How to Complete the Proposal Questionnaires in Kuali

The Principal Investigator is required to complete all questionnaires available in their proposals. Below
are instructions on how to access and complete them.

1. Goto https://siue.kuali.co/dashboard/
2. Log-in with your SIUE e-ID and password

E SOUTHERN ILLINOIS UNIVERSITY

DWARDSVIL

Enter your e-ID and Password

e-ID:

What is an e-ID? Find out here.

Password:

Forget your password? Find help here.
Warn me before logging me into other

sites.

|LOGIN| clear

3. Onthe right, under Proposals not routing, click on the proposal that you wish to complete the
questionnaires for.

Proposals not routing ¥ Filter Sortby v

Proposal #375 — Pl: None — Sponsor: TBD SPONSOR - Title: Test Proposal — Lead unit: 637435

P |
{oposa Due date: None Last action: 10/18/2018 11:31 AM

4. On the left navigation, click on Questionnaire.
(3 Questionnaire

5. On this page, you will see a number of tabs, one for each questionnaire that you must complete.

Questionnaire

SIUE Proposal Questions Sub-award Questions

6. Note: If the blue Update Available button is available, click to pull in updates to the
questionnaire.

Update Available
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7. Click the “Copy the answers” button, followed by OK to copy over any of your previous
answers:

Please make a selection.

Anewer version of this questionnaire has been published. An Update is required
® Copy the answers from the old version of questionnaire to the new one. Only questions that
have been changed in the new version will have to be answered.

O Do not copy answers from previous version of the questionnaire. Every guestion in the new
version of the questionnaire will have to be answered

8. Note: You will have to re-answer any questions that you had previously answered if the question
has been updated.
9. Scroll through and answer the questions.

10. Note: Click on each question’s © Information dot for an explanation or additional
information.

11. Yes answers may trigger a need to provide additional details. As needed, provide
additional information in the boxes that pop up.

Please explain. ®

12. Then, at the bottom of the screen click Save.

Edit Save Close

13. Scroll back up to the top of the screen and complete the remaining questions. Click Save at
the bottom of the screen after completing each questionnaire.

14. Note that a green checkmark will appear on the questionnaire’s tab to indicate it is
completed and saved.

Questionnaire

SIUE Proposal Questions Sub-award Questions ¥

Sub-award Questions (Complete)

15. Once all questionnaires are complete, at the bottom of the screen click Save, then click
Close.

Edit Save Close

16. In the pop-up box, click Yes.

Please Select

Would you like to save this document before you close it?

Yes No Retum To Document
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