
Page 1 of 21 
 

Building a Detailed Budget 

Guide Overview 

1. Getting Started 
• Purpose of a Detailed Budget 
• Where to Begin in Kuali 

2. Create a Budget 
• Accessing the Budget Panel 
• Naming & Starting a Budget 

3. Periods and Totals Tab 
• Configuring Budget Periods 
• Direct Costs & Unrecovered 
F&A 

4. Rates Tab 
• F&A, Fringe, and Inflation Rates 
• On-Campus vs. Off-Campus 
Designations 
• Resetting to Defaults 

5. Project Personnel 
• Auto-Populated Roles 
• Adding “To Be Named” 
Positions 

6. Edit Personnel Details 
• Base Salary & Appointment 
Type 
• FTE Status & Effective Dates 

7. Assign Personnel to Budget 
Periods 
• Object Codes and Fringe Rates 
• Effort, Charge, and Cost Share 

 

 

 

8. Verify and Save Personnel Data 
• Apply to Later Periods Option 
• Auto-Calculation Impacts 

9. Non-Personnel Costs 
• Assigning and Editing Cost 
Items 
• Common Object Code Names 

10. Institutional Commitments 
• Cost Sharing & Source Accounts 
• Handling Waived F&A 

11. Additional Budget Tabs 
• Subawards 
• Project Income 
• Modular Format 
• Budget Notes 

12. Auto-Calculation 
• How It Works 
• Important Limitations 

13. Data Validation 
• Running the Validation Tool 
• Fix It Feature 

14. Finalizing the Budget 
• Reviewing & Certifying 
• Returning to the Proposal 

15. Next Steps 
• Budget Justification 
• Editing a Completed Budget 
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Building a Detailed Budget in Kuali Research 
This guide provides step-by-step instructions for creating a detailed budget in Kuali 
Research. A well-structured budget is a required component of all proposals and 
ensures accurate financial planning. 

Step 1: Create a Budget 

Navigate to the Budget Panel within the proposal document. 

Click +Add Budget. 

 

Although multiple budgets can be drafted, only one budget version may be submitted 
per proposal.  

Enter a Budget Name, select 
Start a Detailed Budget, and 
click Create Budget. 
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Step 2: Understanding the Periods and Totals Tab 

Once the budget is created, navigate to Periods and Totals. The Periods and Totals tab 
is crucial to maintaining budget accuracy. Key considerations include: 

• Each period must represent one year. Do not delete additional periods or 
condense multi-year projects into a single period. 

• Use this tab to enter total cost and direct cost limits for each period. 

• The Unrecovered F&A section displays indirect costs not covered by the 
sponsor. 
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Step 3: Understanding the Rates Tab 

The Rates tab includes budgeting rates used throughout the proposal. 
There are three rate tabs:  

• Research Development F&A 
• Fringe Benefits 
• Inflation 

Within each tab, focus on: 

• On Campus Flag – identifies on- vs. off-campus classification 
• Institute Rate – official institutional rate 
• Applicable Rate – rate applied to the budget 

Rates should only be updated in this tab to ensure changes apply proposal-wide. Do 
not modify rates at the line-item level. Double-check use of off-campus rates, 
confirm with proposal analyst if unsure. If any adjustments are made and need to be 
reverted, the tab includes an option to reset to default rates to maintain compliance. 
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Step 4: Add Personnel 

Review the Project Personnel section to see listed individuals. The Project Personnel 
section automatically pulls individuals from the main proposal personnel tab. 

Principal Investigators (PIs) and Co-Investigators (Co-Is) should have effort listed. 

Additional personnel, including "To Be Named" roles (e.g., Postdocs, Graduate 
Assistants), can be added using the Search feature. 

Editing Personnel Details 

Click Details to update: 

• Salary information, including base salary and appointment type. 

• Effective dates 

• Full-Time Equivalent (FTE) status to ensure accurate effort calculations. 

Save all changes before proceeding. 
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Click Add Personnel to include additional employees or “To Be Named” roles. 

 

 

 

 

 

 

 

Use the Search feature to locate employees or manually add placeholders. 
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Step 5: Edit Personnel Details 

Click Details next to each individual to verify or edit: 

• Appointment Type 

• Base Salary (auto-populates for employees) 

• Salary Effective Date should always be today’s date 

Save changes before proceeding. 
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Step 6: Assign Personnel to Budget Periods 

Open the Assign Personnel to Periods panel. Select Assign Personnel 

 

When budgeting for graduate and undergraduate students, it's important to account 
for different fringe benefit rates based on whether they are working during the 
academic year or summer. 
Academic Year Rates 

• Apply when students are enrolled in courses during the Fall and Spring 
semesters. 

• Include standard fringe benefits, but do not include health insurance, as 
students receive coverage through their enrollment. 

Summer Rates 
• Apply when students are working full-time over the summer and not enrolled 

in classes. 
• Fringe rates are higher in summer because students are eligible for health 

insurance coverage during this period. 
• Used for Graduate Student Salary - Summer and Undergraduate Student 

Salary - Summer categories. 
 

The Object Code defines the type of compensation and associated fringe benefits rates. 
Here is a brief overview of each object code and their use case. 

Object Code Fringe Rate Application 
Graduate Student Salary Summer Summer benefit rate-includes health insurance 
Graduate Student Salary Academic Standard graduate fringe rate 
Undergraduate Student Salary Summer Summer benefit rate-includes health insurance 
Undergraduate Student Salary Academic Standard undergraduate fringe rate 
Salaries Standard fringe rate 
Wages Temporary or hourly employees 
Salaries Post Doc Higher fringe rate applies  
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For each person, enter:  

Object Code: defines type of compensation and associated 
fringe benefits.  

Start and End Dates for effort 

Effort Percentage: total amount of time dedicated to the 
project. 

Charged Percentage: portion of salary paid by sponsor. 

Cost Share Amount: if applicable, portion of salary not 
paid by sponsor.  

Click Assign to Period. Repeat for each personnel member. 

Cost Share Considerations 
• This is the difference between effort percentage and 
charged percentage. 
• Cost sharing beyond unrecovered F&A must be 
detailed in the Institutional Commitment Screens. 
 
Note: Manually entering data in later periods disables auto-

calculation. You will likely want auto-calculation, avoid manually entering data in later 
periods if possible. 
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Step 7: Verify and Save Personnel Data 

Review effort, charge, salary calculations, and fringe benefits. Select details to edit.  

For fringe benefits, pay close attention to graduate and undergraduate summer vs. 
academic Object Code. This code determines the appropriate fringe rate. 

Adjust as needed, save and continue. DO NOT AUTO-CALCULATE YET! 

 

Under Details & Rates, you have the 
option to use Apply to Later Periods, 
which copies information from earlier 
periods to later ones. Using this feature will 
disable auto-calculation for the 
remainder of the proposal.  

To apply, go to the Actions column, select 
Details & Rates, make any necessary 
changes, and then click Apply to Later 
Periods. 
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Step 8: Add Non-Personnel Costs 

Navigate to the Non-Personnel Costs panel. 

Click Assign Non-Personnel.  

 

Select Object Code Name to classify the expense, and provide a Total Base Cost to 
reflect the estimated expense amount. Some Common Object Code Names: 

• Equipment $5000 & over 
• Operating Supplies 
• Lab Supplies 
• Software $100,00 or less 
• Office Supplies 
• Travel  
• Tuition and Fees 
• Student Health Insurance 
• Waived F & A as Cost Share 
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Step 9: Edit Non-Personnel Details 

Click Details next to each item to: 

• Adjust cost-sharing amounts 

• Do not click on or change the rates calculations 

Save changes and return to the Non-Personnel Costs panel. 
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Step 10: Institutional Commitments 

Cost Sharing Tab: Use this tab to document cost sharing, including waived F&A that is 
being counted as cost share. 
 

 
 

• Source Account (Index): This is the required field. Enter the index or account 
that will cover the cost share. If the account is not yet known, enter TBD to clear 
system errors. 

• Cost Share Type: Choose the appropriate cost share type. Mandatory cost 
shares must be indicated. If unsure, contact your Proposal Development 
Specialist. 

• Unit Details: Optional. Only complete if your unit requires additional 
documentation. 

• Amount and Percentage: Edits are not generally required in these fields. 
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Unrecovered F&A Tab: This tab appears only if you’ve changed the F&A rate from the 
standard institutional rate (e.g., due to a sponsor restriction). No action is needed in this 
tab. 
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Cost Share Report: To find the Cost Share Allocations report exit the budget by selecting 
return to proposal. From the Budget tab, in the action column, select Print. 

Check the Select box for Budget Costshare Summary Report and choose Print.  

A download will automatically begin of a pdf version of the Budget Summary. The 
resulting report includes a breakdown of cost sharing amounts for the entire budget. 
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Step 11: Additional Tabs 

Subawards: Manage and input budget details 
for collaborating institutions or organizations 
receiving a portion of the award funding.  

Project Income: No action required. Track and 
document any anticipated income generated by 
the project, such as fees, services, or product 
sales. 

Modular: Configure budgets using the NIH 
modular format, allowing for simplified budget 
submissions in $25,000 increments without 
detailed justifications. 

Budget Notes: Add and organize notes or 
explanations related to specific budget items or 
overall budgeting decisions for reference and 
clarity. 
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Step 12: Auto calculation 

Auto-calculation helps streamline budget entry by copying Period 1 budget lines into 
future periods, automatically applying a 3% inflation rate by default. 

How to Use Auto-Calculation 

1. Ensure all personnel and non-personnel costs are entered for Period 1. 

2. Click the Auto-Calculate Periods button in the Budget Periods panel.  

3. Review the calculated totals for each period. 

Before Auto-Calculate: 

 

 

 

 

 

 

 

 

 

Important Notes 
• Manual entries in later periods disable auto-calculation. If you edit a future 

period manually, auto-calculation cannot be re-enabled without deleting all 
future-period data. 

• If you need to apply different inflation rates or adjustments, you will need to 
manually update later periods instead of using auto-calculate. 

• The Apply to Later Periods feature can be used instead if you want to copy 
specific changes from Period 1 without triggering full auto-calculation. 
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After Auto-Calculate: 
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Step 13: Data Validation & Fixing Errors 

Before finalizing your budget, use Data Validation to check for missing or incorrect 
entries. Kuali Research automatically detects errors and warnings that need to be 
resolved before submission. 
 
Where to Find Data Validation: The Data Validation button is at the top right-hand 
corner of the budget screen. After selecting the data validation link, select “Turn On” to 
enable to the data validation feature. 

 
 
Fix It Feature: Click any Fix It item to be taken directly to the issue. 
Types of Validation Messages 

• Errors (Red) – Must Be Fixed 
o These must be resolved before submission. 
o Example: "All funds for Cost Sharing must be allocated" 

• Warnings (Yellow) – Recommended Fixes 
o These indicate potential issues but won’t prevent submission. 
o Example: "Earning Period Start Date…." 
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Step 14: Review and Complete Budget 

Open the Budget Summary panel to review all budget categories and calculations. 
Once satisfied, select Complete Budget. 

You will be asked to certify that the budget is complete and ready to be submitted to 
the sponsor. 

 

Certify by checking the box and select Ok. Once redirected to Budget, select Return to 
Proposal. If you select Close, you will be redirected to the dashboard.
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Next Steps:  

After completing the budget, you will have all the necessary information to prepare your 
Budget Justification. This document is required for all USU proposals and must be 
submitted with your Proposal under the Attachments tab. 

To make changes to your budget after marking it complete navigate to the proposal 
screen and select the Budget tab. Find the completed budget, and in the Actions 
column select the Actions drop down. From the list select, Mark Budget Incomplete. 

 

An additional question box will ask you to confirm marking it incomplete. Once 
confirmed, you will be able to enter and edit the Budget. 
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