1. To submit an existing financial disclosure for a new proposal or an annual renewal of an existing disclosure with no changes please visit the following URL http://www.sites.uidaho.edu/osp-portal  using Google Chrome as your web browser. 

2. If you are using an on-campus networked machine (such as your office work-station) you will see a pop-up similar to the following screen. Type your University of Idaho username with ‘AD\’ preceding it and your UI password and click ‘OK’ to log in.
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3. If you are not at an on-campus networked machine (such as a laptop or home computer) you will see the following screen and will use your University of Idaho username and assigned external password or, if you have logged in and set your OSP Portal password previously, you will use that password. If you cannot remember the external password that you set, click “Forgot Your Password” and a temporary external password will be emailed to you (if you are able to answer or have set your security question and answer).  
If you need to change your password after you log in, you can do so by selecting ‘My Account’ from the top right corner of the screen. Please also review and change your security question and answer as needed via the ‘My Account’ screen.
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4. After you successfully log in you will see the following screen; select ‘Disclosures’ from either the side menu or drop-down menu to continue with submission of an existing disclosure for a new proposal or submission of your annual renewal of a disclosure that was submitted previously and has not changed. 
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5. [bookmark: _GoBack]A list of your disclosures will appear and you will need to click ‘resubmit’ in order to select the disclosure you would like to submit for annual renewal OR for a new proposal. Please note that disclosures are submitted for each proposal therefore if you have a new proposal requiring disclosure you must ‘resubmit’ an existing disclosure for that proposal per the following steps.
[image: ]Title	

jvandal
jvandal


6. After you click on ‘resubmit’ the following screen will appear. You will need to either change the checkbox in the proposal section to reflect your new proposal number (if this is a submission for a new proposal) or select each proposal # that this disclosure relates to and then click ‘save’ to submit a single disclosure or ‘submit another’ if you would like to submit another disclosure. 
[image: ]
7. If you have any questions please contact uifcoi@uidaho.edu or Sarah Martonick at 208-885-6651.
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Under University polcy and federal regulatons, discosure of Significant Financial Interests (SFI) is mandatory fo investigators and any Uriversity of Idzho
individuals who have responsibiity for the design, conduct or reporting for Public Health Service (PHS)-or National Science Foundation (NSF)- funded sponsored
projects

Failure to disclose SFI, in accordance with the requirements of Universiy policy and federal requlations, may resutin sanctons being imposed upon the individual
responsble for iscosure and compliance with any estabished management plan andjor upon the Liversity. If the Uiversity determines that a finanl confict
of nterest (FCO) exists, information concerning the FCOL il be released to the appropriate sponsoring federal agency and/or members of the publc, as
requred.

Please complete the SFI Disdosure form, below, for any of the applicable categories and types. This dsdosure may consist of ane or mre of the foloning:

o Income Interest (consuiting fees, salaies, honoraria, etc.)
Equity Interest (stocks, optons, share of profis, tc.
o Inteliectual Property Interest (royaltes, icense fees, etc.)
« Other Finandil Interest (any thing else of monetary or economic value)
« Reimbursed or Sponsored Travel

PLeASE NOTE
« For PHS disclosures:
1. When any equity interest is held in a non-publicl traded entity (regardless of monetary value) you are required to
2 :p..,. any income related to property rights and interest is received (regardiess of monetary value) you are required to
+ or s dscissires:when more than 5% ownership ntrest i hld n any ane enterpis orenity, you ae reuired todisclose.

New Disclosures
Complte the form for each significant financial interest (SFI) separately, incuding travel. Please make sure to enter al required feds.

Accounts fwichman
Proposals* [01988] D Mammalian Genomes 1T
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Agency = Public Health Service =
Status= Primary Recipient [=
Discosure Needed * 10O NOT HAVE an S to disdose for either myself, my spouse, any fiarically interdependent adut ving with me, or my.

‘dependent chidren.
THAVE an SFL to disdose for either myself, my spouse, any fivancilly nterdependent adut ving with me, or my dependent
chidren.
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Instructions

1 this i your irs time logging in, and an account has not
been created and emailed to you, please cick Sign Up
Now'and create an account. Please use the same.
username as your Actve Directory login, if you are:
University of Idaho staff o a faculty member.

1Fan account has been created for you, please sign in
using the username and passwiord you were sent. After
logging i, please click My Account’in the top right
comer of the screen to change your password and set
Your security question.

Your username and password are encrypted and
unrecoverable, if you are unable to remember your
password, please reset vour password.

Offce of Sponsored Programs:

1f you have additional questions or require support,
please contact osp-web@uidaho.edu for assistance.:
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