Kuali Coeus Action List
(@ KUALICOEUS
K Quick Reference Card

Overview:

Your Kuali Coeus (KC) Action List functions like a mailbox and serves as a central location
where you can access a listing of all items that require your attention; i.e. proposals in need
of an approval, notifications about proposals, certification requests, etc.

You will be notified by email to your MIT email account on items that require your attention.
The email will come from: kc-notifications@mit.edu. For each approval or notification
email you receive you will also receive a message in your KC Action List.

The information is displayed in a table format and provides a quick view of the type of
document, its title, status, the type of action that is being requested of you, who initiated the
document, and a way to view its route information. It also indicates whether you’ve received
a request because you are delegate or a member of a group.

This Quick Reference Card will demonstrate how to maintain your KC Action List.

Additionally, this topic will cover how to use the Action List and Outbox tabs and how to
set preferences, filters and delete resolved items on which you have taken action.

Procedure:

Accessing & Using Your Action List

1. While in the Kuali Coeus Home screen, click the Action List link located in the top
toolbar.

-.I(UAI_ICOEUS [ IWhar HOME  DASHBOARD  SYSTEM ADMIN PORTAL

ke6021-s18-20150425-1634 User: kszulc ~ | Doc Search | Action List | Get Help

Welcome , Edward

Figure 1 — Action List Link

Your KC Action List will open displaying the items needing you to review or take action
on.
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HOME DASHBOARD SYSTEM ADMIN PORTAL

ke6021-518-20150425-1634) Usar: kszule ~ | Doc Search | Action List | Get Help

Action List «———

preferences || refresh || filter

Action List | Dutbox

= Route Action Group =
Id Type Title Status | Requested Delegator Actions |Log
KC Regarding your invelvement in Development Proposal Thecbromine and its effect of N MNONE ¥
¥ enow ] (L1848 1y criication Dopamine production FINAL - |FYT 19/ L
1111849 KC Regarding your involvement in Develecpment Proposal Thecbromine and its effect of FINAL Byl 05:44 PM NOMNE ¥ Y
» show = |Notification|Deopamine production - 01/19/2015 Lt

Figure 2 — Action List

The KC Action List has two tabs:

Action List - displays the items needing action, such as Proposal awaiting your approval, certification
requests, etc.

Outbox - displays those items on which you have already taken action.

XNote: The Action List will open with Action List tab as the default display.

There are three types of entries that may appear in your Action List:

Notification entries have a Type of KC Notification and an Action Request of FYI. The Title of the
Notification will provide a brief summary of what the Notification is about (e.g. Regarding your
involvement in ..., Proposal is submitted, All Proposal Persons Certification Completed) and in the Id
Column the Document Number will display. Notifications remain in your Action List tab until you take
Action on it in the Actions column drop-down and clicking the take actions button.

Approval requests will have an Action Request of Approve. The Title of the Approval request will include
the beginnings of the Proposal Title, Proposal Number, PI's Name, Sponsor Name, and the Due
Date to the Sponsor. Approval requests will move automatically from the Action List tab to the
Outbox tab when you approve or return for corrections the proposal.

Complete entries will have a subject similar to the Approval Requests. These entries appear for items
which you started but not finalized yet in the system. For example, you started a proposal but it has not
been submitted to review yet. These entries will be removed from the Action List tab when the record
is finalized (e.g. submitted for review).

To sort your Action List click on the header of the column you wish to sort by. For example, you can
sort by Deadline Created.

Action List | Outbox

- Route Action Date Group -
» Id s flitle Status Reguested Belegaton Created Reguest e I
1111849 KC Regarding your invelvement in Development Proposal FINAL |FvI 05: 44 FM MOMNE T Y
» show =|MNotification| Thecbremine and its effect of Dopamine preduction bl 01/1%/2015 L.
KC Regarding your invelvement in Development Proposal N 05:45 FM MOMNE T Y
» show 1111851 MNotification|Thesbromine and its effect of Dopamine preduction FINAL |FYI 01/1%/2015 LS.
KC Regarding your invelvement in Development Proposal N 05:45 PM MONE ¥ Y
» show 1111850 MNotification|Thesbromine and its effect of Dopamine preduction FINAL - FYI 01/1%/2015 Lt

Figure 3 - Sorting
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You can click the show button available next to Notifications and Approval requests, to display
additional information about the request (e.g. certification requests, proposal summary
information, etc.).
= Route Action Date Group =
1d Type Title Status Reguested Delegator Created |[Regquest Actinn=py Loo
KC Regarding your involvement in Development Proposal 05:44 FM NOME ¥ By
nide | (FEEL842) ovification Theebromir:.e and its effect of Dopamine production FINAL |F¥I 01/19/2015 I—I e
Id: 4910
From: admin
Recipients: hazkelle
Channel: KC Notification Channel
Producer: Notification System
Type: FYI
Priority: Normal
Send Date: 2015-01-19T17:44:53.000-05: 00
Removal Date: none
Title: Regarding your invelvement in Development Proposal Theobromine and its effect of Dopamine production
Content:
Please review the proposal by clicking on the following link Click Here. Please answer the certification questions if you agree to
participate in this project. Proposal Details as follows:
Document Number: 1111826
Proposal Number: 24807
Proposal Title: Theobromine and its effect of Dopamine production
Principal Investigator: Haskell Edward
Lead Unit: 150001 - Center for Coeus Training
Sponsor: 007700 - V Foundation
Dealine Date: 05/01/2015
Figure 4 - Notification Details
Proposal Studying the Effect; Proposal Mo: 24828; PI: Haskell, Edward; 11:38 AM b
1112032 gz:::znmtent iuplclmser: Camden Coalition of Healthcare Providers; Due Date: [ENROUTE  |AFFROVE C'Z-:'19_r"2015 _‘l
Proposal Summary Budget Summary
Proposal Summary
Title Studying the Effects of Environmental Hazardous Materials on Urban Populations
Principal Investigator Haskell, Edward
Lead Unit 165000 - Center for Environmental Health Sciences
Activity Type Crganized Research
Proposal Number 24838
Cpen Proposal

Figure 5 — Approval Request Details

XNote: Clicking on the Id number link for notifications will display the details in a separate
browser window. Clicking on the Id number link for approval requests will open the proposal and

automatically bring you to the Summary/Submit screen.

To take an action on a Notification from the Action List (and to move it to the Outbox),

in the

Actions column for the item, select the appropriate action from the drop-down (e.g. FYI) and then

click the take actions button at the bottom of the screen.

- Route Action Date Group -
id Tvpe Titlc. Status Reguested Delegator Created Reguest Actions s Log
Regarding your invelvement in . = a
E 1111845 Egtificatinn Cevelopment Propesal Thecbromine and [FINAL |FYI gif‘;;,"ZEIE NONE _‘J..
its effect of Dopamine production . | NONE
Regarding your involvement in
KC . 035:45 PM =
@ 1111851 Notification !Zleuelupment Prupu_sal Theubrqmme and |[FINAL |FYI 01/15/2015
itz effect of Dopamine production

| take actions f———
Figure 6 — Taking Action
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XNote: If you have multiple Notifications that you want to take an action on all at once, you can select
the Action from the drop-down located at the top of the screen and then click the apply default button.
The available actions for each item displayed will change to the action selected. The click the take
actions button at the bottom of the screen.

FYI ¥ | [ apply default

Action List | Qutbox

Route Action Date Group

ad Type litle Status Requested Delegator Created |[Request Acticn=gylLog
Regarding your invelvement in Development
KC ; h 05:44 PM FY1 T A
3 P sbro o 4 3
ik 1111849 Netification Dr,pusall TFe_brur?lre and its effect of FINAL |FYI 01/15/2015
Dopamine production
Regarding your invelvement in Development
ke == S A - N 05:45 PM FY1 YA
S 1111851 Netification Proposal Thecbromine and its effect of FINAL |FYI 01/15/2015

Dopamine production

Figure 7 — Taking Action on Multiple Items at Once

5. As you take action on an item (such as approving a proposal) in your Action List, it will move to
the Outbox tab automatically. Click the Outbox tab to view those items.

Action List | Outbox delete selected items

44 items retrieved, displaying 1 to 10.[First/Prev] 1, 2. 2, 4, 5 [Hext/Last]

Route Action Date Group |Delete

1d Type litle Status |Requested Delegator Created |Request| Item Lo
Proposal
Impertant Research ; Propesal Mo: 24853; PI: Haskell, Edward: 10:23 AM iy
2121 |Develo NAL  |APPROV el 3
1112121 |Development Spenser: Software 2000; Due Date: null FINAL PPROVE 03/05/2015 =3
Document
1112380 grapalsal + Theobromine and its; Proposal Mo: 24883; PI: Haskell, Edward: FINAL APPROVE 07:56 PM Y
ttess Df;’:r‘:::f" Spensor: NIK; Due Date: DE/05/2015 b o Y 03/17/2015 A3

Figure 8 - Outbox
XNote: The list items in your Outbox will continue to increase as you take action on items.

6. You can remove items in the Outbox by selecting the Delete Item checkbox for each item you
want to delete and then clicking the delete selected items button.

Action List | Outbox delete selected items

44 items retrieved, displaying 1 to 10.[First/Prev] 1, 2, 2, 4, 5 [MNext/Last]

1]

Route Action Delegator Date Group |Delete
Status |Reguested |7 —32%T| Created |[Reguest| Item

Id Type Title

Proposal

o C| . Do o: 2 3. N ; .
Important Research ; Propesal Mo: 24853; PL: Haskell, Edward; FINAL |APPROVE v

712 velo
1112121 |Development Sponsor: Software 2000; Due Date: null 03/05/2015 LS,
Document
1117380 grspclsal + Thecbromine and its; Propesal Mo: 24882; PI: Haskell, Edward; FINAL APPROVE 07:56 PM o B
e Sponsor: NIH; Due Date: 06/05/2015 AL [APPROV 03/17/2015 LS

Figure 9 — Deleting Items in the Outbox
XNote: You cannot delete items from the Action List tab that still require an action.

7. To update your KC Action List with the most current items that require your attention, click the
refresh button located at the top of the Action List screen.

Action List preferences || refresh || flter help desk action list login

Figure 10 - Refresh Button
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1.

2.

Setting Your Action List Preferences

The Action List Preferences (Workflow Preferences) section allows you to customize the appearance
and functionality of your Action List. This includes the ability to adjust automatic refresh rate, page
size, email notifications, and delegate filters; to specify which fields are displayed; and to specify the
colors associated with documents in each route status.

The Workflow Preferences screen has four sections that group related preference options: General,
Fields Displayed In Action List, Document Route Status Colors for Action List Entries, and Email
Notification Preferences.

General

The General section allows you to:

o Choose how frequently the page refreshes.

. Select how many Action Requests appear per page.

o Limit the list of documents to display in the Action List by setting filters for Delegators

Workflow
Preferences

£’ '\'
Automatic Refresh Rate: |15 in whaole minutes - 0 is no automatic refresh.

Action List Page Size |[10

Delegator Filter | Secondary Delegators on Action List Page ¥ |

Primary Delegate Filter |Primar»5-r Delegates on Action List Page v |

Figure 11 — General Section

To modify the General section criteria change the information defaulted in the fields accordingly,
following the guidelines provided in the table below:

Field | Description

Enter a number in whole minutes to indicate how often your Action List
should automatically update.

As stated on the screen, a setting of ‘0’ does not allow for an automatic
refresh to occur and you will need to manually refresh your Action List by
clicking the available refresh button.

Automatic
Refresh Rate

Il::tg'gr;il'z':t Enter a number of rows to display per page in the Action List.

Delegator Select one of the foI_Iowin:q options from the list as desired: Secondary )

Filter Eelegators on Action List Page, or Secondary Delegators only on Filter
age.

Primary Select one of the following options from the list as desired: Primary

Delegator Delegators on Action List Page, or Primary Delegators only on Filter

Filter Page.

Fields Displayed In Action List
This section allows you to enable or disable individual columns that are displayed on the Action List
screen.
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3. As desired, select the fields you want displayed and deselect the ones you do not want displayed in your
Action List.

Fields Displayed In Action List

Document Type | ¢
Title | ¢
ActionRequested | ¥

Initiator | |/
Delegator | ¥
Date Created | ¥

Date Approved | |
Current Route Node(s) || |
WorkGroup Request
Document Route Status
Clear FYI
Use Outbox | |

Figure 12 - Fields Displayed in Action List Section

XNote: If you deselect the ‘Use Outbox’ checkbox, you will not see the Outbox tab.

Document Route Status Colors for Action List Entries
This section allows you to apply colors to Action Requests based on the Route Status.

4. As desired, click one of the color options for each document route status. The row containing the
document of the status is displayed in the color of your choice in the Action List.

Document Route Status Colors for Actionlist Entries

Saved

Initiated

Disapproved

Enroute

Approved

Final

Processed

Exception
Canceled
Figure 13 - Document Route Status Colors for Action List Entrees

X Note: The default color selection is white for all route statuses.

Email Notification Preferences
This section allows you to select the frequency of (or disable) e-mail notification regarding new requests.

Receive Primary Delegate Emails | #

Receive Secondary Delegate Emails

Default Email Notification | Immediate v |

Doc Type Notification Preference Actions
Document Type Notifications ,— [N | None v
Complets
Approve

Acknowledge

L
Ld
Send Email Notifications For -
4 Pyl

Figure 14 - Email Notification References
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5. To modify the Email Notification Preferences section, change the information defaulted in the fields
accordingly, following the guidelines provided in the table below:

Field Description

Receive

Primary When selected, you will receive notifications for those items you are listed as a
Delegate primary delegate (e.g. on Proposal).

Emails

Receive

Secondary When selected, you will receive notifications for those items you are listed as a
Delegate secondary delegate (e.g. on Proposal).

Emails

Default Email Select one of the following e-mail frequencies from the list as desired: None,
Notification Daily, Weekly, or Immediate.

Document Type | Select the specific Document Types for which you want to receive notifications
Notification for along with the Notification Preference frequency.

Sen_d_Em_all Select the request types for which you want to receive notifications by checking
Notifications .

for the applicable checkboxes.

6. Once you finished setting your preferences, click the save button at the bottom of the page.

XNote: Clicking the reset button will return the sections to the default preferences and clicking the
cancel button will cancel changes made to the screen.

Your Action List should update accordingly.
Action List | Outbox

Id Type Title :t‘:::: ReAf.lteicsTed Initiator Delegator Cr[;aatteed REr_‘:.lueEt Actions |Log

e 1113591 |KC Motification [150001 - Propesal 252532 is submitted FINAL |FYI I‘S_.;::ﬁf‘:icr gi;gzgls _\i
+ gy | [LL12568 KC Notification |150001 - Notification FINAL |F¥I I‘S_\;i?ﬁ?:i:r gifé;j.gr[‘;ﬁ _i
1113535 :‘_ﬁmﬁnﬂmmv T Tzl D = s rimane sk SAVED |COMPLETE iz—”t;“ - [1)3;2;"2‘;'15 _\1

Figure 15 - Updated Action List

Creating & Using Action List Filter
Setting a filter allows you to display a subset of the Action List based on the filter criteria entered.

1. To create an Action List Filter, click the filter button located at the top of the Action List screen.

Action List preferences || refresh || fdpar help desk action list login

Figure 16 - Filter Button
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The Action List Filter window will display.

Action List
Filter

.\-

|

Document Title Exclude?

Document Route Status | All ¥ | Exclude?

Action Requested Exclude?
Action Requested Group Exclude?
Document Type | % Euclude?
from: ,7 ]
to: ,7 3
from:'i 3
tG:Ii E

Date Created Exclude?

Date Last Assigned Exclude?

filer clear reset cancel

Figure 17 — Action List Filter

2. Specify the filer criteria by completing the desired fields and following the information in the table below:

Field | Description

Document Title

Enter a partial or full character string that you are looking for in the document
Title field in the Action List. For example, when you enter 'Test' in the
Document Title field, the Action List displays all documents that contain 'Test'
in the Title field located in the Action List. This field is case sensitive.

Select the Exclude? checkbox to exclude items with the entered text from the
list.

Document
Route Status

Select a route status from the Document Route Status list. The list contains
the choices: All, Approved, Disapproved, Enroute, Exception, Processed, and
Saved.

Select the Exclude? checkbox to exclude documents with the selected status
from the list.

Select an action from the Actions Requested list. The list contains:

Action Acknowledge, Approve, Disapprove, and FYI.

Requested Select the Exclude? checkbox to exclude documents with the selected action
from the list.

Action

Requested Defaults to No Filtering as the only option.

Group

Document Type

Select a document type from the Document Type lookup ‘&' .
Select the Exclude? checkbox to exclude document type selected from the list.

Date Created

Enter a date range or select dates from the calendar by clicking the
Calendar "7 to limit the items based on the date they were created. The
acceptable format is mm/dd/yyyy.

Select the Exclude? checkbox to exclude items that were created during this
given time range.

Date Last
Assigned

Enter a date range or select dates from the calendar by clicking the
Calendar 2 to limit the items based on the date that this action item was
generated for you. The acceptable format is mm/dd/yyyy.

Select the Exclude? checkbox to exclude items that entered your action list
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' Description

during this given time range.

3. Click the filter button at the bottom of the screen to apply the filter criteria and display the results.

Document Title |[Trzabramine Exclude?
Document Route Status | All v | Exclude?
Action Requested || FYT ¥ | Exclude?

Action Requested Group | No Filtering * | Exclude?

Document Type | % Euclude?

from: [n4r20/2015 EI
Date Created

Exclude? ¥
to: |04/20/2015 .—FI
- from: EI
Date Last Assigne Exclude?
tu:liw_al
S
——( filter | [ clear | [ reset |[ cancel |

Figure 18 - Filter Button

A System Message will appear in the upper left corner of the Action List displaying the information on
how the displayed list was filtered.

Action List

| preferences || refresh || clear filter |
NOMNE ¥ |[ apply default

Action List | Outbox
Action Requested, Document Title 4—m————

= Route Action Date Group =
d Loee Title Status Reguested Delegator Created Reguest Actioneey Log

Regarding your invelvement in Development

KC : 02:06 PM NONE ¥ |[[ &
1113241 ... .. |Propesal Theobromine and ts effect of FINAL |FYI

Notification L r s T 04/23/2015 S

Figure 19 - Filter Message

4. To clear you filter click the clear filter button to remove your filter.

Action List

| preferences || refresh || clear filter |

NONE ¥ |[ apply defanit

Action List | Qutbox
Action Requested, Document Title

Figure 20 - Clear Filter Button

XNote: The clear filter button is visible only when you have previously created the filter.

Getting Help

For questions or problems using Kuali Coeus Action List Quick Reference Card, email the
Support Team at RA-help@mit.edu.
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Include your Name, Contact Information, and the questions you have and or
difficulties you are experiencing.
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