KUALI RESEARCH

COLORADO STATE UNIVERSITY

KR PD has a customizable notification that can be used for
multiple communication purposes. In order for it to send
correctly and be useful, the recipients, subject line, and
message body must be accurately entered.

Kuali Research Quick Reference Guide

Using ‘Send Notifications’ Option

multiple business processes.

A new Notifications History section in
the KR PD record will track all notifications
sent from within the KR PD record,
providing date/timestamp information for

Procedure:

In an open KR PD proposal, navigate to the Summary/Submit section. At the bottom of the page, click
the More Actions V¥ text link. Then click the Send Notifications item.

B Basics

é Supplemental Information

[ Motifications History

Submit

T
(i) Document was successfully saved.

iRl L™ ™ T il B i TN e i

ctivity Type Resv .ich
Proposal Number 142277
Project Start Date 06/01/2020
Project End Date 053172025
Include Subaward(s)? No
Sponsor Name USDA-NIFA-MNH

Sponsor Deadline Date

Sponsor Deadline Type

Cancel proposal More Actions ~ | ..

Send Notifications *r

-~

A blank notification person
search will open as a
lightbox (on top of the
current page).

An effective search uses
minimal criteria:
1. Click the ‘Employee’
radio button.
2. Enter all or part of the
recipient’s Last name.
a. If unsure of spelling,
use a partial name
with * or % wildcard
characters. (e.g.,
Carst*, to return
every person whose
last name starts with
these five letters)

Send Notifications

Search for notification recipients

Role choose Employee — do not use the
. @® Employee other radio button types
Non Employee

First Name

for common last names, a partial first name helps reduce the number of

. Last Name enter all or part of a last name -- if partial, use * or % wildcards

User&fne
Emailn&fess user@domain.con Do NOT ENTER
Officr‘fcne DATA IN

o THESE FIELDS

CameCode
>4

search results -- use * or % wildcards for partial first names

4
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3. For common last names, entering part of the First name can limit search results, but the system
uses the HR ‘legal’ first name, not preferred first name. (e.g., James instead of Jim, Robert instead
of Rob).

a. Use wildcard characters * or 26 to avoid ‘no results’ (e.g., J*, Rob%o).

** Do not enter data in the remaining fields. **

4. Click the Search for Recipients button.

In the search results, click the box next to the name of the person you want to add as a recipient:

Send Notifications

ly the top 200 results were returned. If you cannot find what you are looking for, please refing the search criteria
.. Unit

ull Name: User ID: % Email Address: ¢ Number: % Unit Name: % Organization: < City: <
Christine L ) Sponsored Sponsored Ft.
| )
v ccarsten@colostate eduChris.Carsten@ColoState EDUCQ-2002 Programs Programs Collins
Showing 1
Click the box to select a personj n

Ethen click Add Recipients __
Add Redpients Go back Cance

You can choose multiple recipients. Use the Add More Recipients button as many times a needed.

NOTE: This search DOES NOT use the CSU Outlook address book; it is looking at the Kuali
person table. Group and shared mailbox Outlook email addresses are not available.

UPDATE: There is default formatting for this notification as of August 2019. The subject line and
message should be completed as needed for the intended action. Please note the placeholders for you
to customize the notification, in the Subject line and at the beginning of the Message body.

* When you click

the Send Send Notifications
Notifications

button, the lightbox Recipient Actions
will close. (If you Christine L Carsten @

click Cancel, the
lightbox closes, and Subject:

no message is KR PD 141879 - [specify intent of message here]
sent.) Message:
NOTE: The ‘sender’ <b>Tider</b> CLC.BFeb2019 Chris C TEST

proposal (non-New test proposal for Pl

will be the Kuali questions) </br> <b>Deadliner</b> </br>
SyStem </br> <i>Message sent by:</i> </br>
(vpr_do_not_reply), h o

not the person who

is creating the Add Mere Recipients Cancel

notification.

If you want the response outside of KR PD (i.e., in Outlook), put that instruction in the Message area.
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The Notifications History section will show the entry for the sent message:

@ Basics ~

2 Key Personnel > Notifications History

+" Animal, Human, Biosafety

@ Attachments Date Created Recipients Subject Message
(3 Questionnaire 08/07/2019 09:27 ccarsten@cu\uslalr This was the previous formatting (no formatting) Iis is a sample of the information shown on Notifications History. reply to
AM is.carsten@colostate edu
(2] Budget 08/15/2019 10:35 ccarsten@colostate.edu KR PD 141879 - [specify intent of message here] [add message text here]
a Access Al
Title: CLC 8Feb2019 Chris C TEST proposal (non-New test proposal for PI
é Supplemental Information These are the placeholders QDZE:J::J::)
you need to edit ’ This is the result with the new
® Summary/Submit before sending the formatting
notification Message sent by’
w2 Super User Actions Christine L Carsten

B2 Notifications History Q

’I‘ J{ f@.l - E%I 8 KR PD 141879 - [specify intent of message here] - Message (HTML)

File Message Help FileHold Q Tell me what you want to do

This is the result in Microsoft — - i - s )
- = Reply 43 Reply: Meeting... =17 &7 Mark Unread 4 1)

OUtIOOK- § D@e Aﬁe Rkl @ ﬁNewMaatingw... - E m A%! EECatEgnrize' Trg’!ﬂ:te =- éd Zcﬂi'\n

& = e @ [ create an appoi... |7 - B Feffays P Follow Up - . - | Aloud

Delete Respond Quick Steps [F] Iao it Editing peech Zoom |
- H This is what the Outlook email looks like.
NOTI_E' DO NOT _reply to this KR PD 141879 - [specify intent of message here]
email. A reply will not update © Ry | © Repyal | > Forward
- vpr_do_not_reply@mail.colostate.edu

the PD record, and the email Vo o Carencirs Thu £/15/2019 10:35 AM
will not go anywhere to be

[add message text here]
answered.

Title: CLC.8Feb2019 Chris C TEST proposal (non-New test proposal for PI questions)

Deadline:

Message sent by:

Christine L Carsten
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