Instructions for individuals filling out a 700-U or Addendum disclosure within the Office of
Research Conflict of Interest (ORCOI) electronic disclosure system.

1. You received an email notification indicating your account was activated and to login to
https://ucsb.coi-smart.com. Non-UCSB personnel that do not have an existing account
should contact the COI Coordinator (coi@research.usb.edu) to request an account.

2. Login using your Single Sign On username and password (UCSBnetID).
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3. Read the Announcements page and click on “My Questionnaires” in the left menu bar or
click on the button labeled “Click Here to Access a New 700-U or Addendum” located in
the central portion of your screen.
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“P My Questionnaires ‘Welcome to the Office of Research’s new electronic system for Conflict of Interest (COI) disclosures. This system is in response to the

significant increase in the administrative workload borne by our faculty members as a result of the expansion of COl regulations imposed by
Message Center the Public Health Services (PHS).

% Support & Help This electronic system will allow faculty members and other investigators to submit one annual disclosure and fewer transactional
disclosures. This will result in a lower disclosure burden for investigators.

Researchers who receive federal funding must disclose all outside professional and economic interests and activity related to your

institutional responsibilities (2.g., teaching, research, professional responsibilities). In these disclosures, “You™ includes your spouse or

registered domestic partner, and dependent children. To create or update a disclosure for a federally funded research project, please
Document Library click on the first text box below that states 'CLICK HERE TO ACCESS YOUR QUESTIONNAIRE(S).
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The information you provide will also faciltate mandatory stats reporting requirements, including electronic filng. While this information will be kept confidential,
this information may be released or transmitted to the sponsor, including federal agency representatives, and according to the California Public Records Act,
may also be released to the public, upon request. These records will be retained for 3 years after termination of sponsored project or until resolution of any
action by the sponsor, whichever is greater. The Office of Record is the Office of Research Administration

Providing accurate and correct information is a serious matter and a requirement by the University policy. The principal purpose for requesting this information
is to support the independent and substantive review of potential confiicts of interest and to adhere to state and federal reguiations.
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4. Select the “Statement of Economic Interests for Principal Investigators” option on the list

of questionnaires to view and complete a 700-U disclosure or select the “Addendum”
option on the list of questionnaires to view and complete an addendum.
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% My 700-U or Addendum

VIEW STANDARD QUESTIONNAIRES

In this section of COI-SMART, you have the opportunity to complete "700-U or Addendum ". 700-U or Addendum are used to
request advance permission for an outside activity (for example, to ask for advance permission to give a paid speech for a
pharmaceutical company), or to certify "no conflict” for a grant-related research protocol.

Click on the line in the area below with the name of the questionnaire you wish to answer, then hit "Start a New 700-U or
Addendum " to begin answering a new questionnaire. You will also have the opportunity to view previously submitted 700-U or
Addendum .

Click on "VIEW STANDARD QUESTIONNAIRES" if you wish fo view standard questionnaires.

Questionnaire Name =
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Addendum
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5. Follow the onscreen directions.

Logged in User: Test Account

¥ UC SANTA BARBARA

@ My Questionnaire
. My Profile
“F My Questionnaires

Message Center

% Support & Help

Document Library

T Form_700-U_instructions_2013-% ~
T8 Quick_Reference_Guide_for_COI

T2 UCSB_COl-Smart_FAQs_2014.p¢

LOGOUT
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VIEW STANDARD QUESTIONNAIRES

In this section of the Office of Research Conflict of Interest Disclosure System, you have the opportunity to complete a CA
Form 700-U or an Addendum. The CA Form 700-U should be completed for non-governmental funded projects including all
non-profits. industry. and gifts unless they are on the exemption list found on the UCOP website at www.ucop.edufresearch
/fexempt html. The Addendum should only be completed when requested by a member of the Research Integrity staff.

Click on the line in the area below with the name of the questionnaire you wish to answer. then hit "Start a New 700-U" or
"Start a New Addendum” to begin answering a new disclosure form. You will also have the opportunity to view previously
submitted 700-U or Addenda.

Click on "VIEW STANDARD QUESTIONMNAIRES" if you wish to view the Federally Funded disclosure.
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Notice the numbered question that is larger than the other numbers. This indicates where
you are in the disclosure process. Read the directions and answer each question,

selecting “Save and Continue” after each question. Click on a page number to skip ahead
or go back to any question.
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7. After answering each question press the “Save and Continue” button to move to the next

page.
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8. On the final page, click on “Save and Submit” and in the next box, type submit and click
FINISH.

Submit Questionnaire

By typing "submit" in the box below, | acknowledge that all information that |
have provided is correct and complete to the best of my knowledge and |
understand that | am required to update the disclosure as changes occur
(within 30 days).

You have completed all of the questions for this questionnaire.

Type the word submit in the text box below before clicking the "FINISH" button to indicate
that you are ready to submit your completed questionnaire.

MOTE: You need to type "submit” and click FINISH for each independent question you wish
to revise. After you do so, you will have the opportunity to revise another question.

Type submit [ ]

/ Cancel



