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Creating your Annual COI Disclosure in Kuali

e LOGIN

[https://www.umb.edu/orsp/kuali] research using your NetID and

Password

e Select Switch Apps on the lower left margin (the icon has 9 dots).
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o Select Conflict of Interest in the middle (the icon has two arrows).

Dashboard

Kuali Research

| %

=n Al

I
<II

Research Home Conflict of Interest Protocols

- ®

Users Groups

e If this is your first time in Kuali COI, the small blue box will say Create Disclosure. If not, it will say Update Disclosure.
In either case, click on it.
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ou have yet 1o submit a disclosune
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kuali

Now you have entered the COI Disclosure form.

e Navigation tips:
0 The list on the left (starting with INTRODUCTION) details the steps needed to complete your form. The
circle on the right will show your progress in green.

0 The COl disclosure form has progressive display, meaning that the number of questions will increase or
decrease depending on the answers you give.

0 Hotlinks and blue question marks will appear throughout and provide you with more details and
guidance.

0 Ifatany point you want to leave and return later, click Save and log out using the drop down in the
upper right under your name.

0 Use the Next button to move through the form.
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0 Navigate through the form, answering ALL questions. New ones will appear as you answer in the
affirmative.

Example: check the first box on this question and a second question appears.
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Training page

e This page includes the status of training required under PHS/NIH COI policy. Follow the links if you have any
questions or concerns.

Rezearch Conflicts of Interast Trainlng

yia 5 condut thei a
nd oty e poit, canicts
corebicty o ferest av el
Tewetgaen it e it esicn !
he s e
SHesth Geocn Regsdrbers
Tor St - = s gt
] o
Focang n . ange.
A actoeties
v AFEDi means setned depandent
chicren
1545 et igutie Besriiatio
[ 12 mantha vz, Ao peoge
sk,
A a3 Ly
B Moo i 5,000 1 walkah < 51 eberifu 4 4 GBS Ak sy
i Feceal o st
Pospital 4 5 . 5, Youse wos

Potential Conflicts of Interest and/or Commitment

e The next few pages will ask you to disclose potential Conflict of Interests and Conflicts of Commitment. You
must answer ALL questions.

0 First you will be asked about categories of potential conflict.
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If you answered No to ALL of the category questions, you will be brought to the Certification page (see

below).

Outside Entity Information

Answering Yes to ANY of the category questions will bring you to the Outside Entity Information page.

0 Follow the instructions in red to add or modify Entities that correspond to your positive answers.
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e Adding an entity:

o
(0}

Click +Add info (in black, just below the explanatory text).

The Add Entity form will appear. Answer ALL of the questions using the text boxes and drop down
menus.

Under the Relationship form section, click +Add Info and a new pop up will ask you to identify the

person involved with this entity and the amount of compensation. Answer all questions here as well.
Click Done after completing each pop up form.

Add

X
~ e e —e | ||
Is your engagement with this entity ACTIVE and ONGOING?
Add X
Person involved with this entity:
Entity Name
Entity Type Relationship
Relationship Form {b
Using thei tions below add all ips you or your family ith this Entity. Relationship Type
Indicate the aggregate annual amount of compensation (including the total value of any compensation,
© columns + AddLine d or reimb d travel, intell | property rights or interest and any other remuneration received or
expected to be received from the entity) in the past 12 months:
PERSON T COMPENSATION AMOUNT = -
+ Addinfo
Cancel ~ Done
lectthe approp: ion belowta describe ivity with this entity:
Does this entity sponsar any of your ressarch?
Q) ves
QO No
:
Cancel

+ Dane
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0 Your Entity will now appear in the form, along with the relationship you have just added. If you have
multiple relationships with the same entry (perhaps both yourself and your partner, or you have
both consulting and speaker fees), click +Add line and complete another relationship form.

=  You can also close this and complete another Entity form, listing the same Entity with a

different relationship.

Add
Entity Type ’
s
Relationship Form
Using the instructions below add all Relationships you or your family |
1 the Relationship: Click "« Add Info®
Additional Relationships ght
Existing Relationships: Select the Edit Pencll e e
te an Exlsting Relatlonship: ect the Trash Can nex ty n
@ Columns
PERSON = COMPENSATION AMOUNT
/7 [ ] Self 51,000 to $2,500

@ Columns + Add Line
PERSON =  COMPENSATION AMOUNT =
¥ ser $1,000 to $2,500
g Spouse/Domestic Partner 52,500 10 54,999
+ AddLine

Select the appropriate option below 1o describe the engagement activity with this entity:

Cancel

+ Done

0 After you have added all relationships, scroll down to answer the remaining questions and/or

upload any required documents.

o O

Click Done to go back to the main Outside Entity Information page.
Repeat this process for all Entities you wish to report and then click Next.

0 A message will appear in red at the top of the screen if the form is incomplete.
=  Scroll down the page until you find a section surrounded by a red box. That is where the fix

needs to occur.

[T —

OUTSIDE ENTITY IMFORMATION
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= Go back into the Entity by clicking on the Edit Pen to the left.
= On the Edit page, look for the word Required in bold red font and enter the information
that is missing.
= After you have done so, click Done to return to the Outside Entity Information page.
Then click Save.
= [f there are still red boxes, return to the Edit forms and repeat.

Edit x
-

Incomplete

L] ®
= 7t the required filds are ematy.

ar your famiy have with this Entity.

@ Columns + AddLina

PERSON T COMPENSATICH AMOUNT ¥

# B sar 1000 10 $2.500

Setect the appropriate option below to describe the engagement activity with this entity:

© Reguired

Project Declaration page.

e Next, the form will ask you to assess the relationship between the Entities you included and your project(s).

(0}
0}

Using the top dropdown menu, choose the SFI View or the Project View.

Under Reporter Relationships click the circle that matches your assessment of the relationship between
this specific project and the Entity.

Enter a comment in the section next to each declaration.

Continue down the page until you have entered a declaration for all Projects and Entities, then click
Next.

Relutionstip
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Certification page

e Read the information and click Submit. You have now completed your Annual Conflict of Interest Disclosure.

Update Annual Disclosure

Introduction [ Bisckosirs Status
ta) Rotello, Vincent M n Progress
Roles rotello@chem, umass cdu
Ressa
Ing submit. | affirm that the information submimed in this form. tegether with any attachments, |s accurate 10 the best of my knowledge, that | 09% Complete
Resagsn vammme un mme 2

have read and understand my chilgations under applicalie University policies and PHS regulations (I they are applicable to me), and that | will comply
with the conditions and restrictions established by the Unlversity 1o manage, reduce or eliminate any conflicts of imerest or conflicts of

General COlAnd COC commitment Additionally, | commit to providing an upcated dieclozure form within 30 days of any significant change in the informatian | have = Submit
provided. Finally, | acknowiedge that | may have a separate disciosure obligation for actvities not related 1o research, Intellectual property of
Outside Entities technology transfer which would be made in sccordance with MEL ¢ 2634
& Provious

Project Declarations

Save

CERTIFICIATION

Kuali will bring you back to your main COI page. You will see your disclosure, the last action (which in this case is Submit)
and the status (Submitted for Approval or Approved).

e Want to review or print out a copy of your disclosure? Just click the date in blue. It will bring you to an overview
of your form, which you can review and print out.

CONFLICT OF INTEREST kuali Williama, Serena T (impersonated by User01, Test)

My Disclosures

LAST ACTION DATE LAST ACTION STATUS

Feh 27,2019 12:24 PM - Submit Submitted for Approval

After your disclosure is submitted, it is automatically routed to the Office of Sponsored Research and Programs where
the review process begins. You will receive an email notification when it is approved, if further information is required,
if it is due to expire, or if it has expired. In some cases, you will be asked to go back into your disclosure to revise or
update the information. See the guide on Kuali COI Disclosure Revision more details.

If you have any questions or need assistance with the UMass Boston online Annual Conflict of Interest Disclosure
process, please email PRSP.Disclosures@umb.edu |



ORSP.Disclosure@umb.edu



