SCSU - Quick Reference Guide
Kuali Proposal Approval Process

It is recommended that electronic approvals be initiated 3 – 5 business days in advance of a proposal’s posted or requested deadline. Please plan and coordinate with SPAR staff accordingly. 

This process is entirely internal and separate from the external submission to a sponsor; approving a proposal in Kuali Research does not automatically submit it or advance it to the sponsor for review.

1. Receive email notification to certify as a PI or Co-I [five questions related to research compliance and avoiding conflicts of interest]. All proposal team members must respond to these questions before a proposal can advance to the internal electronic approval stage.  
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2. Proposal is entered into internal approval routing by SPAR staff

3. Receive email notification to review and approve a proposal with a link to the eDoc – follow the first weblink that appears in your automated email

4. The link takes you to the Kuali Research website; login using your SCSU login and password if you are not already signed in.

a. Note: if you cannot locate the approval request in your email, go to https://southernct.kuali.co/dashboard/ and look for “Proposals routing to me” in the top left-hand section of the screen

5. The proposal summary page opens; menu navigation is on the left and tabs to the proposal detail sections display in a row through the middle of the screen. Navigate through the tabs to review all the proposal details and attachments.

6.  Action buttons are on the bottom of the screen.  After review of the proposal information, click the ‘Approve’ button. If you have software navigation questions or cannot approve the proposal, please call SPAR (203-392-6800) and speak to the pre-award staff or email spar@southernct.edu.  For specific project activity questions, please contact the proposal’s Principal Investigator.
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7. If you have more than one approval role (for example, you are the PI and the chairperson of the department) a statement appears:  Do you want to receive future notifications?

a. Yes - > you must repeat the same approval steps in the second role
b. No - > you are approving for both roles with the single approval step

8. You may receive a warning notification about file titles; please disregard this notice. It does not apply to the processes used at SCSU

9. Once the proposal is approved, the screen returns to the proposal summary page.  Close the proposal and log out of Kuali Research.

10. If there is more than one Co-PI, the proposal will remain within your “Proposals routing to me” view until all of your team members have completed their approvals. 
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Proposal Person Certification

Clear All Answers

| certify that | have reviewed SCSU policies and guidelines related to financial conflicts of interest. | understand that if | seek or receive federal funds in support of this project, | have an obligation to adhere to applicable
federal regulations and this institution's policy regarding financial conflict of interest. ®

O Yes
O No

If the proposal submitted herewith is funded and accepted by SCSU, | agree to conduct the project in accordance with the terms and conditions of the sponsoring agency and the policies of this institution. ®
O Yes
ONo

| agree to full responsibility for meeting the requirements of the award, including proper stewardship of the sponsored funds, submission of all required technical reports and deliverables on a timely basis and properly
disclosing all inventions to the University in accordance with Federal and University policies &

O Yes
ONo

| certify that in consultation with my Chairperson and Dean, the facilities/space and other institutional resources necessary to complete the proposed project will be available in the event an award is made. ®
O Yes
ONo

| certify that the proposal submitted herewith is (1) complete in its technical content, (2) adheres to the rules of proper scholarship, including specifically the proper attribution and citation for all text and graphics, (3) complies
with federal standards for the integrity of research (e.g., NSF/NIH Misconduct in Science Policy) and (4) is in accordance with any specifications established by the sponsoring agency. ®

O Yes
ONo
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Approval signifies that the proposed project fits within the academic framework and resources of the unit, requirements for new or renovated facilities/space have been discussed with the appropriate people, contributions listed will
be met by the department/college unless gtherwise appsoved, that Conflict of Interest requirements have been addressed, and that Sponsored Programs may process the proposal.
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