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Kuali Build Forms Guide 
This document guides users through how to access and manage Kuali Build Forms. 
 
Kuali has developed resources to assist their customers with navigating and using Build Forms, anyone can 
access those generic resource instructions, see Kuali Build Basics.  
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Login to Kuali Build 
Navigate to the ORSP Kuali Webpage and click the Kuali Build Forms login button. 

https://kuali.zendesk.com/hc/en-us/sections/21899378032283-Build-Basics
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Kuali Build will default to your Home page. 

 
 
Green apps launch from links 
Teal apps launch from Kuali Proposal Development – Preproposal Forms 
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Action List 
To access your Action List, click on Action List in the upper center of the landing page of Kuali Build. This brings 
you to a list of any pending actions you have in the system, you can review and complete all Build actions from 
this page. 

 
 

My Documents 
To access a listing of all documents you have submitted or saved, click on the My Documents link in the upper 
center of the landing page of Kuali Build.   

 
 
You may toggle between the Submitted and Draft options to view your documents.  Click on the document line 
to view your submitted documents and to edit your draft documents.  

 

Document List (Permission Based) 
This access is permission based, if you do not see this option, you do not have the permissions necessary to view 
the document list for that form.  
 
To access the document list, click on the app. You will default to view the documents you have access to that 
were created in that app.  In the document list you can view each submission and status.  Click on a document 
line to see the form details.   
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Download a Form PDF 
To print a PDF of the form, click into the three dots in the upper right corner of a document you have opened. 

 
 
Then click the Export option.  A PDF will be downloaded to your web browser.  
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View Status 
To view the workflow status, under the same three dots menu noted above, click on the Workflow Status.  A 
sidebar will open to the right where you will see the workflow steps.  

 
 
Toggle the arrow open or closed to view workflow step details. Those with permission to do so may resend 
Workflow notifications and skip or reassign the current approval stop.   

 
 

Approving 
Kuali Build sends an approval email notification anytime an approval action is required from a user.  The 
approval email includes customized instructions for the specific form as well as links directly to the form to take 
the approval action.  The email also includes a link to the Action List, see the Action List section for more 
information.  
 
To approve, review the form and any attestations included in the communication.  By clicking the Approve 
button, you are agreeing to any attestations as well as the details directly included on the form.  
 
The Approve button is in the upper right corner of the form, click to approve. 
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Send Back or Deny 
Where the Approve button is in the upper right-hand corner, there are three dots, under those is a send back 
and a Deny option. You will have the option to include a comment which will display in the workflow status 
history for that form.  

 
 
Send Back in Workflow: Choose Specific Step 
Kuali now gives you the flexibility to choose exactly which stage in the workflow you'd like to send a form back 
to, not just the previous one. 
 
How It Works: 

1. Click Send Back at the bottom of your workflow step. 
2. A Send Back Options window will appear. 
3. You’ll see a list of previous stages you can return the form to — for example (refer the 

screenshot below): 
• Form Submission 
• DRA Validation Task 
• Compliance Validation Task 

4. Select the appropriate step. 
5. Add a required comment explaining the reason for sending back. 
6. Click Send Back to confirm. 

 
Note: The selected step's assignee will receive the form again for review or corrections. 
 
Workflow Admin Tip: Disable Send Back If Needed 
You can disable the Send Back option globally (in Workflow Settings) or override it at specific steps. This helps 
enforce process control where needed. 
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Notifications 
Kuali Build sends notifications automatically as part of the built-in workflow routing. Notifications are 
customizable and will differ in appearance and content depending on the form and notification configuration.  
 
Below is an example of an email from the Kuali Build system: 
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Approval Notification 
Below is an example of an approval email notification from Kuali Build. Note the Begin Review button at the 
bottom of the message, click this to navigate directly to the approval task. 
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Form is out of date 
If a Build form has been updated by ORSP and you have a form that you have saved that has not been submitted 
into workflow approval routing, you may see the following message populate the next time you open that form. 
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Accept the changes to the form by clicking the Update Now button, your form will then open with the updates in 
place.  Most often these changes will not be substantial, but you may need to re-enter some information.  
 

Form Dashboard 
Kuali Build Form Administrators have access to the form Dashboard that provides statistics for submissions.   
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