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INTRODUCTION TO 
KUALI



WHAT IS KUALI?

- Kuali is an Electronic Research Administration (ERA) system.

- LSUHSC uses Kuali for Institutional Review Board (IRB), 
Institutional Animal Care and Use Committee (IACUC), 
Institutional Biosafety Committee (IBC), Conflicts of Interest 
(COI), Negotiations (ex. Clinical Trial Agreements, Data Transfer 
& Use Agreements), and Pre- and Post-Award Grant Functions.

- LSUHSC has used Kuali since September/October 2021. 

- This presentation will focus on the Kuali Pre- and Post-Award 
Grant Functions. 4



NEW PROPOSALS IN 
KUALI



LOGIN PAGE FOR 
KUALI
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Initial login page should look like this. 

7

Click the “Research Home” 
block.



This should take you to your dashboard. There will 
be several items there: 

- Proposals routing to me

- Proposals not routing

- Negotiations

- Proposal workload assignments

8

Click the 
clipboard with a 
check to move 
to the next 
page.



This should take you to your “Common Tasks” page 
that will have all the functions of Kuali that are 
available to you. To create a “New Proposal”, locate 
the Proposal Development box and click the “Create 
Proposal” link.
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CREATE PROPOSAL
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- Since we are creating a “New Proposal”, choose “Initial Submission-New 
Project.” 

- We will look at the choice of “Follow-Up Submission” later.
- The choice for “Initial Submission-Legacy Project” is for proposals that started 

outside of Kuali, and this is the first time Kuali is being used for that project 
(i.e., yellow routing packet).



CREATE PROPOSAL
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- Choose the Lead Unit. This will be your department, or if you have access 
to multiple departments, you will have multiple items to choose from. 

- Choose Activity Type. This is important because it will determine your 
Indirect Cost rate in your budget portion of the proposal. Choices are 
Research, Clinical Trials, Instruction, and Other Sponsored Activity. 

- Enter Project Dates. This is the entire project not just the budget period.
- Enter the title of the project exactly how it will be submitted to the 

sponsor. This needs to be the final version of the title. It will have to 
be rerouted if changed. 



CREATE PROPOSAL
- The last two options on this page are:

- Sponsor

- Principal Investigator

- Both have search functions to use. Under Sponsor Lookup, type the 
Sponsor’s Name with an asterisk on each side. For Person Lookup, 
you only need to type the last name in to the search box. 

12



SAVING YOUR WORK

• “Save and Continue” is for saving the proposal and moving to the next page.

• “Save” is to save your work on the particular page you are on. 

• “Close” will close the proposal and take you back to your dashboard. Make sure you 

save it and once it moves to the dashboard, this proposal will be listed under your 

“Proposals Not Routing” box. 

• Until you submit the proposal, you can consistently Save and Close the proposal to 

come back to it at a later time. 
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PROPOSAL DETAILS
- All items from the previous page will automatically populate here.

- This is where you will add a “Prime Sponsor Code” if we will be 
considered a subaward upon funding. 

- Nothing needs to be done with the “Keywords” box at this time.
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OPPORTUNITY SEARCH

- System to System will populate the sponsor’s application portal with 

your proposal once it is approved internally in our system

- This page currently has no functionality within our workflow. You will just 

click “Save and Continue” to move to the next page.

- This is supposed to be coming at a later date.
15

On this page you will have an 
added choice of a Back 
button to go to a previous 
page, which will remain for the 
rest of the proposal.



DELIVERY INFO

- This is where you describe how the proposal will be submitted once 

approved internally. 

- For most of your proposals, your “Submission By” choice will be ORS. 

- Sometimes you have the option to submit as the “Department/PI.” This 

is in the event the sponsor wants a submission via email, which some 
foundations and professional organizations do. 

- Choose “LSU Foundation” if the applicant must be a 501C3. 
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DELIVERY INFO

- “Submission Type” is how it is being submitted.  

- Examples are ASSIST, Grants.Gov, and LOGAN. 

- You need to answer both “Submission By” and “Submission 
Type.”

- “Submission Description” is where you can list a brief 
description of what it is you are trying to accomplish with this 
Kuali proposal. 
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SPONSOR AND PROGRAM 
INFORMATION

- Fill in the following:

- Sponsor Deadline Type: Normally choose “Receipt” but if it must 
be mailed, “Postmark” may be your choice here.

- Sponsor Deadline: Date it is due to the sponsor. If you have the 

exact time it is due, it is helpful to add that as well. 
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SPONSOR AND PROGRAM 
INFORMATION

- Fill in the following:

- Notice of Opportunity: Federal Solicitation, Unsolicited, Verbal 
Request for Proposal, SBIR Solicitation, STTR Solicitation, Non-

Federal Solicitation, Internal

- Opportunity ID and Opportunity Title: This information will 
come from the first page of the funding opportunity. 

- Anticipated Award Type: Choose whatever you expect to receive 

if funded
19



SPONSOR AND PROGRAM 
INFORMATION

If you will have one or more subawards for the 
proposal, make sure to check the Subawards 
button.
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ORGANIZATIONS AND 
LOCATIONS

21

- Applicant Organization and Performing Organization will be 
populated already.

- If you have a subaward and we are the Prime Entity, click the Other 
Organizations tab. Follow the same process as we did on the first tab to 
add the sponsor information.

- Once added, you can use the following to enter the Congressional 
District: https://www.house.gov/representatives/find-your-representative 

https://www.house.gov/representatives/find-your-representative
https://www.house.gov/representatives/find-your-representative
https://www.house.gov/representatives/find-your-representative
https://www.house.gov/representatives/find-your-representative
https://www.house.gov/representatives/find-your-representative


ORGANIZATIONS AND 
LOCATIONS
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Once you click the +Add 
Congressional District Button, a 
secondary box will open. Notate 
the state and three digits for the 
district number. Click “add” once 
complete. 



KEY PERSONNEL
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- When you get to the Key Personnel tab, the only person listed will be 
the PI. You will have to click Add Personnel for each LSUHSC Employee 
that will participate in the grant regardless of their role. 

*You will not add “TBA” 
personnel here. They must be 
hired/employed LSUHSC 
employees. “TBA” will be added 
into the Budget.*



KEY PERSONNEL
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- ALL PIs on a project need to have the Proposal Person Certification 
completed. You can send a notification to that person to fill it out or you 
can fill it out for each person.  



QUESTIONNAIRE-PROPOSAL 
PURPOSE

25

- There are three tabs to answer on this page: Proposal Purpose, 
Proposal Questions, and Proposal Type(s).  

Click the box for the 
choice that matches the 
overall purpose of the 
proposal. 

If there is nothing to enter 
for the “Other” choice, 
enter N/A into the text box 
that is there.



QUESTIONNAIRE-PROPOSAL 
QUESTIONS
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- Choose the best choice for each 
question. 

- The questions with “N/A” as an 
option, “N/A” is the most likely 
choice for a brand-new proposal. 

- If you choose “Yes” for the 
question on the F&A Policy, this 
will require an Indirect Cost 
Waiver. 



QUESTIONNAIRE-PROPOSAL 
TYPE(S)
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For Initial Submissions, these will be 
your choices for Proposal Type(s). 
These choices will change for 
Follow-Up Submissions, which we 
will address later. 

Once you successfully complete 
all three tabs, the checkmarks will 
turn green, and you are able to 
move on in the proposal. 



COMPLIANCE
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This is where you will enter all your IRB, IACUC, 
and IBC information. If they are pending, as is 
usual with a new submission, you can mark it as 
“Pending.”

Complete the information you have 
on the screen. If you need to mark 
something as “Pending,” you can 
do that on the Approval Status 
line. 

If your project will not require 
any of these, you can click “Save 
and Continue” without adding 
anything.



ATTACHMENTS
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Upload all required documents that need to be reviewed/signed on this tab. 
Normal required documents include Abstract, ORS Budget Worksheet, 
Budget Justification, Letter to Establish a Consortium (if applicable), and Data 
and Management Sharing Plan (if research proposal for NIH). They should be 
uploaded to the “Internal” tab.

Click the +Add button for each item that needs to be uploaded. 



ATTACHMENTS
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For any documents uploaded that require signature, mark the “Status” as 
Incomplete. This will provide guidance that the document needs to be pulled 
out for signature, not just reviewed.



ATTACHMENTS
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If there is any information you need to provide to the Office of Research 
Services, use the “Notes” tab to provide that information. This can be the 
number from the Negotiations module to confirm the agreement has been 
reviewed, a note about using “Total Direct Costs”, etc.

None of the other tabs on this page are needed.



BUDGET
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This is where you will enter all the budget information for the proposal. Click the +Add Budget button 
on the top right corner. You can add as many budgets as you need but can only have one as the 
submission budget for each proposal. 

- Enter a name for your budget. Name it 
something that helps you to remember which 
budget version you are creating.

- Choose “Detailed” or “Summary” budget. You 
will most likely choose “Detailed.”

- Select Yes or No if this will be a Modular 
Budget. Remember, you can only choose this for 
NIH budgets that are $250,000 or less in direct 
costs per year.



BUDGET
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Once the budget is created, the initial page will look like this. Click the hyperlink (title you gave 
your budget) to begin entering the budget information. 

You will enter information on the following tabs under the Budget:
1. Personnel Costs
2. Non-Personnel Costs
3. Subawards (if applicable)
4. Program Income (if applicable)



BUDGET-PERSONNEL COSTS
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There are two tabs under Personnel Costs: Project Personnel and Assign Personnel to Periods. 
Anyone you added on the “Key Personnel” tab, will be populated here. This is the tab you will add 
their base salary. You will also add an TBA personnel here.

Click the “Details” button for each person. 

You will add the “Salary Anniversary Date,” which is a copy
of the “Salary Effective Date.”

Also enter the current “Base Salary” and click
“Save Changes.”



BUDGET-PERSONNEL COSTS
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Once you add the base salary for everyone that is populated, you need to add your TBA 
employees. These will continue to only be people that will be employed by LSUHSC. Click the 
+Add Personnel button.

Under “Search for” click To Be Named. The “Person 
Category” and “Quantity” will populate.

Enter the number of people for each “Person 
Category and click the Add TBN Personnel to 
Budget button. 



BUDGET-PERSONNEL COSTS
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We now have the TBA Personnel added, and the information will calculate into the budget total. 
Follow the same directions for adding the estimated base salary to the line. 

Click “Save and Continue” to move to the Assign Personnel to Periods tab. You will need to add 
each person you have populated on the previous tab to add their intended effort to the project.



BUDGET-PERSONNEL COSTS
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Complete the steps to add each person to the budget. In this case we have three people, so I 
would complete this three times. 

Choose the person you want to add with the “Person” line. “Appointment Type” and “Salary 
Effective Date” will already be populated for you. 

For Object Code, it's important that you choose the 
correct option. This will determine what Fringe Benefit 
rate is populated for each person. 

The “Start and End Dates” will be for the first budget 
period. If the project is only for one year, the dates will 
be both the budget period and project period. The 
dates will be populated for you based on what you 
entered in the beginning of the proposal. 

You will enter the “Effort %” and “Charged %.” “Effort %” 
is total effort on the project and “Charged %” is how 
much of the total effort you are charging to the grant. 



BUDGET-PERSONNEL COSTS
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All the people are entered. You can click the blue hyperlink “Details & Rates” to make sure 
everything is correct. 

You can use these boxes to 
assist with determining 
inflation on projects with 
multiple years. If you don’t 
want to apply inflation and 
keep the salary charged the 
same each year, uncheck the 
“Apply Inflation” box.



BUDGET-PERSONNEL COSTS
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I have also created a cost share because I am not charging the total effort to the project. We will 
have to go through and confirm the cost share budget is correct before we can mark the budget as 
complete. 

*Do not create a cost share unless it is mandatory or if it is because of the salary cap*



BUDGET-NON-PERSONNEL COSTS
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You will add non-personnel items the same way as you added personnel to the period of 
performance. Click the “Assign Non-Personnel” button and a series of drop-down menus will 
appear. I usually add a description of the non-personnel item for reference. Its not required.



BUDGET-SUBAWARDS
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You will add the costs for the subawards under Non-Personnel Costs. There are several steps to 
enter the information, and you must split costs between multiple lines if your first-year budget 
crosses the $25,000 cap.  Here are my subaward totals for each year. 

We are going to enter several lines in until we 
get to our Total Project Costs of $141,498.

The initial line is only for $25,000 so that the 
budget calculates the indirect rate against that 
number. 



BUDGET-SUBAWARDS

42

The second line is the remainder of our direct costs on the subaward that WILL NOT be subject to 
F&A. The third and final line is all the indirect costs for the subaward, which is also not subject to 
our calculation of indirect costs. All three lines should get us back to $141,198.



BUDGET-NON-PERSONNEL COSTS
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This is the complete Non-Personnel portion of the budget. Once entered, clicking the detail button 
will allow you to adjust inflation. If you are going to have different amounts each year for any of the 
line items, you want to take the inflation off as you will need to adjust the numbers manually. Notice 
I also indicated how many participants we estimate to have since I requested “Participant Support 
Costs.”

When you click “Save and Continue,” 
you will be prompted to apply Period 
1 to future budget periods. Click yes 
if you have multiple years. 



BUDGET-SUBAWARDS
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After completing the Non-Personnel Costs, we still have one more step to finalize the subawards 
within the budget. You need to enter the information on the subaward like how you added it under 
the Organizational section. Click the +Subaward button and enter the information. 

It will only pull up the Organization ID when you complete the search, so I usually add the name of 
the subaward in the Comments. This is the only thing you need to enter here as we added our 
financial information on the last page. Click “Add Subaward” to save it. 



BUDGET-COST SHARING
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Since I am not charging the total effort for an Investigator to the project, I must notate cost sharing 
within the budget section. Notice that once I saved the previous page, it pulled up automatically 
and told me what I need to enter. I need to add the “Source Account.”

At this stage of the proposal, you do not have to have a 
Cost Share account created. Enter a project that you 
plan to use in the event of an award, especially if the 
cost share is in-kind. This project number can and will 
change when an award is made. Also, make sure 
whoever has the authority to approve the cost share has 
signed off on it and there is documentation included in 
the “Attachments” tab.



BUDGET-RATES 
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Coming from the Cost Share page, it will automatically take you to the Budget Summary. At this 
point, you want to click the “Rates” tab on the left-hand side to confirm all the correct rates are 
being used. 

If you need to change a rate, you can click on the rate listed on the right-
hand side and type in the correct rate. 



BUDGET-SUMMARY 
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You want to have your ORS Budget Worksheet open to compare to the summary to make sure 
everything you entered is correct. There may be a slight difference in the numbers because of 
rounding, which does not have to be updated. Kuali only accepts two decimal places while Excel 
accepts infinity. If the total number is off by more than a few dollars, you need to go back and 
check your entries.



COMPLETE BUDGET 
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If everything is correct, you are ready to complete your budget. There is a “Complete Budget” 
button at the bottom of the page.  

You will be prompted to confirm that your budget is ready to be submitted to the sponsor. Click 
“OK.”



COMPLETE BUDGET 
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It will take you back to the Budget Summary. Do not click on the “Close” button. It returns you 
back to your dashboard and you will have to go back into the proposal to finish it. Click the “Return 
to Proposal” button on the left-hand side.

The line for your budget you are using for the proposal should now be highlighted green. You can 
then Save and Continue to move forward in the proposal. 



PERMISSIONS
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You can use this page to add anyone that you want to have access to the 
proposal that you created. If you don’t need to add anyone, you can leave it as 
is. Click “Save and Continue” to move forward. 



SUPPLEMENTAL INFO

51

There are several tabs here that need to be addressed.  

Keywords: Get this information from your PI. It makes it a lot easier otherwise 
you are just guessing. You must enter three total keywords. 



SUPPLEMENTAL INFO

52

Legacy Project: This information is only for “New Submission-Legacy Project.” 
If this is the case, enter the ORS Project Number from the yellow routing 
packet. Otherwise, leave this blank.

New Organization: When you added your subawards on the Organizational 
Tab and you had an organization that wasn’t there, you should have chose “New 
Organization.” This tab is where you will enter the “New Organization” 
information. ORS will have it added and ask you to update. 



SUPPLEMENTAL INFO
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General: There are three pieces of information on this tab: Other Submission 
Type, PeopleSoft Chartstring #, and Activity Code/Award Mechanism.

1. Other Submission Type: If the submission is something other than what 
was listed on the Proposal Type page, describe it here.

2. PeopleSoft Chartstring #: This is something you will complete during a 
Follow Up Submission. This will be blank for a New Proposal. 

3. Activity Code/Award Mechanism: Complete this for all NIH proposals. If 
there is no Activity Code, list “None.”



SUPPLEMENTAL INFO
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Prime Deadline: If LSUHSC is the subaward, list the deadline that the Prime 
Entity provided for the documents to be submitted to them.

New Sponsor: This is like the “New Organization” tab but for a Sponsor that the 
institution has not previously applied to. 



SUBMIT

55

You are ready to submit your proposal for review. Utilize the tabs to confirm 
everything you entered for each section is correct. 

Once you have reviewed everything, click the “Submit for Review” button. It will 
begin the routing process. Once submitted, you can use the “View Route Log” 
hyperlink to see where the proposal is in the process and view the entire 
approval chain. Click “Close” to move back to your dashboard. Closing it via the 
“X” in the top right-hand corner doesn’t close the proposal.



FOLLOW UP 
SUBMISSION
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REASONS FOR FOLLOW UP 
SUBMISSIONS
• You forgot something in a “New Proposal” that has already been internally approved.

• Just in Time

• Obtain signatures for subawards and other types of agreements

• Progress Reports

• Carryover Requests

• No Cost Extensions

• Closeouts (Invention Statement, Final RPPRs)
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GETTING STARTED WITH A FOLLOW 
UP SUBMISSION

• Start by going to your “Common Tasks” and click the “All My 
Proposals” hyperlink under the Proposal Development box. 
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GETTING STARTED WITH A FOLLOW 
UP SUBMISSION

• Find the proposal you want to follow up on. If you have already done 
a follow up for this proposal, find the most recent one you 
completed.

• Click “Copy” to create a new Follow-Up Submission.
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GETTING STARTED WITH A FOLLOW 
UP SUBMISSION

60

• You will receive a pop-up for “Copy to New Document.” Enter the information that is requested. If 
Budgets, Attachments, or Questionnaires do not need to be included, uncheck those boxes before 
hitting “Copy.” You cannot go back and reverse this without starting over.



BASICS

61

• Everything from your previous proposal will populate. Only change the items 
that pertain to this submission. Everything else will remain the same. 

• On the initial screen, you will at least need to change the “Proposal Type.”

• We are changing from “Initial Submission-New Project” to “Follow-up 
Submission.” 

• You may update the date if this is a Follow-Up Submission for a Progress Report 
or later submission. 



DELIVERY INFO

62

• If this is the first follow-up submission after an initial 
application, you may have to change the “Submission By” and 
“Submission Type.” If it's an NIH project, you would change the 
type from ASSIST to eRA Commons if the application has 
moved through the Scientific Review process. 

• Also, you want to update the “Submission Description.”



SPONSOR & PROGRAM 
INFORMATION

63

• The only item you will change on this page is the due date. If 
there is no due date for this follow-up, you can leave it blank or 
put in a date that you feel is reasonable for the proposal to be 
reviewed.



KEY PERSONNEL

64

• The Proposal Certification for each PI will need to be completed again. 

• Also, since we added a TBA person for the original proposal this is a good 
time to add them to the Key Personnel tab if they have been hired since 
the submission of the application.



QUESTIONNAIRE
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• The Proposal Purpose should remain the same for any Follow-Up Submission. If it doesn’t, that constitutes a change 
in scope which would require a Prior Approval. 

• Some of the answers on the Proposal Questions tab may change as the project is implemented, specifically the 
question on Publications. That will need to be updated as publications are added into the NLM Database.

• The Proposal Type tab will have additional types available for you to choose from on a Follow-Up Submission. You can 
choose more than one, but make sure what you check applies to the submission you are working on. 



COMPLIANCE AND ATTACHMENTS
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• Compliance: Update your items from Pending to Approved. If you 
are completing a Just in Time submission, they must move from 
Pending to Approved.

• Attachments: All your attachments from your previous submission 
will be here. You can either leave them or remove the items that 
don’t apply to this submission. I always leave the Abstract. You will 
need to upload any documents required for this submission as well. 



BUDGET
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• The budget you previously submitted will be here, but it has moved back to “Incomplete.”

• Depending on the type of submission, you may not need a budget (JIT, Final RPPR). 

• If you checked include Budgets on your “Copy to New Document” pop-up, you will have to 
include a budget. 

• If there are no changes to the budget, you can mark your original budget as “Complete” to move 
on in the proposal. Remember to keep your ORS Budget Worksheet and Justification in the 
Attachments tab if you are including that original budget.

• You can add a budget, especially if your Follow-Up Submission is a Carryover Request. Click the 
+Add Budget button and follow the process from the directions for a New Submission. 



SUPPLEMENTAL INFO
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• Most of the tabs will remain the same from the previous 
submission. 

• There are two tabs you may be updating: 

• General: You want to add the PeopleSoft Chartstring# assigned if the 
proposal received an award. 

• Prime Deadline: If we are a subaward and the Prime Entity provided 
you with a deadline, update this to the deadline for this submission.



FINAL TIPS AND 
TAKEAWAYS



- REVIEW EVERYTHING BEFORE SUBMITTING. IF 
INTERNALLY APPROVED AND YOU FIND SOMETHING THAT 
IS INCORRECT, THE PROPOSAL WILL NEED TO BE 
REROUTED.

- DON’T SKIP OVER ADDING THE CONGRESSIONAL 
DISTRICT. YOU NEED THIS INFORMATION TO COMPLETE 
THE SF424.

- REMEMBER TO MARK ANYTHING REQUIRING SIGNATURE 
AS “INCOMPLETE” IN THE ATTACHMENTS TAB.

- DON’T FORGET ABOUT THE “RETURN TO PROPOSAL” 
BUTTON WHEN YOU HAVE COMPLETED YOUR BUDGET. 
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- MAKE SURE THAT ALL BOXES CHECKED AND EVERYTHING 
INCLUDED IS ACCURATE FOR THAT SUBMISSION. FOR 
EXAMPLE, ON A FOLLOW-UP SUBMISSION, CHECK THE 
CORRECT BOX ON THE QUESTIONNAIRE PROPOSAL TYPE 
MATCHES WHAT YOU ARE TRYING TO ACCOMPLISH.

AMENDMENT FOR A SUBAWARD ≠ COMPETITIVE RENEWAL

- REMEMBER TO CLICK THE “CLOSE” BUTTON AND NOT THE 
X IN THE TOP RIGHT CORNER. CLICKING THE X DOES NOT 
CLOSE THE PROPOSAL.  

71



THANK YOU

Carly Pigg, CRA, CPRA, CFRA

504-568-4439

cgerva@lsuhsc.edu
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