How to complete your Conflict of Interest/Commitment annual disclosure. 
1. Log in to the UTSA Conflict of Interest Portal https://oric.utsa.edu/coi 
2. Using your UTSA ID (abc 123) and passphrase[image: ]
3. Choose your side Researcher or Non-Researcher read description below. 
	Researcher Disclosure for (Faculty and Other Researchers)
	Non-Researcher Disclosure


	[image: ]
	[image: ]Non-Researcher
Click here



Researcher
Click here




For Researcher Disclosure STEPS click here

Non-Researcher Disclosure STEPS below
1. Click first option as indicated below
[image: ]
2. Confirm acknowledgment on box below. 
[image: ]






3. Answer questions “Yes” or “No” depending on your status then click “Next”
[image: ]

Please note if you select “Yes” on a question, you will be prompted to disclose the outside activity on a new window, add the information then click next. 
Sample window, (this or similar window(s) will appear, depending on your answers). 
[image: ]


4. To certify your response click on the box, then click “Complete And Submit”
[image: ]

5. To confirm information click yes on yellow box.
[image: ]





A small green window will show up once you have successfully completed your disclosure. 
[image: ]
On the home page you can also see your disclosure history
Sample:[image: ]
If you have any question please contact the compliance office. 

[bookmark: _GoBack]Analise Lopez, COI specialist	 (210) 458-4158  or
Leticia Vega	 (210) 458-5537


[bookmark: Researcher]
Researcher Disclosure STEPS below
1. Click first option as indicated below
[image: ]
2. Confirm acknowledgment on box below. 
[image: ]



3. Answer questions “Yes” or “No” depending on your status then click “Next”
[image: ]

Please note if you select “Yes” on a question, you will be prompt to disclose the outside activity on a new window, add the information then click next. 
Sample window, (this or similar window(s) will appear, depending on your answers). 
[image: ]



4. To certify your response click on the box, then click “Complete And Submit”
[image: ]

5. To confirm information click yes on yellow box.
[image: ]





A small green window will show up once you successfully completed your disclosure. 
[image: ]
On the home page you can also see your disclosure history
Sample:[image: ]
Researchers if you have any questions related to disclosure please contact the Office of Research Integrity.  Patsy Arevalo 210-458-6506 or email address: ccoi@utsa.edu

FAQs 
1. I have completed this item, why is my status uncompleted? 
· This is an annual required disclosure; ensure you have completed this item within a year. 
· A history of your disclosures is available in the home page. To verify your disclosure was completed, log in to the UTSA Conflict of Interest Portal https://oric.utsa.edu/coi and scroll down on the home page. 

2. Where do I complete the COI? Follow the steps on this guideline

3. Why do I have to do this again?  This is an annual required disclosure, all UTSA employees must submit a disclosure.  

4. How a supervisor approves someone’s disclosure?  
· Conflict of Interest/Commitment training is available for all supervisors, to understand their role and responsibility. Click the following link to review the training:  https://mytraining.utsa.edu/online/course/view.php?id=162

Supervisor steps to approve/denied disclosure
Supervisor will receive email notification:
[image: ]




Log into COI portal using the link in the email and scroll where is says “Supervisory View”
[image: ]
Click on the employee with “Review Pending” status.
Then click on Acknowledge/Approved, Management Plan or Denied.
To approve: Click on “Acknowledged/Approved”, then “Yes” to confirm.

[image: ]
When you return to the “Supervisory View” on the HOME page, the status should be updated to “Approved”
[image: ]
If the employee has a Management Plan, click on “Management Plan”, then “Yes” to confirm
[image: ]
To upload the file, click on “Choose File” and select the file to be uploaded.  Note: the file must be in PDF format.
[image: ]
When you return to the “Supervisory View” on the HOME page, the status should be updated to “Under Management Plan”, and you will have the option to view the Management Plan by clicking on “Download Mgmt Plan”
[image: ]
To Deny a request:  Click on “Denied” then “Yes” to confirm
When you return to the “Supervisory View” on the HOME page, the status should be updated to “Denied”
[image: ]
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Researcher Disclosure

Do you meet the definition of a Researcher below, as outlined in UTSA HOP 10.04?|

Individuals, regardless of their title, having direct responsibility for the design,
conduct or reporting of funded or unfunded Research or of Sponsored Activities.

Examples of individuals who are included in this definition are listed below:

a. All Principal Investigators, Project Directors, and all other individuals identified as
Senior/Key Personnel

b. Some students, research staff, technicians, and volunteers depending on their
level of responsibility in the Research or Sponsored Activity, as determined by the
Principal Investigator or Project Director.

c. All named inventors, including students, on UTSA inventions; and

d. Allindividuals identified as responsible personnel on a UTSA Application for Use
of Human (IRB protocol) or Animal Subjects (IACUC protocol)

Click Here to File a New COI Disclosure

Click Here to Complete the COI Training
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Non-Researcher Disclosure

Non-researchers are defined as all UTSA employees not meeting the definition of a

Researcher cited in the Researcher Disclosure box on the left side of this page and
as outlined in HOP 10.04.

Click here to complete the Non-researcher COl/COC

annual acknowledgement and to make disclosures as needed

Click here to complete the COI/COC Supervisor Tr:

Click here for Non-researcher COl/COC information
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University of Texas at San Antonio

Non-Researcher Acknowledgment

It is the policy of The University of Texas at San Antonio (UTSA) to provide a transparent system of disclosure, approval, and documentation
of its employee’s activities outside of the University which might otherwise raise concerns about conflicts of interest and conflicts of
commitment. UTSA's Handbook of Operating Procedures (HOP) 1.33 — Conflict of Interest, Conflict of Commitment, and Outside Activities
ensures compliance with state ethics laws and provides the framework of rules and procedures in place to protect the credibility and
reputation of the University and its faculty and staff when those employees are engaged in outside activities.

As a UTSA Employee, it is your responsibility to submit an annual disclosure of your outside activities and update the disclosure within 30
days of any changes. Your disclosure ensures compliance with state ethics laws. Information should be reported if outside activities could
appear to be related to your institutional responsibilities. "Institutional responsibilities" include professional responsibilities on behalf of
UTSA. For faculty, this includes research, teaching, administration, and service activities. For staff, this includes the employee's
responsibilities as related to their job duties and performance expectations.

Conflict of Commitment: A state that occurs when the time or effort that a UTSA employee spends on an outside activity directly
or significantly interferes with the employee’s fulfillment of his or her institutional responsibilities or when the employee uses
State property without authority in connection with the employee’s outside employment, board service, or other activity.

Conflict of Interest: A significant outside interest or activity of a UTSA employee or one of the employee’s immediate family
members that could appear to a reasonable person to directly or significantly affect the employee’s performance of his or her
institutional responsibilities. A conflict of interest is generally an issue of financial or personal gain.

Disclosures can include outside activities that will occur, have occurred, or are currently occurring. They should also include outside
activities of immediate family members that could be a conflict of interest or conflict of commitment. All information disclosed will be
available only to individuals duly charged with the responsibility for review. However, as a public institution, UTSA must release information
in accordance with and as required by Federal or Texas law, or lawful court order.

F affirm that | have read and understand HOP 1.33 and the UTSA Acknowledgement
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Disclosure

Acknowledgement

Conflictof Interest/

Discloser: Leticia Paniagua

closer ID: xke208

Clos

Complete And Submit

University of Texas at San Antonio
Conflict of Interest/Commitment

UTSA employess are required to disclose all outside activitiss annuall, or more frequently as nesded, as well as within 30 days of a change. Per HOP
133, outside activiy, including board service, vinether compensated or uncompensated, must be approved in advance.

‘Addtionally, il UTSA employees must disclose for members of their immediate family (‘elated person’ below) if he actviy is related to the employee's
nsttutional responsibilties or could appear to a reasonable person to be a conflct of nterest

Click on highlighted terms for defintions and more information

Have you or any related person received any form of payment from an outside employer or from any other compensated activity, or plan to in
the next 12 months?

O Yes® No
Have you or any related person participated in any outside (onsite or distance) teaching, or plan to in the next 12 months?

O Yes® No

Have you or any related person participated in any form of uncompensated outside activity, or plan to in the next 12 months?
O YesO No

Have you or any related person served as a member on an outside board of directors, an officer, or other executive of management position,
orplan to in the next 12 months?

0 YesO No
Have you or any related person received a gt related to your institutional responsibilities that is valued at $250 o more?
O YesO No

Do you or any related person have interest i a business enfity? (This can include domestic interests and/or substantial relationships with a
foreign government, foreign agency, or foreign institution.)

O YesO No
Do you need to report any other outside activity not covered above?
0 YesO No

Do you need to report an outside activity that s confidential in nature?

O YesO No
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Click here to complete the Non-researcher COIICOC
. All Principal Investigators, Project Directors, and all other individuals identified as annual acknowledgement and to make disclosures as needed
‘Senior/Key Personnet

b. Some students, research staf, technicians, and volunteers depending on their
level of responsibity n the Research or Sponsored Actiity, as defermined by the.
Principal Investigator or Froject Director;

Click here to complete the COlICOC Supervisor Training.

. All named inventors, including students, on UTSA inventions; and

. Allinduiduals dentiied as responsiole personnel on a UTSA Application for Use.
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‘You may have an incomplete disclosure.
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University of Texas at San Antonio
Office of Research Integrity

Researcher Acknowledgment

As a UTSA Employee or Affiiated Researcher, it is your responsibility to submit an annual financial disclosure and update the disclosure
within 30 days of any changes. Your disclosure complies with federal and state regulations that support high ethical standards for research
Information should be reported if financial interests could appear to be related to your institutional responsibilities. "Institutional
responsibilities” include professional responsibilities on behalf of UTSA. For faculty, this includes research, teaching, administration, and
service activities. For staff and affiiated researchers, this includes responsibilities as they relate to UTSA research and/or sponsored events.

A significant financial interest means anything of monetary value, whether or not the value is immediately ascertainable, that

meets the following criteria over the past 12 month:

Payments received from a publicly traded entity if the total of payments received and equity interests held exceeds $5,000

Equity interests held in a publicly traded entity if the total of payments received and equity interests held exceeds $5,000

Payments received from a non-publicly traded entity if the total of payments received exceed $5,000 or any equity interest is held
Equity interests held in a non-publicly traded entity, regardless of their value, if any

Total amount and source of payments received from a foreign entity, including all remuneration, travel paid on your behalf, financial
support for laboratory personnel, research funding, and provision of high-value materials that are not freely available (e.g., biologics,
chemical, model systems, technology, etc.)

Fiduciary positions in a for-profit or nonprofit entity, including a position as a member of the board of directors, an officer, or other
executive or management position, for which you received any form of remuneration or reimbursement for expenses

Al positions and scientific appointments to foreign entities and organizations, including all unpaid affiiations, honorific titles, and
reviewer roles

Travel reimbursements or travel paid on your behalf (all travel for researchers who have applied for NIH funding; travel exceeding
$5,000 from a single source for all other researchers), including trip details such as the purpose, sponsor, destination, and duration
Intellectual property rights and interests (e.g., patents, licenses, copyrights) including the receipt of income related to such rights or
interests

Gifts that total more than $250 in value

The following exclusions apply and need not be disclosed:

Financial interests or activities that do not reasonably appear to be related to your institutional responsibilties
Financial interests or activities that were held or conducted prior to the past 12 months,

Salary, royalties, or other remuneration paid to you by UTSA, if you are currently employed or otherwise appointed by UTSA

Income from seminars, lectures, teaching engagements, service on an advisory committee or review panel, and travel
reimbursements or sponsored travel from U.S. federal, state, or local governments, a U.S. institution of higher education (e.g., UTSA,
UTHSCSA, and communty colleges), an academic teaching hospital, medical center, or research institute affiated with a U.S.
institution of higher education (including Southwest Research Institute)

Income from certain investment vehicles (e.g., mutual funds, retirement accounts) as long as you do not directly control the
investment decisions made in those vehicles

Al information disclosed will be available only to individuals duly charged with the responsibility for review. However, as a public insfitution,
UTSA must release information in accordance with and as required by Federal o Texas law, or lawful court order.
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Discloser: Leticia Paniagua Discloser ID: xke208 Comple

Disclosure

Financial Interests.

UTSA

And Submit Clos

University of Texas at San Antonio
Disclosure of Financial Interests

Financial Interests

Answer questions as they (1) pertain to you (including any trust or foundation over which you can exercise control) of related persons for the previous
12 months AND (2) reasonably appear to be related to your institutional responsibilities at UTSA (e.g., research, teaching, administrative, service,
and other professional activities). Include relationships with non-profit organizations and note exclusions that need not be disclosed. See UTSA HOP.
10.04 for additional information.

Click on highlighted terms for definitions and more information.

Are you (1) planning to submit within the next month (or have you submitted) an NIH grant proposal, andior (2) in any way participating in an
active NIH grant? (Remember: answer only for the past 12 months.)

O Yes® No

Did you or any related person receive any form of payment from OR have equity interests in a Publicly Traded entity that, when totaled,
equaled more than $5,0007

O Yes® No
Did you or any related person receive any form of payment exceeding $5,000 OR have ANY equity interests in a Non-Publicly Traded entity?
O Yes® No

Did you or any related person own, hold, receive income from, or have the right to receive income from rights to intellectual property (such
as patents, copyrights or trademarks) from an entity other than UTSA?

O Yes® No
Did you or any related person receive any form of payment, SUpport, materials, or equipment from an entity outside of the United States?
O Yes® No

Did you or any related person serve in a fiduciary position for a for-profit or non-profit entity for which you received any form of payment or
reimbursement?

O Yes® No

Did you or any related person serve in a position or have a scientific or honorific appointment to any foreign entity or organization?
O Yes® No
Did you or any related person receive a gift that totaled more than $250?

O Yes® No
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Complete And Submit

University of Texas at San Antonio
Disclosure of Financial Interests

Acknowledgement

Certification

Financial Interests.

reasonable diligence in preparing

ST certify under penalty of perjury that this is a complete disclosure of all curent financial interests. | have used al
Certification e Disc) it stof g nd
is Disclosure of Fin is. to the best of my knowledge, true and complete.

m By submitting this document, | acknowledge that | have read the UTSA Handbook of Operating Procedures 10.04 (as applicable) that implements th:

U.S. Public Health Service regulations 42 CER Part 50, Subpart F, Standards of Conduct provided by Section 572.051, Texas Government Code, the
Conflict of Interest policy under the University of Texas Regents Rule 30104, and University of Texas Systemwide Policy UTS175. The information |
of Conduct, UT

al Intere:

have provided is for the purpose of assuring compliance with the Federal Regulations, State Standart tem Regents’ Rules
Policy. Handbook of Operating Procedures and disclosing possible conflicts of interest. | understand that it is my responsibility to comply with the:
policies and regulations and any other applicable law. rule, or policy governing conflicts of interest. Adherence to these policies and regulations includes

responding to requests for additional information in a timely manner. | understand that all information disclosed will be available only to individuals duly
ed with the responsibiliy for review and portions will be reported to UT System and made publicly available. However, as a public institution, UTSA
must release information in accordance with and as required by Federal or Texas law, or lawful court order. This includes reporting specific information
0 the sponsor (e.g., DOE, NIH, NSF) if a conflict of interest is identified o in cases of non-compliance.

Complete And Submit





image17.png
=COI / #Hc

Discloser: Leticia Paniagua Discloser ID: xke208 Complete An)

Disclosure

Certification

UTSA

Confirmation Needed

‘wish to continue?

University of Texas at San Antonio
Disclosure of Financial Interests

Certification

1 certify under penalty of perjury that this s a complete disclosure of all current financial interests. | have used all reasonable diligence in preparing
this Disclosure of Financial Interests and it is, to the best of my knowledge. true and complete.

1 understand that | have a responsibility to update the above information throughout the calendar year or during the research and sponsored activity
period within 30 days of a change in my circumstances

By submitting this document, | acknowledge that | have read the UTSA Handbook of Operating Procedures 10.04 (as applicable) that implements the.
U.S. Public Health Service regulations 42 CFR Part 50, Subpart F, Standards of Conduct provided by Section 572.051, Texas Government Code, the
Conflict of Interest policy under the University of Texas Regents Rule 30104, and University of Texas Systemwide Policy UTS175. The information |

have provided is for the purpose of assuring compliance with the Federal Regulations, State Standards of Conduct, UT System Regents’ Rules and
Policy, Handbook of Operating Procedures and disclosing possible conflicts of interest. | understand that it is my responsibilty to comply with these
policies and regulations and any other applicable law. rule, or policy governing conflicts of interest. Adherence to these policies and regulations includes
responding to requests for additional information in a timely manner. | understand that all information disclosed will be available only to individuals duly
charged with the responsibiliy for review and portions will be reported to UT System and made publicly available. However, as a public institution, UTSA
must release information in accordance with and as required by Federal or Texas law, or lawful court order. This includes reporting specific information
to the sponsor (e.g., DOE, NIH, NSF) if a conflict of interest is identified o in cases of non-compliance.

YES

You are about to submit this disclosure, do you

CANCEL
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@ This is the most recent version, but you made changes to another copy. Click here to see the other versions.

If there are problems with how this message is displayed, click here to view it in a web browser.

A staff member under your supervision identified as a non-researcher has
submitted a disclosure to the UTSA Conflict of Interest’Commitment Portal.

In accordance with UTSA HOP 1.33, you are required to review this disclosure to
identify conflicts of interest and/or conflicts of commitment that would keep the staff
member from accomplishing his/her assigned duties and responsibilities in your
area.

Log in to the UTSA Conflict of Interest/Commitment Portal to review this disclosure
and either approve or deny the request.

To learn more about your role as a supervisor and how to review, approve/deny,
and create a management plan within the Conflict of Interest portal, please take
this short 15 minute Conflict of Interest for Supervisor Training (SU0583).

For more information on Conflict of Interest, please visit this webpage:
https:/www.utsa.edu/compliance/COl/COLhtml..

sity of Texas at San Antonio

San Antonio TX
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Acceptable Use Policy

This computer application is the property of the University of Texas at San
Antonio. Improper or unauthorized use of this application may lead to criminal
prosecution or other disciplinary action. Use of this application, authorized or
unauthorized, constitutes consent to monitoring of the system and the user's
acknowledgement of accountability and responsibiliy.




