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Document Change History

Version Date Change Summary
1.0 03-29-2007 | Original version created.
2.0 02-04-2008 | Updated with latest release changes.
2.1 02-20-2008 | Updated with Christy’s edits.
2.2 05-01-2009 | Updated with changes for 2.1.5 release.
2.3 05-23-2012 | Updated two screenshots for 2.1.9 release — main

guestion and acknowledgement screenshot

2.4 01-11-2013 | Changes for 2.2.0 release.

2.5 03-13-2013 | Changes for 2.2.1 release.

2.6 02-17-2015 | Changes for the 2.4.0 release.
2.7 09-30-2015 | Changes for the 3.0 release.

How to Use this Guide

This Conflict Disclosure System User’s Guide is designed to walk Vanderbilt University Medical Center
(VUMOC) staff through the process of creating and submitting a conflict of interest disclosure for
approval. The guide includes information on creating a disclosure and submitting it for approval, as well
as approving a disclosure. A summary of the steps to follow for each process and the corresponding

screenshots are provided in each section.

Need Help?

If problems are encountered with the Conflict Disclosure System after following the guidelines in this
document or if you have suggestions for improvement, please send an email to the following

address: coi.vumc@vumc.org

What is the Conflict Disclosure System?

The Conflict Disclosure System is a web application built specifically for Vanderbilt University Medical
Center staff to submit and approve conflict of interest disclosures. Developed initially in 2007, the
application allows authorized users to create a disclosure and submit it for approval. It also contains a

facility for approvers to review and approve disclosures.
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What is Required to Use the Conflict Disclosure System
The following is needed to use the Conflict Disclosure System:

1. AVUNETID and ePassword.

» If you have forgotten your ePassword, go to the following website and follow the instructions for

recovery: https://jprod.its.vanderbilt.edu/apps1/its-epassword/personinfo.html

» If you do not have an ePassword, go to the following website and follow the instructions listed:

https://ijprod.its.vanderbilt.edu/apps4/vumcemployee/

2. If you are using a Microsoft Windows based computer, Internet Explorer version 8.0 or higher, Firefox, or

Chrome web browser

» If there is a problem with your web browser, please contact your LAN manager or local technical

support person for assistance.

How Do | Get to the Conflict Disclosure System?

The Conflict Disclosure System’s website can be accessed via the following URL:

https://coi.app.vumc.org/coi/

Enter your VUNET ID and ePassword on the login page and click Login to access the system.

VUMC CONFLICT DISCLOSUR

ESYSTEM

it dinciowiin wystam, Piase comphn yous Ginciowimm soon 1 be complant wiih the € omtie: of Basmst Fallchs far VUMCT T smewal procevs s sadig so0n 8 peaes make suis yo4 haws one your éleclosuns s approved any dnclowies o |

Welcome to the VUMC Confilct Discloswre System

Version 4.0.0 I you have ques

tons o concems, pleass email: colyumeEvanderbiltedy
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Conflict Disclosure Process Overview

Medical Center staff must complete a disclosure each fiscal year as part of the annual performance

evaluation process. If a potential conflict arises during the year, a disclosure can and should be

completed as conflicts arise. The Conflict Disclosure System has been created to support this process.

Outlined below is a brief summary of the disclosure process the system supports. In addition, a

flowchart outlining the process is provided. More details on how to complete each step is provided in

the sections that follow.

1.

Disclosure Creation and Submission for Approval: VUMC staff are responsible for submitting a disclosure

each fiscal year. During the process disclosers complete a disclosure in the Conflict Disclosure System.

>

When completing a disclosure, the main Yes/No questions and acknowledgements must be
completed on the main disclosure page. If Yes was answered on any of the main Yes/No questions,
then additional details about the potential conflict must be provided by completing a conflict details

questionnaire. Note that some questions may be private and not visible by the approver.

Once all disclosure questions are answered, an approver is selected on the Select Approver pages.
Some department’s disclosures are automatically assigned an approver. If the incorrect approver is
assigned or no approver is assigned, follow the steps on the Select Approver pages and select the

correct approver.

The completed disclosure is submitted to the approver for approval. The discloser should notify the
approver in person, via email, or by phone that the disclosure is ready for review. In addition, once a
week the system will notify the approver about outstanding disclosures that require approval. When

the disclosure is submitted for approval, it is no longer editable by the discloser.

Disclosure Approval: when a disclosure is submitted for approval, the approver logs into the Conflict

Disclosure System and approves the disclosure through the My Approvals page.

>

>

If the disclosure does not have any public conflicts the disclosure can be approved directly from the
My Approvals page by selecting the disclosure and clicking the Approve Selected Disclosure button.
Note that private questions are not visible to the approver and not part of the review/approval

process for approvers.

If the disclosure has public conflicts, the approver must review the disclosure details and complete
the management plan page for the disclosure. Once the management plan page is created, the

disclosure can be approved.

The approver also has the option to return a disclosure to the discloser. Upon returning a disclosure,

the approver will be required to select a reason for return and has the option to include any
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additional comments as to why it is being returned. The approver should notify the discloser via

email or phone that the disclosure has been returned. In addition, the system notifies the discloser

that the disclosure has been returned. The return reason and comments are included in the email

and the disclosure for reference.

Conflict Disclosure Process
Disclosure Creation and Submission for Approval
Complete the Following If Yes was Answered on Not|fy Ap;?rover el
he Discl ¥ ) Disclosure is Ready for
5 Login to Conflict on the Disclosure Page: Any of the Disclosure Approval (Manually via
8 g *Yes/No Disclosure Questions, Provide Details Search for and Select an Submit the C p
= Disclosure System. C = . 1 y N > " Phone or Email).
@ " Questions on the Potential Conflict Approver Disclosure for Approval , o
a a Disclosure g . Approver is Notified
e Acknowledgements by Completing a Conflict
* Assignments Detail for the Question Weekiybyicbeet
& Outstanding Approvals
Disclosure Approval |
If the Disclosure does not If the Disclosure has Public
have any Public Conflicts, Conflicts, Review the Conflict Optional: Print Disclosure
5 Login to Conflict Approve the Disclosure Details Provided, Update the P! g
= . A N | and/or Plan
) Disclosure System. Click P from the My Approvals O Plan, and Approve P Done
s . . for Further Approval
o on the My Approvals Link Page. Approval the Disclosure. Approval Routin
E Confirmation Email Sent Confirmation Email Sent to the g
to the Discloser Discloser
@
2
= . 4
= Review Disclosures with
S Conflicts (Public and
; Private)
=
3
<
]
o

Creating and Submitting Disclosures for Approval

Outlined below are the steps a faculty/staff member follows to create a disclosure in the Conflict

Disclosure System and submit it for approval.

1. Login to the Conflict Disclosure System. See the How Do | Get to the Conflict Disclosure System section of

this document for information on how to access the login page.

2. If you have not previously created a disclosure the My Disclosures page will be displayed without any

disclosures in the list. If a disclosure has been created it will be displayed on the My Disclosures page.

3. Click the Create Disclosure button.

NOTE: VUMC employed faculty should not use this system to complete their COI disclosures. COI disclosures for School of

Medicine and School of Nursing Faculty employed by VUMC are handled through the Office of Faculty Affairs.

» Note that if you already have a draft or returned disclosure created, then the Create Disclosure

button will not be displayed on the page. You must complete and submit the disclosure or delete it

in order to gain access to the Create Disclosure button.

CONFIDENTIAL
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This page shaws il COI DISCIOSUNEs you Nave created as well 33 Meir status.

¥ you have not yet created a disclosure for (e curment Nscal year, cick the =Greate Disclosure™ button to begn. ¥ you have Degun a dischysure and & 15 in Dramt stabus, you wil nof be able to create 3 new disciosure. You must
complete 10 SULAL he Dralt QClasure or et £

¥ G Irswity "NO® 10 E3CH QUESON, YOUT 3rnUl COMPILINCE BTOM 15 COmplrte. ONCE YU SUDME Your GISEISuNE Tor SRROovl, YOUr SPECEr will S yOur COMERSED SeCiosLIne in Tr work ISL I Bty et Tt your glsciosune Is
complete, they wil appeove it

¥ e answer "Yes® b ore of more questions, you wil be prompled (o prenide detsils regarding the potential conflict{s). Once you complete that information and suberit your disclosure for apprneval, your approver wil see your daclosune
i thaeir wrkc list, They will neview your answers and, f necessary, create a managemert plan

STt your disckisune Tor ap@rcval, it will be ockied and no fulher edts e I your PRrOVET SERks 2OAOND INfGMmaton S/ will FERLET) Ehe RCKISUNE 10 YOU 3t which POt you wil De able to make any recessary

[Bpen_] 12008 T
oo sy 1aze0
(= Approved  ShutelDetiora C 2819

4. If you have previously completed a disclosure you will be prompted to copy information from the last

approved disclosure into the new one.

» Select Yes to copy information from the last approved disclosure to the new disclosure. Answers to
the main disclosure questions and disclosure detail questions will be copied into the new disclosure.

Acknowledgement, approver, and management plan information will not be copied.
» Select No to create a blank disclosure into which you will be able to enter your information.

» Select Cancel to stop and return to the My Disclosure page.

Copy Disclosure Information E

If vour conflict situation has not changed since your last
approved disclosure (including any arrest or conviction), you
may choose to copy your answers forward. Meither approver
nar policy acknowledgments will be copied. Would you like to
COpy your answers?

| Yes | | Mo ||Cancel|

5. The new disclosure is displayed on the page.

6. If information was copied from a previous disclosure, the answers to the questions will be defaulted.
Confirm that the answer to each question is correct and update answers where needed. If no previous
disclosure was copied, answer each of the Yes/No disclosure questions at the top of the page. Note that

private questions are not visible to approvers.
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Mark the box for EACH question. If your answer to any question is "YES", you must the supporting p o details about the petential conflict. Please Include

activities occurring currently or during the past year, even if they have been disclosed and approved in the past.

Al

and Activities
Ase you or 8 family. member invalved a5 an mveslor, cwner, employee, consullant, contraclar, or board member with (or enfilled 1o receive rayaltes fram) & business that (a) has a contractual relabonshap with VUMG, (B} provides goods or
sanaces o VUIMC, () sponsors or 15 involved in research activities at VUMC, (d) recenves referrals fram VUMC, or (2) pays royaltes directly to you?
Ne ' Yes | Click Here bo Provide Details
Family Members Working Together at Vanderbiit University Medical Center
Have you been invalved in the hiring of a family member, or do you directly of indirectly supenvise, review, determine compensation for, a33ign work 1o, or are you in a pasition to support the effart of a member of your family working at VUMG?
No O Yes | Chck Here to Provide Details

Gifts for Personal Use
Have you (as an individual or on behalf of your department) or a family member accepted gratuities, gifis, or special favors from someone (or a company) who is doing business with of proposing to do business with VUMC?

No O Yes| Chck Here to Provide Details
Outside es or i
Are you or  family member invalved in any cther activity or other relatinship drectly of indirectly involving VUME that creates a conflict of i i the of a conflict of under the VUMC Conflict

i
of Interest and Commitment Pohcy?

No = Yes| Click Here to Provide Details
Legal Proceadings
The General Services. i gan 1o verify their continuing eligiility for participation in federally funded programs. Particular legal proceedings or debarment can affect VUMC's ehgibility for federally funded programs
Please indicate f you hive been nvobeed in any fraud, anbtrust, coal or enminal (arrest or asa {other than a minor iraffic offense) or been debarred, suspended, or otherwese exchuded by a duly authonzed

regulatory agency or had a transachon with any such agency lerminaled for any reason This is a private question. The approver will not be able ta view any part of this question.
Mo ' Yes| Click Here to Provide Details

Overlapping Time Commitments.

Da you have more than one job at VUME or activities cutside of work with overlapping time commitments with your job at VUMC?
No Yes | Chck Here o Prowsde Detals

Healthcare Indusiry-Sponsered Activites

Have you accepted payments from any Healthcare Industry vendor i e. suppliers of pharmaceuticals, medical equipment and devices or medical senvices?
No Yes | Chck Here o Prowde Detals

Travel Spensered by Third Parties
Do you engage in sponsored research m your posiien al VUM in which travel & reimbursed o pasd by a third party and not funded through VUMC?

7. At the bottom of the page, review the acknowledgements and assignments. Check each one that has
been completed. Click on the links provided to view the websites containing the various policies and

additional information provided.

Acknowledgments - Check the boxes 1o acknowledge your understanding of these palicies.

Policy - | have reviewed the VUME Conflict of Interest Palicy and the VUM Intellectual Property Policy, and | agree to comply with their provisions. The infarmation | have provided is accurate and not false, erroneous, misleading, o
ncomglete. | will file an updated form f changes occur that may ether (a) give nse 1o 2 new conflict of nterest or or (&) ehminale a conflcl disclosed

Official Disclosure - Az 3 member of the VUME C ity, | that this online form is the onby means by which | may make, as required by Medical Center palicy, disclosures regarding outside activities and
financial interests that create or have the appearance of creating conficts of interest. Although | may elect to seek guidance by other means, | understand that no such action can result in approval of an outside activity or financial interest. |
understand that authorized approval for outside activities and financial interests can only be granted through use of the onlne disclosure tool

Code of Conduct - Annual Revew & Disclosure - | acknowledge that | have reviewed VUMC's Code of Conduct and | understand that | am responsible for knowing and following the Code of Conduct, and all relevant laws, rules and regulabions

Confidential Helpline - | understand that if | have compliance-related concerms, questions of issues 1o repor, | can call the Confidential 24-Hour Integrity Line @ (366) T83-2287.

Assignments - Check the box lo mdicale your agreement.

A

c.

o.

In accordance with the VUMG Inteliectual Property Palicy, | do hereby asssgn to Vanderbilt Uneversity all nght, tithe and interest | now have or will have in the future in and 10 any patent, copyright and other intellectual property right covenng any
nvenben, software of other Technalogy created or authared by me while employed al Vanderbal Unversity Medical Cener

As stated in the VUMC Intellectual Property Policy, subject to the exceptions sel forth bedow, all nghts m lechnology created by VUMC employees (1) with the use of VUMC faciliies or funds admmistered by VUMC, or (i) which fall within the
individuals scope of employment, are granted to Vanderhilt Liniversity, with income distrbuted in accordance with the Palicy In accordance with the technalogy Policy, | heraby assign to \Vanderbilt University, all ight, tithe and interest | now have
or will have in the future n and to any patent, copynight and other intellectual property right covering any invention, software or other Technology created or authared by me while yed at VUMC. | that this ] does not
apply 1o my nghts in and ta Lierary and Aristic Warks (including rights in schalarly books, articles and other publications, amistic, literary, film, 1ape, musical works and the like), nor 505 it apply 10 inventions made under the exceptions set forth
in the Technology Palicy for consulting and independent rasearch . Vanderbilt University and Vanderbilt University Medical Center assert no awnership of such rights, except to the extent of artistic, literary, film, tape and musical works
cormimissioned by VUMC

8. If Yes was answered on any of the main disclosure questions:
»  Click the Click Here to Provide Details button to provide more information about the conflict.

Activities
n inweslor, owner, employes, consullant, contractor, or board member wilh (or enbiled to recenve royaltes from) a business that (a) has a conbractual relabionstip with VUME, (b) prowides goods or
involved in research activities at VUMG, (d) receives referrals from VUMC, or (¢} pays royalties directly o you?

Are you or a famil

services to VUMC, {c) sponsors of
Ho ® Yes)

Family Members Working Together at Vanderbilt University Medical Center

Have you been invalved in the hiring of a family member, of do you directly or indirectly supense, review, d [ for. assign work to, or are you in a position to support the effort of a member of your family working at VUMC?

Details

No 2 es| Click Here to Pro
Gifts for Parsonal Uze
Have you (a3 an individual or on behalf of your department) or a family member accepted gratuities, gifis, or special favers from scmeone (or a company) who is doing business with or proposing to do business with VUMC?

No '/ Yes| Chck Here Lo Prowde Delails
Qutside or Other
Are you or @ family member imvolved m any other aclnaty or olher refabonship deeclly or indireclly invohang YUMC Lhal creales a gonflict of i i or the app of & confict of { under the VUMC Conflcl
of Interest and Commitment Policy?

No = Yes| Chck Here to Pro

Deluls

» On the Disclosure Details Summary page, click the Create Conflict Detail button.

Mo Hanete.J Goud ot T Canuustans, Fin S Teaining
Uployea @ 1234567 o Departiment: Depart=set offisescy

Spprover: Moyt et

Dosclasina Stau: Grat o )
For e3Eh pOLSALA) CONMICL reported, Chtk The Creste Conmict Det 8 series of ques
L Farmity Mok s Wt king Together i Vimler bl
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» Complete all of the information on the Disclosure Details page and click the Back to Details
Summary button to return to the Disclosure Details Summary page. If additional detail records need
to be provided, use the Create Conflict Detail button to create the records. Note that any
information related to private questions are not visible to the approver. Use the Back to Disclosure

button to return to the main disclosure page and continue with the submission process.

9. On the main disclosure page, the Comments section can be used to provide information that is not

covered in one of the questions. Click the Add button in the Comment section to add a comment.

Mark the appropr Iy arciwe o any question i "YES”. jou must complite the supparting provading P Pleasa ek 9 13 thie rasd year, evers if thiry hatve baen iscloned and

apgrDved in the past

A Buuness HelaSonsheps sed Hesssrch Activities
A s ropsvkent irvohesd o 0 ieoion e, emphayee. donpullanl. conteckn of b i et eatis) i it privides worvices b VNS, f2) aporaont o AN, i ety dr VUM, 0

- M
o
re -
- snarmen can s
ean pen UM I y s
e i B ot ary eann, T s 4 7 s aggrear
v
yoUr ot Bt UM
1
"
et
By .| P st 1 ALIIC Confis of rieat Bk 450 . LI Wbachot Evooaey Pl a4 1 4g0ee 1 cammply o S22 TiA, Aninhsud, SaMadng o Inbormpiien | s y #
comrebre o heanale & SriE] pervisaly G e
- 3 w by bl | oy sk 84 16 by 2o - et At e st b seih
Tases, | aporove of an | BLENOACTI apprS 7 DutB raree Trougn Lae of
Jro - & Anawing and folkowing e niea
Canfdessal Heipine auesicns o i Tean cab Haur Ity Line @ (0061 703-2207

Annigrimarny . Chack e b 7 Ik ke i agrrarrant
e st omtane W he MG ot v ¥ v 1 S vy ooy ¥omare o oo T 169 o1 BT Sy o wheks kT 88 AreRer Wrererady
Megesl Cermer

Poy i Traety 28y, oA B + o
i and A Wena BrZies Ard (T SUBACBEENS SIS IRSrary. Fim 180 MUBERl Warke B0 the e}
L) Such NGhas, eeceps 1 T Sidens of Batc, Menay M B0E BNG TRIKS KGNS CammMEanEs by VMG

» Enter the comment in the popup provided and click Add Comment.

Add Comment
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» The comment will be added to the Comments section of the page. The comment can be changed or

removed by clicking the Edit or Delete button, respectively.

ncermplele: |will B an updal

Kr mowing and follgmeny e Fandards of Condudd and alf refevant laws, nus and requiaions

This bs 2 fast

10. On the main disclosure page, the Attachments section can be used to provide files (Word documents,
Excel spreadsheets, etc) of additional information to your approver or to COl administration. Some
example attachments are: the management plan that is already in place, documents explaining what the
outside business does, any relevant contracts or business agreements, documents authorizing

engagement in activity, etc.

11. Click the Add button in the Attachments section to add an attachment.

» Inthe Add Attachment window, click the Browse button to search for the file attachment on your

local computer. Select the file and click Open. Click Attach File on the Add Attachment screen to

add the attachment to the disclosure. Note the following about adding file attachments:

=  The following file types can be added to a disclosure: PDF, Word, Excel, Text files, WordPerfect,

or Rich Text files.
= A maximum of 4 attachments can be added to a disclosure.

= Each attachment must be less than 5 MB in size.
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Add Attachment

» The attachment will be added to the Attachment section of the disclosure. The attachment can be
removed by clicking the Delete button. The attachment can be viewed by clicking on the filename or

on the icon to the left of the filename.

Instructions: Mark tha appropriate box for EACH question If your answer 1o any quastion is YES. § dots the Epporing d siding datals about tha fict Plaasa includ act during the past year, aven ifthey have been disclosed and
Fpproed i the past

A Business Relalicoan and fesearcs At
2cs 1o o ity el o a3 an erveatan, dmres errplores, oraant tonbeln, for g Wi UG,
ia1Eer royaben

oy tr servites b VMG, 2] agansons i aciiies ol VUME, 18 selerraly bom VUM, o0

P e oo W AT
o
ket ity e ot
[
el o e gt ety Fnmd Crongam, e i el prot menga o shgrment <an wet y ¥ st prtnAL Ehor Crrrieal promacna et o
Pt ety o fint 8 Tmenmion T any sth agmcy ey rasen T ang
&
b s AMET
-1
e T
M.
g AT
Acknomisagments - etk the baves 12 seinesiedige pous usderstanding of thess cebeies
Palicy - | have reviewsd e VUWC Sontict of interess oy and the WA inigliecu By Poley, and | ageee i Sompty wih Sher provisions,  STINRGUS, MisRGNg, Of DCOMpR o’ soict of efereas o
ammiment o (6} eMTINEGE 8 GORK: ATEVGUR THEIOHE.
43 8 member of e VNG e i the coly iy make ¥ dacion nat creste o have £ imesest AEhougR | mey sect 1 seek
qukdance by ohe means £ rewl : arsi e

o of Conduct - Annual Fieview

s Candxt. e ]

Aangrements . Tl e o 15 re 4t o ageeeart

Property ikty, | da heresy Y e Beres cr wrl e 1 B Bk wreernien,
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12. Once the questions on the main disclosure page are completed and conflict details provided (if required),
then an approver must be selected. Click the Continue button at the bottom of the main disclosure page

to continue to the Select Approver pages.

13. The Select Approver pages are used to search for and select your approver from a list of active
faculty/staff members. Some COl approvers are defaulted based on the discloser’s department. If your
approver has been assigned based on your department, the approver will be listed on the first Select

Approver page. If the approver is correct, click Continue, otherwise click the here link to go to the search
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for approver pages. If the approver is not defaulted based on your department, continue to the next

step.

Hame: Vereen M. el el Tle: Profussor
Employes 102 1234567 Harne Departmen; Erqlisn

Appreves:  Matienia J Paich

O

Uischosime Stahws: Helwned

|

14. Review the instructions on the first Select Approver page and click Continue.

Select Approver

Mame: Hara ). Oold o Tl Gonuin, Fin Sve Traniag
Emplispes i ___ 1234567 e Dpanttanveit: Chipantmint of Finsnce

A LR
Disclomme Stahe:  Drat CO M ane
You will now select the individual who will approve your Conflict Disclosure, The following pages will guide you through this process.

Wou should select the person who completes your annual performance evaluation, or who is your immediate supervisor. if you have any questions about whom to select. please discuss the matter
with a management-level smployes in your work area.

m =]

15. Enter the last name of the approver in the Last Name field and click the Search button to search for the

person.

» If you are not sure how to spell your approver’s name, you can enter part of the approver’s last
name. For example, enter a last name of ‘jone’ and a first name of ‘ja’ would return a list of all

people with a last name starting with ‘jone’ and a first name starting with ‘ja’.

» The % symbol can be used as a wildcard.

a ol Tae: Contutint Fin S Triring
Emphoyea 1234567 Homse Dottt Degartrrant of Finares

Appreves:  Notyet sakocied
Dischosine St Drat Come e

11 et 1 i Detkow, PRS3E ENLET e M Hare orfy of The PErSon you plan 1o SHect &5 your approver
ANEY Eypieg P2 32 Fame, Chck I Search butlon
NOtE: pamal ertries are Stce

e p—

(Ge]

» If too many search results are returned, enter the first initial of the person’s first name and click

Search.

Select Approver

o Tife: Conwettant, Fin S Traning

Hame: [

[— 1234567 e —
Approver:  Notyut seiched
Disclosare Stabws: Drat ol 111

me oy Of e PErIen you plan
1 Saarch butice
=
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16. A list of active faculty/staff that meets the search criteria will be listed. Click the Select button next to

your approver’s name.

Horme:
Empdwysa e | 1234567

Mpprover:  Notyet selected

Disclonmre Status: Oraf colme: e

Listed Deiow are the people whose 58 name MALCHEG your Brtry. LOCAbE your SHRver in e 15 0 chok e Select buston o Se 16 of B s,  you 00 ROt S your SRDRTver m i #S1, chek (he nk whsth Says My approver s
L In the 438

Haime Depastinest dods Tl
Feaarics Housessat Fresident L1
Pesianic OF Stuses Fragiatired Nervs 3-CCVPHPF
Ganeral Cownsel Asst¥ice Chancoio
AargyFuimonar Chnkal Fadow

[
Camentry 5hos Garpenter Joumeyman
VG Pysiciin ing Gancas Supee, Coding
Spanish And Posiigusse. 1 Locturer

SNEMCY Gy Partar

Biamesical Enginsarng Grad B Teach Asst Monthiy

17. The selected approver’s name will be populated on the next page. If the approver is correct, click

Continue, otherwise click the here link to go back to the search for approver pages.

18. The Submit Disclosure page is displayed when you click Continue from the Select Approver pages. All
information must be completed before the disclosure can be submitted for approval. Any missing
information will be listed on the Submit Disclosure page along with a Go to Page button that can be
clicked to go directly to the page where the required information is missing. The information that is
missing on the page will have an exclamation mark (.{1.'."&) next to it. Complete any missing information and

navigate back to the Submit Disclosure page using the Submit Disclosure button at the bottom of the

page.

e e . Gerdl dots Tt Conumin Fin

Umnphoryes K5 1234567 Hotme Depattameit; Depinimet of finince
Approver:  Chesity It Hosper
Dinclosme Stats: Drat conme; a2

1 Exhw

Cotmpiins all Akl dgHEAINS of i LI DISCISSINS g, I

19. When all information is completed, click the Submit button on the Submit Disclosure page to make the
disclosure available for approval by the approver. The approver should be notified in person or via phone

or email that the disclosure is ready for approval. In addition, once a week the system will notify the
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approver about outstanding disclosures that require approval. When the disclosure is submitted, it is no

longer editable by the discloser.

Hoame Dopatemsent:

Dischomme Status: it Conme:

“our COH Distlasure i ready 1o be submitted to Cretsty 7. b Wi Wil FECERE 31 BMaR 50 NS LT CAN review 300 SPPFVE YOU GCKIUre. By Cking the *SUbMmE” BUTON BEow, YOU 3 CORNMING Mt Ihe INfemation
Tect and ready for approval, Once submesed, the dis

o
e

Approving Disclosures

Outlined below are the steps an approver follows to review and approve a disclosure that has been

submitted for approval in the Conflict Disclosure System.

1.

Login to the Conflict Disclosure System. See the How Do | Get to the Conflict Disclosure System section of

this document for information on how to access the login page.

Click on the My Approvals link to access a list of disclosures that have been assigned to you as an

approver.

The My Approvals page lists all disclosures that have been assigned to you for approval. The list can be
filtered by Status and/or by Submitted Date. Click the Submitted option next to Filter by Status to

display disclosures that are ready for approval.
» Outlined below are all Filter by Status options along with their definitions:
= All-lists all disclosures assigned to the approver regardless of status.
= Submitted — lists all disclosures that are ready to be approved by you, the approver.

= Returned - lists all disclosures that you, the approver, have returned to the discloser for more
information. These disclosures cannot be approved until the discloser resubmits them for

approval.

= Submitted or Returned — lists all disclosures that are assigned to you and are in a submitted or

returned status.
= Approved - lists all disclosures that have been approved by you, the approver.

= Mgt Plans Awaiting Confirmation — lists disclosures that the COl committee has reviewed and
determined that a management plan is needed, and are waiting for the approver to agree to and

acknowledge that the management plan has been implemented.
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» Use the Filter by Submitted Date option to further narrow the My Approvals list. Enter a From and
End Date and click the Filter button to search for disclosures with a submitted date between the
From and End dates entered.

My Approvals

You can filter,

Filter by Status: ) All () Submitted or Returned ) Submitted ) Returned ©) Approved @) Mgt Plans Awaiting Confirmation

Filter by Submitted Date: From To
=[] Name Job Title Home Department Date Submitted Has Conflicts Status COlID # Mgt Plan Print
Mindingall, Joi . Mar, Program General Counsel 10/27/2008 Yes Approved 47474
Mindingall, Joi . Mar, Program General Counsel 10/27/2008 Yes Approved 47470
Mindingall, Joi 1t Mgr, Program General Counsel 1112008 Yes Approved 22302
[ Approve Selected Disclosures ] [ Return Selected Disclosures ]

4. The process to approve a disclosure differs depending on whether the disclosure has a potential conflict
or not. The Has Conflicts column of the My Approvals page provides information on whether a disclosure
has a potential conflict or not. If the Has Conflicts column contains a No for the disclosure go to step #5
below for information on how to approve the disclosure from the My Approvals page. If the Has
Conflicts column contains a Yes for the disclosure go to step #6 below for information on how to approve

the disclosure from the Management Plan page.

5. Adisclosure that does not have any potential conflicts can be approved directly from the My Approvals
page. Each disclosure without potential conflicts has a No in the Has Conflicts column and also has a
checkbox next to the name of the discloser. Click the checkbox next to the discloser name and click the

Approve Selected Disclosure button at the bottom of the page.

My Approvals
You can filter your list by status by clicking a radio button on the Filter By Status line. To remove the filter, click the radio button "All".
Filter by Status: () All @ Submitted or Returned ) Submitted ) Returned ) Approved ) Mgt Plans Awaiting Confirmation

Filter by Submitted Date: From To
{Enter dates in mm/dd/yyyy format)
=[] Name Job Title Home Department Date Submitted Has Conflicts Status COlID # Mgt Plan Print
‘ [F] Coaper, Alison R Mar, Program General Counsel 11112013 No Submitted 190474
Prewitt, Terry W Legal Asst General Counsel 11112013 Yes Submitted 190475

# [ Approve Selected Disclosures ]I[ Return Selected Disclosures ]
J

» When prompted click OK to approve the disclosure. Alternately, click Cancel to stop the process.

Windows Internet Explorer &l

\;.L/ You are about ko approve the disclosure For the Faculkyfstaff member,

[ ok |[ Cancel ]
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» The My Approvals page is displayed. Click on the All filter to confirm that the selected disclosure’s
status was changed to Approved. A message indicating that the disclosure has been approved will be

displayed. At this point, the disclosure is approved and the process is completed.

> NOTE: You can approve multiple submitted disclosures without potential conflicts at once by clicking
the checkbox next to each name and clicking the Approve Selected Disclosure button. You can also
automatically select all submitted disclosures without potential conflicts on the page by clicking the

checkbox next to the Name column heading on the page.

My Approvals
You can filter your list by status by clicking a radio button on the Filter By Status line. To remove the filter, click the radio button "All".
Filter by Status: ) All @ Submitted or Retumed © Submitted © Returned © Approved ) Mgt Plans Awaiting Confirmation

Filter by Submitted Date: From To Filter
{Enter dates in mmidd/yyyy format)
‘- Hame Job Title Home Department Date Submitted Has Conflicts Status Colp # Mgt Plan Print
Cooper, Alison R. Mgr, Program General Counsel 11172013 Mo Submitted 190474 Print
Prewitt, Terry W. Legal Asst General Counsel 1112013 Yes Submitted 190475 Print

w[ Approve Selected Disclosures | | Return Selected Disclosures

6. If adisclosure has potential conflicts, the approver must review the disclosure details, fill out the
management plan page for the potential conflict(s), and approve the disclosure from the Management
Plan page. The disclosure cannot be approved from the My Approvals page. Click on the name of the

faculty/staff member to open the disclosure.
My Approvals

You can filter your list by status by clicking a radio button on the Filter By Status line. To remove the filter, click the radio button "All"
Filter by Status: ) All @ Submitted or Returned © Submitted 0 Returned O Approved ) Mgt Plans Awaiting Confirmation

Filter by Submitted Date: From To Filter
{Enter dates in mmJddiyyyy format)
- HName Job Title Home Department Date Submitted Has Conflicts Status COlID # Mgt Plan Print
Cooper, Alison R. Mar, Program General Counsel 11112013 Mo Submitted 190474 Print
‘ Prewitt, Terry W. Legal Asst General Counsel 111112013 Yes Submitted 190475 Print
[ Approve Selected Disclosures ] | Return Selected Disclosures

» On the main disclosure page, review the questions with a Yes answer.

» The Comments section can be used to provide information about the potential conflict that is not
covered in one of the questions. Review any comments that have been added by the discloser. The
approver can also add comments by clicking the Add button in the Comment section. The ability to

edit or delete a comment you have added is also provided.

» The Attachments section can be used to provide files (Word documents, Excel spreadsheets, etc) of
additional information about the potential conflict to your approver or to COl administration. Some
example attachments are: the management plan that is already in place, documents explaining what

the outside business does, any relevant contracts or business agreements, documents authorizing
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engagement in activity, etc. Review any attachments that have been added by the discloser. The
approver can also add attachments by clicking the Add button in the Attachments section. The

ability to delete an attachment you have added is also provided.

» Click the Continue button at the bottom of the main disclosure page to open the Disclosure Details
Summary. Alternately, click the Click Here to View Details button under a question with a Yes

answer to access the summary page.

» On the Disclosure Details Summary page, click the Open button next to the disclosure details record
and review the details provided by the discloser about the potential conflict. Click the Back to
Details Summary page button at the bottom of the Disclosure Details to return to the Disclosure

Details Summary page. Complete these steps for each disclosure detail record that was provided.

»  After all detail information provided by the discloser has been reviewed, click the Continue to

Management Plan button at the bottom of the Disclosure Details Summary page.

ot J Goukd Job Tae: Consutan, Fin S Training
1234567 oo opmtimett: Cigpsctrint of innes

M
Ummgdrpes K

Appteves;  Choigt It Heapar

Disclosime Sl Sutmaed coame: wm
Ik I “OpEr Dutlon beside arry PAOSrDal CONMICE b view the dEtals repored
I, iy Wloribon s Wos hitvg Toporn ol Viarndéa bl

(=

s -

» On the Management Plan page, complete the Follow Up Process field and select whether a

management action plan is needed in the Management Action Plan Needed field.

Finghayes vy
Approver:  Crey R Heoper
Disclsme Staews: Suomises o
TR OF POTINIUAL G ACTUAL COMILIC Ty

SEIOSUNE, YU A8 ESpOrSIGe for enforting the CONMicts PoSCy. I you e Sware of amy S00BONA FarMation Mal (s NCOMEEE or MEOMPIENe, Mt v DRCIosure back 50 The NANOUS SUbMATiNG the
e *Feturn Disckriure” EURon bekiw YOU MUSE 350 COmMUNICale wiF M sl 3% 10 why the HScknsure 13 Being returmad

ACELYSLE OF Meeadng iffom:
il pOtEEAEs of e Linkve

s Paiicy, inchuding Flure b comply wih e process (try renssey
plan. Penaties for Geiberate BreSch of s Pokty wil be a;

£3panang wen in
acenrdance wih apph

\Wanis 13 Marist i

5 it Vardosbet (V¥iven Empioyoe Has Purchasing or Contacng Fowsd)

» If Yes is answered on the Management Plan Needed question, select the management plans and
actions to be followed under “What actions should be taken to manage this potential conflict?”
Click the checkbox next to the plan you want to select. You will be presented with the Select Actions
popup where you can select the actions that will be followed to manage the conflict. Select all

applicable actions and click Done on the Select Actions popup. Select additional plans and actions if
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needed. Note that you can change the actions that were selected by clicking the Select Actions
button next to the selected plan. You can deselect a plan by un-checking the checkbox next to the

plan.

Select Actians =]

[ 104 Fs wh Participsales i Consallin, Speaken’s Buleams, oic.

a]
chnRumng scives
a

D it s
) Emplopea's

foe Wl parfioutar COMEANY'S BRO0CES O SardceT.

» If none of the standard plans apply or if you believe the conflict may not be manageable, then enter
the management plan information in the Other field at the bottom of the management plan page.

You can also use this field to include additional information about the plan.

»  After all information is completed on the Management Plan page, click the Continue button at the

bottom of the page to continue to the Approve Disclosure page.

ARAGEMENRT ACTIM PLAM
Mumagimnd ction Plan Hseded & 1es Ot
st
51 Plan far Employes wha Parkcipates in Consuing, Bpaskers Buesus, ok
o
o Job D
o
o
o
omer
Bopamnr: ChisRL Hooper  ApprevedDate (Mot approved)

Joa T

O REVIEW COMMITTEE ACTION:

Matan:

» All management plan information must be completed before the disclosure can be approved. Any
missing information will be listed on the Approve Disclosure page, along with a Go to Page button
that can be clicked to go directly to the Management Plan page where the required information is
missing. The information that is missing on the page will have an exclamation mark (ﬂ‘:’i) next to it.

Complete any missing information and navigate back to the Approve Disclosure page.
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[Approve Disclosure

e BITOrs or MisHing IOMAtion outined beios
and what . a Aectiom

» When all information is completed, click the Approve button on the Approve Disclosure page to
approve the disclosure and complete the process. When the disclosure is approved, the approver no
longer has the ability to edit the disclosure. An email is sent to the discloser notifying him/her that

the disclosure has been approved.

[Approve Disclasure
Trainin

Acknowledging a Management Plan

After the approver has created a management plan or determined that a management plan is not
necessary, the COl Committee will review the disclosure and any action taken by the approver. After the
COI Committee completes the review, an email will be sent out to both the discloser and the approver
requiring each of them to review the management plan. Please note that the COl Committee may
determine that a management plan is necessary even when the approver does not, or the COI
Committee may determine that additional information needs to be added to the management plan.
After review of the management plan, the approver should discuss the management plan with the
discloser to ensure understanding of all requirements of the management plan. After this discussion, the
approver should go into the Conflict Disclosure System and acknowledge that the management plan is in

place. Follow the steps below to acknowledgement a management plan once the notification is received.

1. Login to the Conflict Disclosure System. See the How Do | Get to the Conflict Disclosure System section of

this document for information on how to access the login page.
2. Click on the My Approvals link to access a list of your disclosures.

3. Select the Mgt Plans Awaiting Confirmation filter to list disclosures that are awaiting management plan
acknowledgement. Click on the View button in the Mgt Plan column to go directly to the Management

Plan for the disclosure.
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My Approvals

You can filter your list by status by clicking a radio button on the Filter By Status line. To remove the filten, cligk
Filter by Status: () All () Submitted or Returned ) Submitted ) Returned © ﬂ

d
Filter by Submitted Date: From To
{Enter dates in mmJ/dd/yyyy format)

=[] Name Job Title Home Department Date Submitted Has Conflicts Status COlID # Mat Plan Print

Mindingall, Joi M. Mgr, Program General Counsel 1012712008 Yes Approved 47 Print

Mindingall, Joi . Mar, Program General Counsel 10/27/2008 Yes Approved 47470

Mindingall. Joi M. Magr, Program General Counsel 111/2008 Yes Approved 22302 View Print
[ Approve Selected Disclosures ] [ Return Selected Disclosures ]

4. Review information in the COI Review Committee Action and associated management plan. Click the

acknowledgement at the bottom of the page under the COI Review Committee Action box to

acknowledge the plan.

COl REVIEW COMMITTEE ACTION:

Follow Mgmt Action Plan Above 2 Follow Mgmt Action Plan Below
Notes:

Jane Doe is a Therapist. She disclosed some sort of conflict from several years ago. -
Follow the management plan above.

By: Christy R. Hooper Date: 1/14/2013

‘ ] Approver Only: Check this box if you agree with the management plan and can acknowledge thatthe plan is in place.

Other Conflict Disclosure System Functions

Returning Disclosures

The Conflict Disclosure System provides approvers the option to return a disclosure to a faculty/staff
member if, for example, additional information needs to be provided, a potential conflict that has been

referenced is not a conflict, or if the incorrect approver was selected. Follow the steps below to return a

disclosure.

1. The process to return a disclosure differs depending on whether the disclosure has a potential conflict or
not. The Has Conflicts column of the My Approvals page provides information on whether a disclosure
has a potential conflict or not. If the Has Conflicts column contains a No for the disclosure go to step #2
below for information on how to return the disclosure from the My Approvals page. If the Has Conflicts

column contains a Yes for the disclosure go to step #3 below for information on how to return the

disclosure from the Management Plan page.
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2. Adisclosure that does not have any potential conflicts can be returned directly from the My Approvals
page. Click the checkbox next to the discloser name and click the Return Selected Disclosure button at
the bottom of the page. When prompted, select a reason for the disclosure being returned and enter
any additional comments in the Additional Comments field that is provided. Click the Return Disclosure

button in the popup to return the disclosure. Alternately, click Cancel to stop the process.

Return Disclosure

Flease pravide a reason for the return of the disclosure far
Lawrence, Jerry A.

Reason for Return: | Meed mare information |

Additional Comments:

Flease provide more information.

Cancel Return Dizclosure

3. Adisclosure that does have potential conflicts can be returned from the Management Plan page. Click
on the name of the staff member to open the disclosure. Click the View Management Plan button at the
bottom of the main disclosure page to open the Management Plan page. Click the Return Disclosure
button at the top of the Management Plan page. When prompted, select a reason for the disclosure
being returned and enter any additional comments in the Additional Comments field that is provided.
Click the Return Disclosure button in the popup to return the disclosure. Alternately, click Cancel to stop
the process.

Return Disclosure

Flease provide a reason for the return of the disclosure.

Reason for Return: | Failed to report a conflict

Additional Comments:
There is a conflict that is not mentioned

Return Disclosure

4. Once the Return Disclosure button is clicked, the My Approvals page is displayed. The selected
disclosure’s status will be changed to Returned. At this point, an email is sent to the discloser notifying
him/her of the return along with the return reason and comments. The disclosure is returned and the

discloser can edit the disclosure as needed.

» Note that if the reason for return is incorrect approver selected, the current approver will be cleared

out and the disclosure will no longer Appear on the current approver’s My Approvals page.
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5. The discloser updates the disclosure as needed and submits the disclosure for approval again.

Printing a Disclosure

The Conflict Disclosure System provides options to print a disclosure page or the entire disclosure.

1. A Print Page button is in the upper right corner of each disclosure page and can be used to print the

current disclosure page.

2. A Print Disclosure button is in the upper right corner of each disclosure page and can be used to print the
entire disclosure. The Print button on the My Disclosures and My Approvals pages can also be used to

print the entire disclosure.

Sorting My Disclosures and My Approvals Listings

The My Disclosures and My Approvals pages provide users the option to sort the lists by any of the
column headers. Click on the column header label to sort the list in ascending order by the column
contents. Click the column header label again to sort the contents in descending order.

My Approvals
You can filter your list by status by clicking a radio button on the Filter By Status line. To remove the filter, click the radio button "All".
Filter by Status: All @ Submitted or Returned Submitted Returned Approved Mgt Plans Awaiting Confirmation

Filter by Submitted Date: From To Filter
{Enter dates in mmy/dd/yyyy format)

. m‘ Job Title Home Department Date Submitted ~ Has Conflicts ~ Status COlID#  MgtPlan Print
Cooper. Alison R Mar, Program General Counsel 11172013 Mo Submitted 190474 Print
Prewitt, Terry W. Legal Asst General Counsel 11172013 Yes Submitted 190475 Print

[ Approve Selected Disclosures ] | Return Selected Disclosures |

Viewing Previous Disclosures

The Conflict Disclosure System provides disclosers and approvers the ability to view disclosures that

have been previously submitted or approved.

1. Adiscloser can view a previously submitted disclosure by clicking the Open button next to the disclosure
from the My Disclosures page. A management plan can be viewed by clicking the View button next to the

disclosure. The View button will only be displayed if the disclosure has a management plan.

2. Anapprover can view approved or returned disclosures by clicking on the name of the faculty/staff

member from the My Approvals page.

Viewing Frequently Asked Questions

A list of frequently asked questions can be viewed by clicking the Frequently Asked Questions link on

the left side of the navigation pane.
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Disclosure Status Report

Users who have been assigned as department approvers or reviewer in the Conflict Disclosure System
have a Disclosure Status Report that can be used to view the disclosure status of their assigned
department’s faculty/staff for a given fiscal year. The disclosure status report lists all active people in
the selected department(s) who are required to complete a disclosure in the Conflict Disclosure System.
For each person listed, if an approved disclosure is found for the selected fiscal year, information about
that disclosure is displayed. The reportis intended to help approvers and reviewers identify people who

still need to complete a disclosure for a given fiscal year.

If you have been set up as a department approver or reviewer in the Conflict Disclosure System, follow

the steps below to run the Disclosure Status Report.

1. Login to the Conflict Disclosure System and click on the Disclosure Status Report link on the left side of

the navigation pane.

Disclosure Status Report

[gelect #ll Departrments | 2008 | FiscalYear () wiew Reportin Excel O View Report on F'age

[Cl000060 - Legal [J142115 - General Counsel

2. The Disclosure Status Report page will appear and all departments for which you are assigned as an

approver or reviewer will be listed on the page.

3. Select the department(s) for which you want to run the report. Select the checkbox next to the
departments you want to report on. Alternately, you can use the Select All Departments checkbox at the

top of the page to select all departments.
4. Select the Fiscal Year to report on from the Fiscal Year dropdown.

5. Select where to send the report output. You can view the report in Excel by selecting View Report in

Excel. Alternately, the output can be displayed in a browser window by selecting View Report on Page.

6. Complete the selections and click the View Report button.

CONFIDENTIAL PAGE 23 OF 25



CONFLICT DISCLOSURE SYSTEM USER’S GUIDE

Disclosure Status Report

[]select All Deparments
[] n00080 - Legal

2008 + |Fiscal Year (8 View Reportin Excel O view Reporton Page [_¥iew Report

1142115 - General Counsel

7. If View Report on Page was selected, the report will be displayed in a new browser window. From here

you can print the report by clicking the Print Report link. The report can be exported to Excel by clicking

the Export Report to Excel link. Note that you can also sort the results by clicking on the column header

link for the column that you want to sort by.

— Print Repart

Export Reportio E}n:el

1234567
1234567
1234567
1234567
1234567
1234567

mployee |d

ane ept Num
Albrecht, Virginia 5. 142115
Awery, Lot A, 142115
Beach, Jeanette J 142115
Brandon, Mora A, 142115
Callison, John C 142115
Davis, Kevin R 142115

Home Departimert

General Counsel
General Counsel
General Counsel
General Counsel
General Counsel
General Counsel

Job Code
4011
4260
4260
2365
3005
3008

Job Title Status

Administrative Asst Il (No Disclosura)
Legal Asst (No Disciosire)
Legal Asst (o Disciosire)
Paralegal (Mo Disciosure)
Attorney (o Disciosire)
Atorney (No Disciosura)

Created Date Approver Approved Date

8. If View Report in Excel was selected, the report will be displayed in Excel in a new browser window. From

here you can click File — Save As on the menu bar to save it locally as an Excel spreadsheet.

Reviewing Disclosures

Users who have been set up as reviewers may be provided access to view details of disclosures for

his/her department. Outlined below are the steps a reviewer follows to view the details of disclosures

for his/her department(s).

1. Login to the Conflict Disclosure System. See the How Do | Get to the Conflict Disclosure System section of

this document for information on how to access the login page.

2. Click on the Review Disclosures link to access a list of disclosures for departments in which you are

assigned as a reviewer.

3. The Review Disclosures page lists all disclosures for departments in which you are a reviewer. The list can

be filtered by Status and/or by Submitted Date.

» Outlined below are all Filter by Status options along with their definitions:

All —lists all disclosures regardless of status.

Submitted — lists all disclosures that are ready to be approved.

Returned - lists all disclosures that have been returned to the discloser for more information.

Submitted or Returned — lists all disclosures that are in a submitted or returned status.
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= Approved - lists all disclosures that have been approved.

= Mgt Plans Awaiting Confirmation — lists disclosures that the COl committee has reviewed and
determined that a management plan is needed, and are waiting for the approver to agree to and

acknowledge that the management plan has been implemented.

» Use the Filter by Submitted Date option to further narrow the Review Disclosures list. Enter a From
and End Date and click the Filter button to search for disclosures with a submitted date between the

From and End dates entered.

» Click on the Name of the faculty/staff member to view the disclosure details. You can also print the

disclosure if needed.
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