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KUALI COEUS GRANTS QUICK START GUIDE 

Submitting a Proposal Development document for a 
Commercial Clinical Trial 

A Proposal Development document will route to the Office of Clinical Research if the Sponsor or Prime Sponsor is 
Commercial AND no federal money or money from another institution is involved.  In order to ensure the document 
routes correctly, please ensure that: 

• The accurate sponsor is entered
• The accurate Prime Sponsor is entered, when applicable
• The Clinical Trials? checkbox is selected

A Validation Warning message may generate before the Proposal Development document is submitted into routing if 
these criteria are not met.  The message will state, "The Clinical Trials checkbox is selected but the Prime Sponsor has 
not been entered. Please enter a Prime Sponsor if applicable."  If this message generates, please review the Proposal 
Development document and update as needed.   

For specific questions regarding a Commercial Clinical Trial, please contact the Office of Clinical Research contracts 
team:

Phone:  (317)278-2546 
Email:  ocr@iu.edu 
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STEP 1:  Create a new Kuali Coeus (KC) Proposal Development document to route a Clinical Trial Agreement (CTA) 
• Open Grants and Contracts Kuali Coeus from One.IU.edu
• Click plus sign icon to Create a Proposal
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STEP 2:  Complete Required Fields for Save 
• Enter Description

o Enter ‘CTC’ and a brief description of the proposal
o Example:  CTC, New XYZ Pharmaceutical Contract

• Select Proposal Type - Select New for CTA/Subcontract
o If routing an amendment for PI change then select the Proposal Type of Revision.
o If routing an amendment for budget increase then select Supplement.
o If both PI change and budget increase, select Supplement.

• Enter Lead Unit
o Format (all caps) = Campus-Unit
o Example:  IN-HEMO
o NOTE:  This field becomes uneditable after initial Save

• Select Activity Type of Service/Other
o This is the required Activity Type for all commercially funded CTA’s

• Enter Project Title
• Lookup or Enter Sponsor Code
• Enter Project Start Date
• Enter Project End Date
• If Proposal Type = Revision then MUST select a Revision Type

o Select Supplement if the amendment includes additional funds
o Select Other for all other amendments

• Click Clinical Trial? Checkbox
• Enter Sponsor Deadline Date
• Select Sponsor Deadline Type
• Enter Prime Sponsor ID if the funding source differs from main sponsor

o Ensure Prime Sponsor (i.e. pass through source) is entered when applicable or the Proposal
Development document may not route correctly to the Clinical Trials Contracting office

• Click Save
NOTE:  The Proposal Development Document Number (Doc Nbr) at the top right of the screen is the
main identification number used for the routing proposal
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STEP 3:  Enter additional optional fields if applicable 
• Enter Sponsor Proposal ID if there is a sponsor identification number tied to the contract
• Enter any applicable delivery/mailing/submission information in the Delivery Info panel

o A Sponsor contact may be entered in the Mailing Name & Address by adding the contact to the
rolodex OR the information may be manually entered in the Mail Description box

• Enter any other fields as needed
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STEP 4:  Enter Key Personnel 
• Click Key Personnel tab
• Click Employee Search icon

o Enter Last Name, First Name or User Name and click Search button
o Click Return Value for appropriate search result
o Select Proposal Role
o Click Add Person button

• Repeat steps for all Key Personnel on the project
NOTE:  One Principal Investigator is required on all Proposal Development documents
NOTE:  Do NOT answer the Certification Questions unless you are listed as a Principal Investigator or Co-Principal
Investigator; these questions should be completed when the Proposal Development document routes
• Enter Combined Credit Split information
• Click the Default Distribution button if 100% credit will be distributed to the prime Principal Investigator and

Lead Unit and the calculations will automatically populate
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STEP 5:  Enter Special Review 
• Click Special Review tab
• Select Type of Human Subjects
• Search or Enter IU Protocol ID if applicable OR
• Select Approval Status of Not Yet Applied if IU Protocol ID has not yet been created
• Enter Comments if applicable
• Click Add button
• Repeat steps for all Protocols on the project

STEP 6:  Enter Custom Data information 
• Click Custom Data tab
• Enter Account ID(s) if Account Number(s) exists in KFS
• Select Grant Services Team of CTO
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Step 7:  Attach Contract, Budget or other applicable documentation AND Add Notes 
• Click Abstracts and Attachments tab
• Show Internal Attachments panel
• Select Attachment Type of Clinical Trial Contract/Budget
• Enter Description
• Browse and Attach file
• Click Add button
• Repeat steps for Clinical Trial Protocol if applicable
• Add any additional attachments necessary
• Show Notes panel if any internal notes should be added to Proposal Development document
• Enter Note Topic
• Enter Note
• Click Add

o If anyone from the department would like to be included in the correspondence with the Sponsor,
the following Note should be added:
 Enter Note Topic of, “Contact Person”
 Enter Note Text of, “Please include {insert name and email} on all correspondence with the

sponsor.”

Please attach the following documents
as available: 
- Agreement (CTA/Amend in Word Version)
- Sponsor Budget (Draft is OK)
- Clinical Trial Protocol
- Informed Consent Document (Draft is OK)
- Internal Budget (Draft/Estimate)
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Step 8:  Complete Questions 
NOTE:  The Proposal Development document cannot route until all questions are complete 
• Click Questions tab
• Show Proposal Questions panel
• Answer every question that displays

Step 9:  Enter Budget (contact the Office of Clinical Research (ocr@iu.edu) with any questions regarding budget 
calculations, rates, etc.)  

• Click Budget Versions tab
• Enter Name
• Click Add
• Click Open

• Update Period 1 End Date to Project End Date
• Delete any Periods beyond Period 1
• Enter Direct Cost and IRB/OCR fees in Direct Cost field
• Enter Indirect Cost in F&A Cost field

o F&A Cost = 36% of total, excluding any IRB/OCR fees
• Click Save
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• A message will populate stating, “Changing the budget period dates will result in changes being made to line
item expenses and recalculation of the budget.  Do you want to proceed?”

• Click Yes

• Click Final? checkbox
• Select Budget Status of Complete
• Click blue Return to Proposal button
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Step 10:  Submit Proposal Development document 
• Click Proposal Actions tab
• Show Data Validation panel
• Click Turn on Validation button

o If any Errors generate, click Fix button and fix all issues
o If any Warnings generate, click Fix button, review all issues and fix appropriate issues

NOTE:  Errors must be corrected prior to submission; Warnings should all be reviewed but are not required to be 
fixed  

• Click Submit button
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Proposal Development document has now been submitted into routing.  To view route log, show Route Log panel.  
The Actions Taken and Pending Action Requests will display.  Show Future Action Requests panel to view future route 
chain.  This document will route to the Office of Clinical Research for final approval.   
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