Search Proposal Logs

Protocols

Manage Protocols
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Create Proposal

5. On the Create Proposal page, select from the drop down menus for:
*  Proposal Type
o Select Initial Submission — New Project or Initial Submission — Legacy
Project.

* Lead Unit (i.e., Department or Center). The only units you will see in the
drop-down list are those depts for which you have been authorized to
create proposals. If you need authorization for other departments, please
contact the Office of Grants & Contracts (OGC) at grants-NO@Isuhsc.edu.

*  Activity Type (select from options)

* Expected Project start and completion Dates. Please confirm accuracy as
these dates will determine budget periods.

6. Type the Project Title
7. Inthe Sponsor field, click the magnifying glass icon

Create Proposal

Proposal Type: * | select
LeadUnit:*  select
@ AlLin
@ Repo Activity Type: *
£ Configuration Project Dates: * . ©
Project Title: *

8. On the Sponsor Lookup form, enter the *Sponsor Name* or *Acronym*
surrounded by asterisks and then click

Lookup

Sponsor Lookup

Sponsor Code:

Sponsor Name

Acronym:

Sponsor Type Code:

DUN And Bradstreet Number:

@ Heip DUNS Plus Four Number:
@ About DODAC Number:

() Logout CAGE Number:

© Alam, Jawed Close | Clear Values

& Dashboard

Lookup

Sponsor Lookup

> All Links

o R Show [ 10 | entrias sy amil | s
DUN And
Sponsor ¢ Bradstrest ¢ DODAC ¢ CAGE ¢ ¢ Country?

8 configuration N .
Code SponsorName  Acronym Sponsor Typs  Number Number  Number  State Code

Government

100581 NIH - NCI (National ~ NCI ] US Federal

Cancer Institute)

100552 National Cancer NCIC Foreign Federal
Institute of Canada Gavernment

Showing 1 to 2 of 2 entries

@ Help
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Create Proposal

10. If no Sponsor is retrieved, press Clear Values, enter *New* for the Sponsor Name
and click Search.

11. Select “New Sponsor”. Enter details about the New Sponsor In the Supplemental
Information panel (page 36). OR EMAIL grants-NO®@Isuhsc.edu WITH ALL
AVAILABLE SPONSOR INFORMATION FOR OGC TO ENTER THE SPONSOR IN KUALI.

12. In the Principal Investigator field, click the magnifying glass icon.

13. On the Person Lookup form, enter Last Name, First Name or Email Address of
the Pl and then click

14. mthe correct Pl from the retrieved list.

15. If the Pl is not retrieved contact the Office of Grants & Contracts (OGC) at grants-
NO@Isuhsc.edu.

KcPerson Lookup

KcPerson Id: s q

[ LastName: | goiod |

[ Firat Name: ]

User Name:

[ Email Address: ]

Office Phone:
Active: ® Yes No Both

Home Unit: m Q

Closs | Clear Values

Common Tasks KcPerson Lookup

G All Links

[ Reports * One item retrieved

£ Configuration
Show 10 ~ | entres csv | xmi | s

KePerson . User . Directory  _ Directory, Office _ Office _ X
Actions Id " FullName Name = Email Address ~ Department ~ Titte  ~ Location = Phone = School Active
37203 Augusto aochoa | aochoa@isunsc edu true
Ochoa
Showing 110 1 of 1 entries o

16. The Sponsor & Principal Investigator fields will be populated with the
appropriate codes and names.

Create Proposal

Proposal Type: ©  Pre-Awarc .
Lead Unit: NO1487400 - Center of excellence-Cancer
Activity Type: Researct .
Project Dates: = | 0230/2021 o
Project Titte: = | Inhibition of breast cancer metastasi

Sponsor: © 10056 NIH - NCI (National Cancer Instinte Q

Principal Investigator: 37203 Q,

Augusto Ochoa
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Proposal Details

18. You will be directed to the Proposal Details page which will contain the proposal
information entered on the previous page.

19. You can use the left-hand menu to navigate to different panels of the overall
form. Use the Help tab for additional information and instructions for each panel
of the form.

20. The Proposal will be assigned a number and new fields will appear.

21. Select the Prime Sponsor Code, if applicable (e.g., when LSUHSC is a sub-
awardee on an application). Use the same procedure as above for selecting the
Sponsor.

22. If the Proposal Type is Initial Submission — Legacy Project, two additional fields
will appear: Award ID and Original Institutional Proposal ID. No entries are
needed in these fields.

23. Do not enter any information in the Keywords field. Enter the required keywords
in the Supplemental Information panel (described below).

24. Click FEVEELL KTl I

Propbsal: #54 E:si;“:
Pl: Augusto Ochoa I:‘\:\(mr

/~ ______\ Proposal Details

T) Document was successfully saved

Proposal Type
Lead Unit:  NO14074
Activity Type

Project Dates

Project Title.

Sponsor: * 1 Q

B Basics

: §

v

@

(& Budge

8 Acc
A )

Nothing selected -

Keywards:
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Delivery Info

25. In the Delivery Info panel:

Select if the Proposal will be Submitted By the Department or ORS; leave
blank if not applicable.

Select the Submission Type from the drop down menu; leave blank if not
applicable.

Submission Account ID (i.e., Shipping Account #) & Number of Copies:
Complete these fields only if paper copies of the application is required by
the sponsor AND OGC is responsible for mailing the document.

Submission Description: Optional.

26. Click FEVEE L Keb i1l U]

¥ Data Validation (off) & Print @ Copy = Medusa = Hierarchy (2 Budget Versions & Link @ Help ~

Delivery Info

@ Document was successfully saved.

Proposal Details

Delivery Info Submission By: ORSs ~
Sponsor & Program Information Submission Type: ASSIST -
Organization and Location
Submission Account ID: 12345
2 Key Personnel 5
Submission Name & Address: ©Nange Clear

V' Compliance
R Attachments
® Questionnaire
m Budget

E Access

Number of copies:

Submission description: RO1 grant proposal

é Supplemental Information

Back Save Save and Continue Close

OGC-071_Creating & Submitting Initial Proposals




Sponsor & Program Information

27. In the Sponsor & Program Information panel:

* Select the Sponsor Deadline Type from the drop down menu; leave blank if

not applicable;
* Enter the Sponsor Deadline date if applicable;

* Select the Notice of Opportunity type; leave blank if not applicable;

* Enter the Opportunity ID & Title if applicable;
*  Check Subawards if applicable;

* Sponsor Proposal ID: Use this field to enter the grant, contract or protocol #.

* NSF Science Code: enter if this is an NSF grant proposal.

* Anticipated Award Type: select the most appropriate item from the drop-

down. This is a required field.

* Enter or select information in the remaining fields if applicable.

* Do not complete the CFDA section.
28. Use the Help tab for a more detailed description of each field.
29. When finished, click SENEE L Kol [ V1=,

Data Validation (off) Print Copy Medusa Hierarchy Budget Versions

Sponsor & Program Information

@ Document was successfully saved

Sponsor Deadline Type: Receipt
Sponsor deadline: 03/19/2021
Notice of Opportunity: Federal Solicitation

Opportunity ID: 12345

Opportunity Title: Targeted therapy for breast cancer metastasis

Subawards: Yes, this proposal includes subaward(s)

Sponsor Proposal ID: 6789
NSF Science Code: Biological and Biomedical Sciences - Life Sciences: D.02
Anticipated Award Type: Grant Award Agreement

Agency Routing Identifier: 2468

Prev Grants.Gov Tracking ID: 13579
¥ CFDA
CFDA Number * CFDA Program Title Name
] Q

Back Save Save and Continue Close

Link w

Actions

Add




Organization & Location

30. In the Organization & Location panel, the Applicant and Performing
Organization tabs will default to LSUHSC; DO NOT CHANGE.

<

Proposal Deails Organizations & Locations

@ Document was successfully saved

Delivery Info | I Applicant Organization Performing Organization Performance Site Locations Other Organizations

Sponsor & Program Information N . .
Applicant Organization

Organization and Location

B Details

2 Key Personnel >

Organization Name Louisiana State University Health Sciences Center
+ Compliance

Address Line 1 /o Office of Research Services
Q Attachments Address Line 2 433 Bolivar Street, 2nd Floor
@ Questionnaire Address Line 3

City New Orleans
Budget

State LA
8 Access Postal Code 70112

31. If there are collaborating institutions or subcontract locations, click the Other
Organizations tab to identify these institutions. Do not use the Performance Site
Locations tab.

32. Click BCLRoIF:-ZRIFENTT.

(© Document was successfully saved

Organizations & Locations

Apphcant Organization

Other Organizations

Q Add Organizason

33. In the Organization Lookup window, enter a name of the Organization with
asterisks (e.g., *ochsner*).

34. Click ZZIE

Lookup

Organization Lookup

Organization \d:
Address:
Federal Employer id:
Congressional District:
DUNS Number:
DUNS Plus Four Number:
UEE
Human Sub Assurance:
CAGE Number:

DODAC Number:

Number Of Employees:

10




Organizations & Locations

35. Check the appropriate institution from the retrieved list. e
36. Click ETTHEEEEES

Federal Contact DUNS Plus Human
Employer: Congressionsl Address: DUNS: Four ° Sub 2
] Number  Number UEI Assurance

37. The organization will be listed on the Other Organizations page.
38. If necessary, clickl2CLROIF-ELIFELIto enter additional institutions.

39. If no Organization is retrieved, press Clear Values, enter *New* for the Name and
click Search.

40. Select “New Organization”. Enter details about the New Organization In the
Supplemental Information panel (page 36). OR EMAIL grants-NO®@Isuhsc.edu
WITH ALL AVAILABLE ORGANIZATION INFORMATION FOR OGC TO ENTER THE
ORGANIZATION IN KUALLI.

41. Click FEVEELLRGHULGTT when all organizations have been entered on this page.

Organizations & Locations

Other Organizations

Organization Mama: Ochsner Baptist %
Address Line 1:
Address Line 2:
Address Line 3

City:

Postal Code:

Country Code:

OGC-071_Creating & Submitting Initial Proposals 11


mailto:grants-NO@lsuhsc.edu

Key Personnel

42. In the panel, the Pl will be listed automatically.

43. Click the side arrow next to the Pls name, click the Proposal Person Certification
tab and carry out the certification.
NOTE: Individuals with a Proposal Creator role (typically Business Managers,
Assistant BMs and some Research Coordinators) have system permission to
certify on behalf of the Pl. When you certify for the Pl, an email notification will
be sent to the Pl informing him/her that the certification has been completed by
proxy. If you are uncomfortable with carrying out the certification or if the PI
won’t delegate this authority to you, cIickto send an email requesting
the Pl to certify the proposal.

44. To add other Key Personnel, click All project personnel that are
LSUHSC faculty, staff or students must be listed as Key Personnel even if they
don’t meet the official definition of Key Personnel.

Proposal Development Document Info

Doc Nbr: 4001
Proposal: #32 $25 Conected: 3
Pl: Augusto Ochoa Initiator: jalam

Status: In Progress
more.

+ Data Validation (off) ® Print @ Copy = Medusa = Hierarchy (@] Budget Versions « Link @ Help ~

@ Document was successfully saved

B Basics v

Poenne] Search for and add key personnel

2 Add Personnel Notify All
¥ Compliance _ Ty

Q Attachments

4 ugusto Ochoa (Pl/Contact) (Certification Incomplete) Notify Augusto Ochoa [l
@ Questionnaire / ) . ) . . ~ .
Project Status: Discls Not Req Annual Disclosure Status: Expired Project Disposition: None
@ Budget
ﬁ Access

é Supplemental Information

[N ~
Back Save Save and Continue Close
@ ¥ Augusto Ochoa (PI/Contact) (Certification Completed and Answered By jalam - 07/38/2021 1025 AM) Notify Augusto Ochoa Il
Jue 1
Project Status: Disclosure Not Required Annual Disclosure Status: Expired Project Disposition: None

Proposal Person Certification

(8 Budget

& sup

@ summary/Submit

e T s " oa
=) Notfications History

I certify

OGC-071_Creating & Submitting Initial Proposals
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Key Personnel

45. On the Add Personnel form, select Employee. Do not search for Non-Employees.
Enter the last or first name of the individual. Click [#J{il}II[=.

Add Personnel

searchfor @ Employee
O Non Employee

[ Last Name ‘ mederos

[ First Name

User Name
Email Address user@domain_com

Office Phone

Home Unit

Campus Code

Continue. Cancel

46. Select the correct individual from the retrieved list and click [e]31 il 1¥[=

Add Personnel

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

< Full Name: User ID¢ Email Address: < Unit Number:< Unit Name: < Organization: < Cityz
[ ® FEileen Mederos  emede1 emede‘\@lsuhscedu] NO1497400 Center of excellence-Cancer Center of excellence-Cancer

Showing 1 to 1 of 1 entries
i

Go back Cancel

47. Select if the individual is another PI, Co-investigator or a Key Personnel.
48. If Key Personnel, indicate the person’s role on the project.

49. Click RNy

Add Personnel

Assign a role
Assign arole: *
O PIMultiple

O Co-Investigator
® Key Person

Key Person's role will be:

Research nurse manager]

Add Person Go back Cancel

OGC-071_Creating & Submitting Initial Proposals 13



Key Personnel

50. The person will be added to the list in the Key Personnel section.
51. Repeat the process to add other Key Personnel.

52. Do not click the \[s}iji button for Key Personnel other than the PI. Only the PI
needs to certify the submission.

53. If a person is not found during the search contact OGC at grants-
NO@Isuhsc.edu.

54. If you need to add a non-employee as a Key Person and there will not be a
subaward to his/her institution, contact OGC at grants-NO@Isuhsc.edu.

55. Even if you are unable to add all Key Personnel, you may continue with other
data entry but you will not be able to finalize the budget or submit the proposal.
g[fd4Save and Continue

NOTE: The Annual COI Disclosure status will be displayed for all Key Personnel. If the
status is expired, please have the person complete their Annual COI Disclosure in
Kuali. If a Key Person has disclosed a potential COI on his/her COI Disclosure form in
Kuali, he/she will receive a system generated email notification to update their
disclosure based on their participation in the new project (proposal). The proposal will
not receive final approval until all personnel have a Disclosure Status of “Approved.”

e Search for and add key personnel

' Compliance
Q Attachments
@ Questionnaire »  Augusto Ochoa (Pl/Contact) (Certification Incomplete) g
[ Project Status: Disclosure Not Required Annual Disclosure Status: Expired Project Disposition: None]
@ Budget
ﬁ 2 »  Eileen Mederos (Key Person: Research nurse manager) @
ccess

Project Status: Disclosure Not Required Annual Disclosure Status: Expired Project Disposition: None
é Supplemental Information

[

Back Save Save and Continue Close

OGC-071_Creating & Submitting Initial Proposals
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Compliance

56. In the panel, click Add Compliance Entry if the project requires IRB,
IACUC, IBC and/or Radiation Safety approval.

TIoTS

+ Data Validation (offf ¥ Print @ Copy = Medusa = Hierarchy (@ Budget Versions & Link @ Help ~

@ Document was successfully saved

B Basics v

2 Key Personnel > Compliance

Q Attachments

57. Complete the required fields in the Add Compliance Entry window. Although not
indicated, the Compliance ID # (if available) and either the Application or
Approval Date are required fields. The remaining fields are optional.

58. Click:CLRA31aY.

Add Compliance Entry

Type:©  IRB

Approval Status: * Approved

Compliance
Identifier:

Application Date:

Approval Date: ‘ 03/01/2021}

Expiration Date:

Exemption #: Nothing selected

Comments:

Add Entry Cancel

59. Add additional compliance entries as applicable.
60. When finished, click FENEE L Kol L[ [1[=].

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

<
@ Document was successfully saved.

B Basics v
2 Key Personnel > Compliance
Q Attachments » IRB Approved 12345 I

@ Questionnaire

@ Budget

B Access

é Supplemental Information

® Summary/Submit

OGC-071_Creating & Submitting Initial Proposals 15




Attachments

61. In theMpanel, click the Internal tab. Do not use the other tabs.

62. Click +Add to upload documents individually or click [¥Js1El: AW Hto upload
multiple documents at the same time.

+ Data Validation (off) # Print @ Copy = Medusa = Hierarchy (%) Budget Versions ¢ Link @ Help ~

* Attachments

B Basics v
@ Document was successfully saved
2 Key Personnel >
+ Compliance
’ Attachments

Q Attachments
Proposal (0) Personnel (0) Abstracts (0) al (0) Notes (0)

@ Questionnaire
Internal (0)

@ Budget
Download Al SetAll Statuses  select ~

a Access
Upload & Add
é Supplemental Information

63. In the Details window, select the type of document being uploaded.

64. ldentify the Status of the document: Complete (final) or Incomplete (draft). Enter
a Description of the attachment. If the attachment is a contract or agreement,
also enter the Kuali Negotiation ID/Number (assigned when the agreement was
first submitted for review by ORS) in this field.

65. Choose the file and Clickm.

Details

66. When all documents have been attached. Click EENR AT [ VL=,

+ Compliance Attachments

Q Attachments
Proposal (0) Personnel (0) Abstracts (0) Internal (1) Notes (0)

@ Questionnaire

Internal (1
@Budget ( )

+ Add || Download All Set All Statuses select v
E Access
é Supplemental Information Uploaded Posted

File Type * Status * Description By Timestamp Actions

® Summary/Submit

1 UMCDataUse_15Aug2019final_v1.0 Contract/Agreement v Complete  ~| | UMC data use agreement Alam 03/22/2021 | Details
X Notifications History (1).docx Jawed 09:58 AM Viewleditrights

Z w

Back Save Save and Continue Close

Note: Some documents are required attachments, such as abstracts and budget
justifications for grant applications. Required attachments for routing of research
agreements are listed here.

16
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Questionnaire

67. If an Bl ELEWAEELE button is present, first click this button to update to the
most recent version of the Questionnaire.

Proposal Detalls Questionnaire

Delivery Info Action & Purpose Type Proposal Questions

Sponsor & Program Information
Organization and Location Action & Purpose Type (Incomplete) Update Available ’ Clear | Print
N~ —

Please select the Pre-Award Action type: ©
2 Key Personnel > O New

68. Select one or more Proposal Purpose types.
* At least one item must be selected.

* The text box at the bottom of the page must have an entry; enter “not
applicable” if appropriate.

2 Key . > Questionnaire
v [reommreem ]
R Atta ;
Proposal Purpose (Incomplete)
w5 . Conference
B Acce Equipment Acquisition
A Fellowship
= Information Disclosure’Exchange
‘L New Construction

B

Other

Public Service

69. Click the Proposal Questions tab and answer all the questions.
* |f the proposal involves a clinical trial, at least one performance site must be
selected, even if it is LSUHSC. The procedure for looking up the site is similar
to looking up Organizations (pp. 10-11).
* The text box for listing performance sites not found in the Address Book
Lookup must have an entry; enter “not applicable” if appropriate.

2 Key Personne > Questionnaire

R Attachment: .
Proposal Questions (Incomplete) Cloar | Print
A (
I3 Budget °
® No
B Acces NIA
& supplemental Informatior Publications: Have articles resulting from DHHS funding been entered into NLM database @
& Summary/Submit i
No
& Super User Action A
= Notifications History
5 there a non-standard F&A Policy? @
Yes
® No

s the funding coming from a foreign source? @

Back Save Save and Continue lose

OGC-071_Creating & Submitting Initial Proposals




Questionnaire (cont.)

70. Click the Proposal Type tab and answer all the questions.
* At least one item must be selected.
* The text box at the bottom of the page must have an entry; enter “not
applicable” if appropriate.
* The options on this page will differ depending on Proposal Type selected: New
Project vs. Legacy Project.

71. When finished with the Questionnaire panel, click Save.

* If all required questions or fields have entries, green check marks and the
designation “Complete” will be displayed next to all three tabs and their titles.

L@l { Save and Continuel

A KeyF Questionnaire

v ¥ ) ./[ e(s) ¥ ]

p <

Proposal Type(s) (Complete)

1

Pre-Application/NOILOI

B Grant Application - Initial

Contract Based Research - Clinical Trial

T E

Contract Based Research - Other

.
- Other

i

OGC-071_Creating & Submitting Initial Proposals
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Budget

72. General Information

* For clinical trials, please complete the Revenue & Expenditure budget and
upload it in the Attachments panel (page 15) and then complete the Kuali
Summary budget (pp. 19-20).

* For grants, if LSUHSC is the prime or sub-awardee, please complete the Kuali
Detailed budget (pp. 21-31).

* If another institution is a sub-awardee, please complete the Subaward
budget and upload it in the Attachments panel (page 15) and then complete
the Kuali Subaward budget (pp. 29-30).

* If thisis a Legacy Project and this submission involves adjustment to the
previous budget, please re-create the budget in Kuali and/or upload budget
documents as described above.

» If a budgetis not applicable to this proposal/routing packet, skip to the Access
panel (p. 34).

73. In the Budget panel, click +Add Budget.

Budgets

The following budgets. are inked 10 this proposal

74. In the Budget Version window,
*  Enter a budget name;
*  Select either Summary Budget (pp. 20-21) or Detailed Budget (pp 22-32);
*  Select whether or not this is a modular budget; then
L@ I¢ 4Create Budget

Create a Budget Version

Proposal:
46
Budget Name: *

Budget #1

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

@® Start a summary budget

Will this be a modular budget?: *
OvYes @No

Create Budget Cancel

OGC-071_Creating & Submitting Initial Proposals




Summary Budget

75. You will be directed to the Periods & Totals subpanel in the Budget panel. Please
consult the Help tab for more detailed information and instructions regarding
each subpanel of the budget.

+ Data Validation (off) £ Budget Seftings = Hierarchy @ Summary (@ Budget Versions < Autocalculate Periods | @ Help ~
<
Periods & Totals Recalculate with changes | | Reset to period defaults
« Retum to proposal
= + Add Budget Period
'eriods & Totals
Total
== Rates Period Start Period End Daté < Sponsor ¢ Direct < < Unrecovered> Cost $ < Direct ¢
Date * - Months Cost Cost F&ACost F&A Sharing CostLimit CostLimit Actions

2 P I Cost
o RIS 2 01/01/2022 1213172022 120 000 000 000 000 0.00 0.00 o0 | B
E] Non-Personnel Costs

01/01/2023 12/31/2023 20 000 0.00 0.00 0.00 0.00 0.00 000 &
% Subawards T T T T —

010172024 123112024 120 0.0 0.00 000 000 0.00 0.00 00 | B
ﬂ Institutional Commitments > o — I T i E

01/01/2025 12/31/2025 20 000 0.00 0.00 0.00 0.00 0.00 000 B
@ Project Income | e s el et S|

Total:  Total: j o Total: Total:  Total: (j o Total: Total: Total:

+ Modular e 48.00 0.00 0.00 0.00 0.00 0.00

76. For each period, enter the Direct and F & A Cost (= Total Direct and Indirect Costs
from the CT Rev & Exp Budget sheet, respectively).

77. Press Recalculate with changes to calculate totals.
78. If all entries are correct, press Complete Budget.

Periods & Totals

+ Add Budget Period

<« Retum fo propesal

1Z Periods & Totals

Total

Recalculate with changes) | Reset to period defaults

] Period Start Period End < Sponsor 4 < U Cost © < Direct ©
= Rates - N (s N\ N o - q
Date Date * Months Cost Direct Cost F&A Cost F&A Sharing Cost Limit CostLimit Actions

[ ]

&2 [FRomune @sis > 12/31/2022 120 125,000.00 100,000.00 25,000.00 000 0.00 0.00 0.00 &

@ Non-Personnel Costs =
om0z 120 110,000.00 88,00000 22,00000 000 0.00 0.00 ooo ¥

R Subawards T S R
22026 120 100,000.00 80,000.00 20,00000 0.00 0.00 0.00 000 ¥

L\ Institutional Commitments > s B
12/31/2025 120 150,000.00 120,000.00 30,000.00 000 0.00 0.00 0.00 l

[ Projectincome || e el el el I

Total: Total: Total: Total: | Total: g og Total: Total: Total:
+ Modular B 4800  485,000.00 388,000.00, 97,000.00 0.00 0.00 0.00

= Budget Notes

—.

Save Save and Confinue Complete Budget Close

79. In the new window, do not check the checkbox; press m

Is this budget complete?

O Is this budget ready to be submitted to the sponsar?

Cancel m
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Summary Budget

80. Click Return to Proposal.

Project Income

Recaleulate with changes

Data Validation (off) Budget Settings
o 24
Periods & Totals

15 Periods & Totals —
— Start Period End < ¢ Total Sponsors < < Unrecovered®
= Rales Date * Date * Months Cost DirectCost  F&A Cost F&A
& personnel Costs N 01/01/2022 1213112022 12.0 125,000.00 100,000.00 25,000.00 0.00

01/01/2023 1213112023 12.0 110,000.00 8,000.00 22,000.00 0.00
E Non-Personnel Costs

01/01/2024 1213112024 12.0 100,000.00 80,000.00 20,000.00 0.00
Q subawards 01/01/2025 1213112025 12.0 150,000.00 120,000.00 30,000.00 0.00
& Institutional Commitments > Total: Total: Total: Total:  Total: g op

48.00 48500000  388,000.00 97,000.00

Summary

Cost Sharing Cost Limit

0.00
0.00
0.00
0.00
Total: o o

Budget Versions

0.00
0.00
0.00
0.00
Total: o

Help

Direct Cost &
Limit

0.00
0.00

81. You will return to the main Budget panel where the completed budget will be

displayed.

82. Click on the Action button down arrow and select Include for Submission. The

budget will then be highlighted in green.
XM 4Save and Continuel

Budgets

B e > The following budgets are linked o this proposat
3 Name Version Direct Cost F&A Total

K

1 388.000.00 97,000.00 485,000.00

v 3
Q Atta
& suppiem :
s

Start End

01/01/2022 1213172025

RSSO  Save and Continue lose

Status Comments

Complete

+ Add Budget

Actions

OGC-071_Creating & Submitting Initial Proposals

21



Detailed Budget — Rates

84. If Detailed Budget is selected at Step 74, you will be directed to the Project
Personnel subpanel. Before starting this section, consider the following options:
* If the Sponsor will not pay the federally-negotiated Facilities and
Administrative (F&A) rate, edit the standard LSUHSC rate as described in
Steps 85-87.

e Otherwise stay in the Project Personnel subpanel and follow instructions
starting at Step 91.

85. Click on the@tab to go to the Rates page. This page has three buttons
across the top. Click on the Research F & A button.

86. If the standard LSU rates do not seem to be up to date (e.g., not current fiscal
year), click on the Sync All Rates or the Sync to Current Institutional Rates
button to update the rates. (Consult the Help reference for more information
about all action buttons).

87. Edit the appropriate Applicable Rate to match the Sponsor allowable rate. Note:
These rates cannot be edited if the budget has been finalized/completed. Also,
make sure to attach the sponsor’s official written policy on F&A costs or approval
from the Associate Vice President for Finance and Administration in the
Attachments panel.

88. The standard LSUHSC inflation rate is set at 3%. If necessary, you may adjust this
value for any and all project out-periods. Click on the Inflation button and edit
the appropriate Applicable Rate(s).

89. Do not change any Fringe Benefits rates.

90. Click Save. Then click on Personnel Costs > Project Personnel subpanel.

Rates —

IF
[ | I ]
EE ... - .
I- ) I Description On Campus Fiscal Yaar Start Date Institute Rate

[Of MTDC

Toc

ack -‘\"uﬂl.mm
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Detailed Budget — Personnel Costs

91.

92.

In the Project Personnel subpanel, Key Personnel entered in the main Proposal
module will be populated automatically.

If additional personnel (non-Key Personnel) need to be added to the budget, click
on the +Add Personnel button.

«Return to proposal

l:: Periods & Totals

= Rates

Project Personnel

Augusto Ochoa
& Personnel Costs v

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

Project Personnel

Personnel added to the proposal are shown below. Review, configure, and add additional personnel to the budget.
Person Job Code < Appointment Type ¢
From Proposal Development

DEFAULT 12M DURATION

Eileen Mederos DEFAULT 12M DURATION

+ Add Personnel | | Syne from Proposal

Base Salary < Actions

0.00 Details | | &

0.00 Details | | &

93. In the Add Personnel window, you have the option to Search for and add one of
the following personnel type:

* Employee: follow Steps 94-95 below.

* Non-Employee: if you want to add a non-LSUHSC employee to the proposal
without a subaward to his/her institution, contact OGC at Grants-
NO®@Isuhsc.edu.

* To be Named: follow instructions in the window.

94. Enter the individual’s first or last name and cIickm.

Add Personnel

Search for * Employee v

Last Name rome

First Name

User Name
Email Address user@domain.com
Office Phone

Home Unit Q

Campus Code Q

95. From the retrieved list, select the correct individual and click

Add Selected Personnel}

* If you are unable to retrieve an employee, contact OGC at Grants-
NO@Isuhsc.edu.

Add Personnel

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

< Full Name: User ID: < Email Address: < Unit Number: < UnitName: < Organization: & City: ©
Kadie Rome krome krome@Isuhsc edu
[0 Rachelle Rome rmelad rmelad4@Isuhsc edu

Showing 1 fo 2 of 2 entries

P3

Add Selected Personnel Refine Search Cancel
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Detailed Budget — Personnel Costs

96. When all personnel have been added (and/or removed using the trash can icon),

click on the Details button for each person.

« Return to proposal

l_—= Periods & Totals

Project Personnel

Personnel added to the proposal are shown below. Review, configure, and add additional personnel to the budget.

+ Add Personnel

Syne from Proposal

Person Job Code < Appointment Type < Base Salary < Actions
== Rates From Proposal Development
Augusto Ochoa DEFAULT 12M DURATION 0.00 Details || &
A Personnel Costs v
Eileen Mederos DEFAULT 12M DURATION 0.00 Details | ®
Project Personnel
Other Personnel
Assign Personnel to Periods
Kadie Rome DEFAULT 12M DURATION 0.00 Details | &
@ Non-Personnel Costs

Q subawards
& Institutional Commitments >

Project Income:

Back Save Save and Continue Complete Budget Close

97. In the new window:

* The Salary Effective Date will default to the Project Start date. Do not change
unless the person will start working on the project mid-period (for instance, a
post-doctoral fellow will not have been hired until several months after the
project/award start date).

* Set the Salary Anniversary Date equivalent to the Effective Date. Otherwise
inflation will be added for all or part of Year 1.

* Enter the person’s Base Salary.
* Press Save Changes.
98. Repeat this process for all personnel.

Edit Personnel

Augusto Ochoa

Details Salary by Period

Details

Role: "l/Contact

Job Code:™  AACOO

Job Title:  DEFAULT

Appointment Type: | 12V DURATION

Salary Effective
Date:

03/31/2021

Salary Anniversary
Date:

Base Salary: 200,000.00
caneel
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Detailed Budget — Personnel Costs
99. When finished press.

<

Project Personnel + Add Personnel | | Sync from Proposal

Personnel added to the proposal are shown below. Review, configure, and add additional personnel to the budget.

«Return to proposal

1Z Periods & Totals Person Job Code % Appointment Type < Base Salary < Actions

= Rates From Proposal Development

Augusto Ochoa DEFAULT 12M DURATION 200,000.00 Details @
A Personnel Costs v
Eileen Mederos DEFAULT 12M DURATION 100,000.00 Details | | &
Project Personnel

Other Personnel

Assign Personnel to Periods

Kadie Rome DEFAULT 12M DURATION 50,000.00 Details | &

@ Non-Personnel Costs

N Subawards

ﬂ Institutional Commitments >
Project Income

' Modular (a1

Back Save Save and Continue Complete Budget Close

100. In the Assign Personnel to Periods panel, click on the Assign Personnel button.

‘ Assign Personnel to Periods

« Return to proposal Assign personnel to one or all periods and configure efforts and charges.

1: Periods & Totals Period 1 Period 2 Period 3 Period 4

= Rates

Period 1 Calculate Current Period || Assign Personnel
& Personnel Costs v

Project Personnel

Assign Personnel to Periods

101. In the new window:

* Select the person and complete the rest of the form. Fields are self-
explanatory. Note: the requested salary value will remain at 0.00 until the
person has been assigned to the given period.

(IO Id{Assign to Period 18

Add Personnel to Period

Person:* | Augusto Ochoa (AAD0D) v

Appointment Type: 12M DURATION

Salary Effective 03/31/2021
Date:
Object Code: * Faculty & Staff - Pl voQ
Group: Default v
Start Date: * | 01/01/2022 =]
End Date: * 1213112022 B

Effort %: 10.00

Charged %: 10.00

Requested Salary: 000

Period Type: ‘ Calendar v

Assign 1o Period 1 Cancel
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Detailed Budget — Personnel Costs

102. Repeat this process to assign all appropriate personnel to Period 1.

103. Do not enter information for the remaining periods. As a general rule, start
budgets by assigning project personnel to Period 1, adding the non-personnel
expenses, and then generating the ‘out-years’ using the Autocalculate Periods
(see below) tool. Once the periods have been populated with the inflated
salaries and other expenses, the user can open the individual budget periods to
make adjustments, e.g. add a person that starts in period 3 of a 5 year project
and apply their effort to later periods, add an equipment item in period 2 only,
change the calculated inflation amount of the travel expenses, add a subaward,
etc.

oz NNSave and Continuel

‘ Assign Personnel to Periods

Assign personnel to one or all periods and configure efforts and charges

« Retumn to proposal

1;: Periods & Totals

Period 1 Period 2 Period 3 Period 4
= Rates
Period 1 Calculate Current Period | | Assign Personnel
& Personnel Costs v
Person 4 Start < End < Effort & Charged ¢ Period Type ¢ Requested Salary ¢ Calculated Fringe ¢ Actions
Project Personnel Faculty & Staff - Investigator Details & Rates
(sl FEEEEl P Eileen Mederos ~ 01/01/2022  12/31/2022 2000 2000 Calendar 20,909 00 961814 Details &
[E] non-personnel Costs Faculty & Staff - PI Details & Rates
Q Subawards Augusto Ochoa 01/01/2022 12/31/2022 10.00 10.00 Calendar 20,908.00 961814 Details @
& I ] G TS N Postdoc Fellow Details & Rates
Kadie Rome 01/01/2022 12/31/12022 100.00  100.00 Calendar 52,272.50 9,356.78 Details | &

O] Project Income

v Modular e

Back Save Save and Continue Complete Budget Close
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Detailed Budget — Non-Personnel Costs

105. Click Assign Non-Personnel... button.

Non-Personnel Costs

« Return 1o proposal Add and configure non-parsonnel Rems for this budget period

Period 1
& Personnel Costs -

106. Select the non-personnel item and provide the requested information.

oy N Add Non-Personnel Item to 1}

Add Assigned Non-Personnel

Category Type Other Diract »,
Category:  Susche v Q
Object Code Name: Supgtes v Q

Total Base Cost:

Quantity:

Description: | Resgenty

Add Non-Personnel Rem to 1 Cancel

108. Add additional items to Period 1 as necessary.
109. When finished, click FEVEET s Kol 3id (VL.

Non-Personnel Costs
« Return lo proposal Add and configure non-personnel tems for this budget period

1F Periods & Totals

Peiod1  Perod2  Period3
Period 1 Assign Non-Personnel
Description ¢ Description  Quantity ¢ Total Base Cost < Actions
Equipment
Assign Person eriods F—— imager 1 450000 Detais | | @
[E) Won Personnel Costs Other Direct
R Subawards Supplies Reagents 1 20,000.00 Details | ®
L\ institutional Commaments  ~ Participant Support 100 Participants {edit)
. Participant Suppon Costs 100 50,00 Detats | @
e Travel
Travel 2 251 Detsis |8
(2] Project Income

" Modular

a

B Budget Notes

[E Budget Summary

Complete Budget | Close

110. If Period 1 budget is complete, pressto apply this budget to future periods.
Note: Once you Autocalculate all periods you will not be able to take this action
again unless you delete the line items from all periods after Period 1.

Kuali Research
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Detailed Budget — Future Period Adjust

111. Once the Period 1 budget has been applied to all periods, you will be taken
directly to the Subawards panel (see below). If, however, you need to adjust

any budget items, simply click on the g i NI or [\ [y B 2T ¢Ye]y [ (= N 6le 15 3

tab and adjust budgeted values in the appropriate budget period(s).
112. Adjustment Example 1: Deleting equipment from future periods.

* On the Non-Personnel Costs page, click on Period 2.

* Click the Trash Can icon for Equipment.

* Repeat for Periods 3 & 4.

Non-Personnel Costs
« Return 1o propasal Add and configure non-personnel items for this budget period
IF Periads & Totais Paiod 1 | Perid3  Period 4
B Rates )
Period 2 Assign Non-Personnel
& Personnel Costs -
Description ¢ Description = Quantity % Total Base Cost ¢ Actions
Equipment
Equipment imager 1 45,000.00 Detals @
[ Mon Personnel Costs Other Direct
Supplies Reagents. 1 20,600.00 Details E
L3 instutionsl Commitments Participant Support 100 Participants (edi)
. . Participant Support Costs 100 51.50 Details | |8
Cost Sharing

113. In future periods, you will notice that values for many of the items have been
adjusted by an inflation factor compared to Period 1 values.

114. Adjustment Example 2: Deleting inflation factor from future periods.
* Click the Details button for Participant Support Cost.

Non-Personnel Costs
« Retum 10 proposal Add and configure non-personnel items for this budget period.

S Pedod1  Perod2  Period3  Period 4

Period 2

Assign Non-Persoanel

Deseription ¢ Dascription ¢ Quantity ¢ Total Base Cost ¢ etions
Other Direct

Supplies Reagents 1 20,600.00 Detalls | &

Participant Support

Participant Support Costs 100 5150 @

Travel

100 Participants (edit)

Travel 2 2575.00 Details @

* Adjust the Total Base Cost to that in Period 1. Uncheck the Apply Inflation
checkbox.

* Press Save and Apply to Other Periods.

Category: | Tramee/Participant Costs - Other e
Object Code Name: Support Costs
Quantity: | 100
Description

Inflation Rates

Description Start Date Institution Rate Applicable Rate
Other 07012022 300 300
Other 07012023 300 300

Submit cost sharing:

On Campus:

Save And Apply To Other Peniods || | Sync To Period Direct Cost Limit

Sync To Period CostLimit | Cancel
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Detailed Budget — Future Period Adjust

115. The adjusted values will now be displayed in the Non-Personnel Costs panel.

116. Similar adjustments to personnel costs also may be made in the Assign
Personnel to Periods panel.

117. Click FEVEELL R G to advance to the next panel.

Budget #1: Budget #1 Crama

Non-Personnel Costs

Period 2

Description Descripion ~~ © Quant tity Total Base Cost
Other Direct

Non-Personnel Costs Participant Support

i < 8
3

®

OGC-071_Creating & Submitting Initial Proposals 29



Detailed Budget - Subaward

118. If applicable, complete the Subawards panel; otherwise navigate to the next e
panel.

119. In the Subawards panel, click +Add Subaward.

Subawards

Upload a pre-formatied budget document for a subawardee organization or anter detalls manually

|

=

E3

@ nol Costs

L\ Institutional Commitments 5

120. In the new window, search for the organization as described in the
Organizations & Locations Panel (pp. 10-11).

121. If no Organization is retrieved, press Clear Values, enter *New* for the Name
and click Search.

122. Select “New Organization”. Enter details about the New Organization In the
Supplemental Information panel (page 36). OR EMAIL grants-NO@Isuhsc.edu
WITH ALL AVAILABLE ORGANIZATION INFORMATION FOR OGC TO ENTER THE
ORGANIZATION IN KUALLI.

123. Do not upload the completed Subaward budget file here. Upload it in the
Attachments panel (p. 15).

124. Leave a comment if desired and pressAGLREITEIVET(].

Add Subaward

Organization 1d: | |

File Name: [ Choose File | No file chasen

125. Add additional subawardees if applicable. For each subawardee, click the
Details button.

Subawards

« Retum 10 proposal Upload a pre-formatied budget document for & subawardee organization or enter detals manually

Organization Id File Name : Actions

E -:e:' s
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Detailed Budget - Subaward

126. For each period, enter the Direct and F & A Costs (= Total Direct and Indirect
Costs from the Subawardee Budget sheet, lines 44 & 45, respectively).

127. Enter Cost Sharing values if applicable. Press Save Changes.

Subaward Details

Organizstion Neme: Tulane University Medical Center o N

Subaward PDF File Pdf Last Updated:
lame:

Xmi Last Updated: Subaward Status
Code:

Namespace: Comments:

Details

¢ Total Cost

15,000 00

16,5000

2250000

12,00000

128. When all Subawardees have been updated, press .
129. Do not forget to attach the Subaward budget sheet(s) in the Attachment

panel.

Subawards

« Retum to proposal Upload a pre-f d budget document for 3 organization or enter details manually.

|7 Periods & Totals + A0d Subaward
‘Organization Id < File Name < Actions

== Rates Lo
Tulane University Medical Center (000567) 8  Detais

& Fersonnel Costs >

[E Non-Personnel Costs

L al Commitments 5
[ Project Income
 Modular e

= Budget Notes

[E) Busget Summary

Comglete Budget | Close
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Detailed Budget - Budget Summary

130. No actions are needed in the Institutional Commitments or Modular panels.

131. If applicable, complete the Project Income panel.

132. Budget Notes: Anybody working on the proposal budget may add notes in this
panel. Use this panel to enter line item budget justifications or upload a budget
justification document in the Attachments panel. Budget justifications are
required.

133. A summary of the budget is provided in the Budget Summary panel.

134. If the budget requires some adjustments, return to the appropriate panels and
edit the budget. Once the budget is finalized, click Complete Budget.

F al #47 > Budget # Marked For Submission:
Budget #1: Budget #1 cre
roposal: g
Budget Summary
. mM P2 P Pa
IF Totals
=a Personnel
® > Salary $54.090.50 $96.913.22 $98.345.43 $98.345.43 $387,694.58
2 Fringe $28.593.06 $29,450 84 $29.886 09 $29.886.09 $117,.816.08
B = Calculated Direct Costs $0.00 $0.00 $0.00 $0.00 $0.00
2 ersonnel Sublatal $122.683.56 $126,364.06 s128.231.52 12820152 $505,510.66
A Non-personnel
? Equipment $45.000.00 $0.00 $4.500.00 $4.500.00 $54,000.00
3 Travel $2.500.00 $2.575.00 $26522% $2.652.25 §10,379.50
» Participant Support $50.00 $50.00 $50.00 $50.00 $200.00
> Other Dirsct $35.000.00 $37.100.00 $43.718.00 $33.218.00 $149,036.00
Calculated Direct Costs $0.00 $0.00 $0.00 $0.00 $0.00
Non- pers. S $82.550.00 $39,725.00 $50,920.25 $40.420.25 $213,615.50
Totals
Total Direct Cost $205.233.56 $166,089.06 $179,451.77 $168.651.77 $719.126.16
Total F&A Costs $75.286.28 $74,383.37 $71,487.84 $T1487.84 $293.245.33
otats $280.519.84 $241,072.43 $250.639.61 $240.13961 $1.012.371.49
Back  Sa

135. In the new window, do not check the checkbox. Click m

Is this budget complete?

O is this budget ready 1o be submitied to the sponsor?

136. Click Return to Proposal.

Budget Summary
P1 P2 P3 P4
Totals
Personnel
? Salary $84,090.50 $96,913.22 §98,45.43 $98,345.43 §387,694.58
3 Fringe $28,593.06 $29,450.84 529,886.09 $29,886.09 $17.816.08
Cal outs 50.00 $0.00 $0.00 $0.00 $0.00
Pe $122,683.56 $126,364.06 $128.29.52 $128,231.52 $505,510.66
Non-personnel
3 Equipment $45,000.00 $0.00 $4,500.00 $4,500.00 $54,000.00
3 Travel $2,500.00 $2,575.00 $2,652.25 $2,652.25 $10,379.50
' Modda . » Participent Support $50.00 $50.00 $50.00 $50.00 $200.00
I Budget Note 3 Other Direct $15,000.00 $37,100.00 $43,718.00 $33.218.00 $149,036.00
Calculated Diroct Costs $0.00 $0.00 $0.00 $0.00 $0.00
Non-personnel Sublotal $682,550.00 $39,725.00 §50.920.25 $40,42025 521361550
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Budget

137. You will be returned to the Budget Panel of the main module.

138. If you have created multiple budgets for the proposal, select the budget that
you want to submit.

¢ Click on the Action button.
¢ Select Include for Submission.

Budgets +

139. The budget that will be submitted will be highlighted in green.
140. ClickREVEELRT KeCT I,

Budgets + Acd Budget
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Access

141. The Access panel is used to give document specific permission to other
individuals. You may add other people who may require view or edit rights
during the proposal preparation process.

142. The initiator of a proposal is automatically granted the aggregator role in the
Access tab. Do not delete this user.

143. If you wish to give permission to another individual, click [ACRVE.

Proposal Development Document Info

Doc Nbr: 4001
Proposal: #32 525 Connected: [23
Pl: Augusto Ochoa Initiator: jalam

Status: In Progress
more.

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

@ Document was successfully saved

B Basics ~

2 Key Personnel > Permissions

+ Compliance 2 Add User

R Attachments
User Name Roles Actions
@ Questionnaire

jalam Aggregator Document Level Edit | Delete

O] Budget

144. Enter the First or Last Name of the person and click .

Add Permission

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

Campus Code

Continue. . Cancel

145. Select the person from the retrieved list and click .

Add Permission

Only the top 200 results were retumned. If you cannot find what you are looking for, please refine the search criteria
%~ Full Name: User ID: ¢ Email Address: < Unit Number: < Unit Name: % Organization:
@  Kadie Rome krome krome@lsuhsc.edu

Rachelle Rome rmelad rmelad@lsuhsc.edu
Showing 1 to 2 of 2 entries

[Fos [P I et o

Go back Cancel
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Access (cont.)

146. Assign one or more roles and click (ACBRLEOIESoIY). Descriptions of individual
roles may be found by clicking the down arrow in the Help Tab and selecting
Access from the drop down menu.

Add Permission

Assign a role

Aggregator Only Document Level

Budget Creator Only Document Level

[J approver Document Level

[ Viewer Document Level

[J Budget Creator Document Level

L) Narrative Writer Document Level

] Aggregator Document Leval

[J Access_Proposal_Person_Institutional_Salaries Document Level
) Delete Proposal Document Level

[ View Institutionally Maintained Salaries Document Level

Add Permission Go back Cancel

147. Provide permission to other individuals as needed.
148. When finished, click FENEE L Kol 05

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

Permissions

B Basics > 2 Add User

2 Key Personnel >

' Compliance User Name Roles Actions

Q Attachments jalam Aggregator Document Level Edit| | Delete
krome Aggregator Only Document Level, Budget Creator Only Document Level Edit  Delete

@ Questionnaire
Budget
é Supplemental Information

® summary/Submit

Back Save Save and Continue Close
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Supplemental Information

149. On the T ERENEIRGI{C] page, click on individual tabs to provide additional
information.
*  Submission Info — Do not enter any values on this tab. For OGC use only.
*  Keywords are required. To retrieve the Keyword code, search with a
descriptive word or partial word surrounded by asterisks and select the
most appropriate term from the retrieved list.
* If the Proposal Type is Initial Submission — Legacy Project, enter the
Legacy Project number assigned by ORS. The Project # can be found at the
top right hand corner of the first page of the legacy routing packet (e.g.,
Project# 00000). This is a required field for Legacy Projects.
*  Enter the name of the New Organization if none was retrieved during the
search for collaborating Organizations (pp. 10-11).
*  Complete each applicable field in the General tab.
* If applicable, enter Prime Applicant Deadline date and time.
*  Enter information about the New Sponsor if none was identified during the
search for the research Sponsor (pp. 5-6).
150. When finished, click EEV2E L KeG a3 10[=.
Supplemental Info
® e - (D Document was successhully saved
A >
@ Que [ Submission Info Keywaord: egacy Project New Organizatic neral Prime Daadiine New Sponsc ]
v Submission Info
[ Atta Grant ID:
:ﬂ Access Date Grant Submitted:
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Summary/Submit

151. Click on each of the horizontal tabs to view a summary of each panel of the
proposal.

152. The proposal preparer has a number of action options across the bottom of
the page. A description of each action is available by clicking the down arrow on
the Help tab and selecting Summary/Submit from the drop down menu.

153. When the proposal is ready for routing, click ETI5 iR e @ EVEN.

+ Compliance B
Saved utir provec
R Attachments
@ auestionnaire
Proposal Summary Personnal Compliance Attachments Questionnaire Supplemental Info Keywords
&) Budget
B Access Proposal Summary
Title Inhibition of breast cancer metastasis

A supplemental Information

Principal Investigator Augusto Ochoa
(% summary/Submit
Lead Unit NO1497400 - Center of excellence-Cancer

B Notifications History Proposal Type Pre-Award
Activity Type Research
Proposal Number a2
Project Start Date 03/31/2021
Project End Date 03/30/2022
Include Subaward(s)? Yes
Sponsor Name NIH - NCI (National Cancer Institute)

Prime Sponsor Name
Sponsor Deadline Date 03/19/2021

Sponsor Deadline Type Receipt

[ Submit for Review I e ViewRoute Log | ¢ancq) proposal Delete Proposal | More Actions = oo ]

154. If the form is incomplete, Errors and Warnings will be listed.
155. Fix the Errors and again submit for review.

Data Validation

¢ Description

You must mark a budget for submission

i

The Investigators are ified. Please certify Augusto Ochoa

Proposal Purpose | You

on  Keywords

Wormation  Keywords

156. The proposal will route for reviews and approvals. You can view the routing
path and the current location of the proposal by clicking on View Route Log
(see Step 157). A diagram of the path is shown on the next page, after which
additional instructions are provided.
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Review & Approval Path

Approval Path

Key
Creation / Review
/ Submission Proposal Creator
Required Approval

Principal Investigator

OGC may return the
proposal to the
Business Manager initiator for revisions.
Subsequent routing
will bypass Pl, BM, &
Dean

Condition Based
Approval

Department Head

Select Schools only

Office of Grants &
Contracts

Office of Innovation &
Partnership

Management

Office of Grants &
Contracts

Sponsored Projects
Accounting

Office of Grants &
Contracts

VCAA

Office of Grants &
Contracts

-l
=
[=]
o
]
=
[
[
R0
m
i)
o
[
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Review & Approval Path

157. Sometimes the Proposal Creator and a Proposal Approver may be the same
person (e.g., a dept business manager (BM)).

Kuali Research

Actions Taken

Action Taken By For Delegator Time/Date Annotation
SAVED admin, admin 09:24 AM 03/11/2021

COMPLETED m BM 08:43 AM 07/22/2021 Completed

Pending Action Requests I

Pending
Action Requested Of Time/Date Annotation
IN ACTION LIS ' Role: KC-PD PI from PeopleFlow Name:
APPROVE Foster, Timothy P| 08:43 AM 07/22/2021 Department Level Approval
i Role: KC-PD Business Manager - Approver
Deshow] :EI:E:"\\‘; Ellis, Jonna BV 08:43AM07/22/2021 from PeopleFlow Name: Department Level
Approval

Role: KC-PD Department Head - Approver

[»show| PENDING . H
APPROVE Ramsay, Alistair Cha | F08:43 AM 07/22/2021 from PeopleFlow Name: Department Level
Aporova

158. In this situation, when you submit the proposal for review, you will have the
option to bypass your own future approval.

Please Select

Do you want to receive future approval
requests?

159. When the person next on the approval path (e.g., PI) logs on to Kuali, the
proposal will appear on the approver’s dashboard.

Dashboard

Proposals routing to me Y Filter | Sortby v Proposals not routing T Filter = Sortby v
e Proposal #34 - PI: Foster, Timothy — Spensor: AIDS Malignancy Cons...
upt Due date: 7/31/2021 Last action: 7/22/2021 8:43 AM  Compliance

11
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Review & Approval Path

156. Once the approver clicks on the proposal on the dashboard, he/she will be
taken to the Summary/Submit panel to take action. Note: the approver also can
navigate to this page directly from the email notification.

Submit
ed Routing

2 «
v
®@a Proposal Summary
® Tite ADS researc
&8 Principal Investigator

Lead Unit
é S

Proposal Type
® summary/Submit Activity Type Re
aEn Proposal Number

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

Prime Sponsor Name

Sponsor Deadiine Date

Sponsor Deadline Type
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