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**NOTICE: Some of the screenshots in these instructions may show a teal blue banner at the top that
does not appear in your Veras account (like the screenshot in section II.B). Please ignore this difference.

l. Sign into Veras
Log into Veras at https://veras.uidaho.edu .

Il. Select Conflict of Interest
A. Go to My Workspaces — Conflict of interest — Annual or Project SFI Disclosure Form.

My Workspaces Research Conflict of Interest

Research Workspace Ee3
Conflict of Interest 4 Conflict of Interest Workspace
Prdiect Assistant > View My Confli est Submissions
Study » Annual or Project SFI Disclosure Form
Sl D, Coilmnis i = b - A~ S— B ——

NOTE: The system could not change this text to “Research Confiict of Interest.” Notwithstanding the language, this is the place
to submit an SFI disclosure for RCO! requirements. This is not where CO/ disclosures under FSH 6240 are made.

B. The “Annual or Project SFI Disclosure Form” list will populate (colors will be a little different).
Any previous disclosures you submitted or started will be listed here.
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University Account: _
Department: UI - U ity R h Hel S My Profile v m
ofldaho o S e Qner 2 (o]
My Workspaces & Research Conflict of Interest< > (4]
[ Copy Form l [ Add a New Form ] ’ Two i l [ Delete Form(s) ]

List of records associated with form: Annual or Project SFI Disclosure Form.
To view previous versions click on the folder icon

4 result(s) found..

Edlt/ Track Process Submission
Ea Rouﬂds Focation Submission pate o test |

O 07/24/2023 11:27:46 AM 07/24/2023 11:27
1

_ 07/24/2023

] ®© 9 worzan | QD 07242023 11:26:50 a1 | QD | 07/24/2023 11:27
- In Process Retract PDT

® S 04/26/2023

O 10:5:16 v | (D o+/26/2023 10:51:00 av | (U | 04/26/2023 10:51
- In Process Retract PDT

_ 04/26/2023

0O @ 6 10:47:30 AM — 04/26/2023 10:47:14 a1 | (D | 04/26/2023 10:47
- In Process Retract PDT

Creating the Form

A. There are two ways to create a disclosure: Add a New Form or Copy Form.

Which option do | choose?
Copy Form — Select this option if you have previously submitted an SFI disclosure using the form updated in 2023. It will
copy the information in the selected disclosure . Be sure to review all copied information for accuracy
*++You will not be able to use the copy function if you have not previously submitted a version of this disclosure. The original
disclosure form had 1 question and will not copy to the updated format (which has 8 questions and 1 sub-question).

Add a New Form — Select this option if you have not submitted a disclosure or this 2023 version before, or wish to start
with a blank form.

B. Add a New Form
a. Select “Add a New Form.”

My Workspaces & Research Conflict of Interest

Copy Form n Add a New Form P Com+

List of records associated with form: Annual or Project SFI Disclosure Form.
To view previous versions click on the folder icon

4 result(s) found...

S —————————— -

b. The FSH 5600 — Significant Financial Interests Disclosure form will populate.

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142. Page 2 of 12
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My Workspaces & ;‘;}'::::c:e;:‘;m Research Conflict of Interest

| Section view of the Form | [ Entire view of the Form |

B FSH 5600 - Significant Financial Interest Disclosure
isclosure

Information

Name:

Email:

Job Title:

Type of Disclosure

Select the type of disclosure you are submitting.
() Annual Form

O Project Form

c. Proceed to section V. Review & Complete the Form to continue these instructions.

C. Copy Form
a. To copy a previously submitted disclosure, check the box to the far left of the
disclosure you wish to copy and select “Copy Form.”

My Workspaces Research Conflict of Interest

w Add a New Form

List of records associated with form: Annual or Project SFI Disclosure Form.
To view previous versions click on the folder icon

rack Process Submission
Location Submission Date Created By m

4 result(s) found...

G o7/2:/2023 11
@ 6 07/24/2023
11:27:22 AM G 07242023 11
. In Process Retract PDT
‘ @ b)) 04/26/2023
w:50:16 av | QU 04252023 10
—_— In Process Retract PDT

i. FYl—As the form is populating, a box may appear that tells you a newer
version of the form has been published. You must select “Convert to New
Form Version" to proceed.

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142. Page 3 of 12
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D. Anew

New Form Version has been published

A new version of the Form ( Annual or Project SFI Disclosure Form ) has been published.

Please click on the Convert to the New Form Version button.

New Sections and Questions may be present on this form so please click through each section
to verify that the form is complete.

@en to New Form VeD

“FSH 5600 — Significant Financial Interest Disclosure” form will populate. Because the

form was copied, it will contain the answers you gave in the copied disclosure. Begin

reviewi

ng or completing the form starting with the “Job Title.” The name and email

information are automatically populated and cannot be changed in the form.

My Workspaces &

Covered Person: — Research Conflict of Interest a

Reference Number:

Print Friendly ] [ Save Section ] [ Continue ] [ Signoff and Submit ]

‘ Section view of the Form ‘ |

Entire view of the Form ‘

[B]Sionificant Financial Interest
Disclosure

FSH 5600 - Significant Financial Interest Disclosure

Job Title:

Type of Disclosure

Select the type of disclosure you are submitting.
@ Annual Form

(O Project Form

* For purposes of this disclosure “You” means the above stated individual and their spouse, dependent children, and any financially interdependent adult |
based on this definition of You.

1 certify I have read and understand the above definition of “You" for the purpose of this disclosure. The information I'm providing in this form is based on this definition.

IV. Select ‘Annual Form’ or ‘Project Form’

A. Nextis

Selecting the correct form type is essential
g vp s

to avoid delays if you are submitting a

disclos

Questions? Contact at

the “Type of Disclosure” field.

the Form | [ Entire view of the Form |

Information

ure for a proposal.

Name:

Email:

Job Title:

C ]

-
Type of Disclosure

“ For purposes of this disclosure “You” means the above stated

uifcoi@uidaho.edu or call 208-885-2142. Page 4 of 12
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Which form type do | select?

(Project Disclosure — Select this option if the disclosure is for a proposal that you are currently preparing to \
submit. Failure to select ‘project form’' may delay approval of your proposal.

Annual Disclosure — Select this option for all other disclosures, such as an annual update or update to reflect a

newly acquired or discovered SFl.
NOTE: you are required to update your disclosure form within 30 days of acquiring or discovering an SFI that
must be reported. )

\_

B. Select the appropriate form type and proceed.

Type of Disclosure

Select the type of disclosure you are submitting.
() Annual Form <

@ Project Form

IMPORTANT
Select the correct
option to avoid
delays approving
your proposal.

If you selected “Project Form”: A new field titled “Project Disclosure Information” will

appear. Provide the requested information.
i. NOTE: If you are submitting a Project Form, you are not required to also

submit an Annual Form with the Project Form.

a.

Type of Disclosure

Select the type of disclosure you are submitting.

() Annual Form

@ Project Form

Project Disclosure Information

Proposal Number: Enter the spplicable propal number you are associating with this d

Proposal Title: Enter the applicable proposal tffle you are associating with this disclosur

N

Why is additional information required for project disclosures? This information allows the system to
automatically alert OSP’s Pre-award Unit when a disclosure for a proposal has been submitted.

V. Review & Complete the Form
A. For Either Forms: Review each question and check the appropriate answer. If you copied a
previous disclosure, review and update the answers given to ensure they are accurate.

b. Select the @ button on the right for additional details about the information

requested.

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142. Page 5 of 12
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B. Equity Interests

Oves @no

Oves ®@no

2. Non-publicly Traded Companies: Do You hold any equity or ownership interest (such 4
foreign or domestic company that: (1) reasonably appears to be related to Your university
mutual funds and exchange-traded funds)?

1. Publicly Traded Companies: Do You hold any equity or ownership interest (such as but not limited to shares, stock, options, or warrants) in a publicly traded foreign or @
domestic company that (1) reasonably appears to be related to Your university responsibilities, AND (2) is valued at $5,000 or more when aggregated (excluding mutual
funds and exchange-traded funds)?

i foreign or

yng mutual

|1_in traded

d (excludin

O

Equity

Mutual Fund
Exchange-Traded Fund (EFT)

B. You may also hover your curser over text in a green font and underlined for a short
description or definition.

his disclosure, have Yo
[l remuneration valued at

For purposes of this disclosure “You”
means the above stated individual and
their spouse, dependent children, and

any finandally interdependent adult er g
living with them. Please answer the

below questions based on this definition

of You.

ceding this disclosure, hg-eas—s daa == dicaak in any o
received remuneratlon{ ]

Money paid for work or a service.

VI. Entering Company or Entity Names

A. Spell out the full name (do not use acronyms), then select the name from the drop-down list.

Entry 1

’ Click here to add another entry l

Company Name:

1
—
Type of Monetary Payment:

[sind

J. R. Simplot Company
Simons Foundation

B. If the name does not appear on the drop-down list, select “...Please click here to enter.”

Entry 1

[ Click here to add another entry ]

Company Name:

Type of Monetary Payment:

IAppIe Inc
We are no

a company name match. Please click here to enter.

a.

The below will populate. The name originally typed into the “Company Name” box will
appear in the “If Other, Please Enter the Agency Name” field.

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142.

Page 6 of 12
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Entry 1

[ Click here to add another entry

G Name:

Other |

I If Other, Please enter the Agency name: | Apple Inc

Type of Monetary Payment: —_—
[~none— v

Approxil Value: ‘

b. Verify the name in the “If Other, Please enter the Agency Name” box is the correct legal
name of the company/entity and fill out the rest of the information.

Entry 1

[ Click here to add another entry

enter the Agency name: | Apple Inc

[salay V|

[80,000 )

Spouse is a computer engineer.

*+Entering an agency name without adding or selecting it from the list as explained above will prevent the
form from being submitted.

C. Once the company name is entered, fill out the rest of the information in the entry.

Entry 1

[ Click here to add another entry |

G Name:

f \J R. Simplot Company
T f
ypeo ; | salary v
< Approxil Value: ‘ $60.000 ‘

Spouse works at Simplot in office of legal counsel.

VII. Disclosing Multiple SFI's In Response to a Question.
A. If you have more than one SFI to disclose in response to a question, select “Click here to add
another entry.”

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142. Page 7 of 12
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—
B
[ Click here to add anotherenty |
Ci Name:
Other
If Other, Please enter the Agency name: | Apple |
Type of Monetary Payment: \SI—\
alary v
Approxi Value: ‘80 000

B. An additional entry field will populate as shown below.

Ly e e e
.
S (oo
o
B _——
[ Click here to add another entry I [ Click Here to Delete this entry ]
C Name: ‘
Type of M y Pay
[~-none- v
App Value: ‘
- -

C. Complete the information for the additional SFI and repeat as needed.
Entry 1 Entry 2 ‘
’ Click here to add another entry l ’ Click Here to Delete this entry l

ompany N

‘ \Washington State University

Type of M@inetary Payment:

[ Consuiting

v

Agbroximate Value:

[20,000

f—

Dependent child works part time at the WSU library.

VIIl. Saving a Form; Opening a Saved Form.
A. To save a form in progress, select “Save Section” at the

top of the page.

Covered Person:
Reference Number:

017435 Research Conflict of Interest

of the Form Entire view of the Form

(<]

Print Friend| .’ Signoff and Submit

e | '

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142.

Page 8 of 12
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B. Your progress on the form will be saved and you may return later to complete and submit it.
The form will be listed on the “Annual or Project SFI Disclosure Form” list by the date it was

created and modified.

V' Department: UI - University Research
O’ ldaho Path: Home

My Workspaces & Research Conflict of Interest

List of records associated with form: Annual or Project SFI Disclosure Form.
To view previous versions click on the folder icon

5 result(s) found...

@ Help 2 My Profile v G»Log out

(<]

Copy Form ] [ Add a New Form ] [ Compare Two Versions ] [ Delete Selected Form(s) l

Edit/ Sub. Track Process Submission -
Eaﬁ Rounds tocation Submission Date freneee =
L > 07/25/2023 11:03:08 AM 07/25/2023 01:34:47 PM
4 Send
O lE - 07/24/2023 11:27:46 AM 07/24/2023 11:27:46 AM
o ) @ q’ 07/24/2023
J 11:27:22 AM 07/24/2023 11:26:59 AM 07/24/2023 11:27:21 AM
= In Process Retract PDT
- ) 04/26/2023
] @ ” 10:51:16 AM 04/26/2023 10:51:00 AM 04/26/2023 10:51:17 AM
- In Process Retract PDT
. ) @ q’ 04/26/2023
J 10:47:30 AM 04/26/2023 10:47:14 AM 04/26/2023 10:47:58 AM
= In Process Retract PDT

C. To open a saved form, select the “Edit/View” button for the form you wish to work on.

University —
Department: UI - University Research
of ldaho Path: Home

My Workspaces & Research Conflict of Interest

List of records associated with form: Annual or Project SFI Disclosure Form.
To view previous versions click on the folder icon

5 result(s) found...

Sub.
Rounds

Track
Location

Process
Submission

Submission
Date

Send

@ Help g

My Pr{

[ Copy Form ] [ Add a New Form ] [ Compare Two Versions ] [:

M|

07/25/2023 11:03:08 AM [

07/24/2023 11:27:46 AM |

IX. Deleting an SFl Entry.

A. To remove an SFI, simply select “Click Here to Delete This Entry.”

Entry 1 Entry 2 |
Pl ——
I Click here to add another entry

C Name:

‘ Click Here to Delete this entry )

State University

Type of y

| salary

Value:

v

o [20,000

Dependent child works part time at the WSU library.

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142.

Page 9 of 12
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B. The below box will appear. Select “Confirm” or “Cancel.”

Confirm the Deletion.

Are you sure you want to delete the entry?

CONFIRM CANCEL

C. The form will appear with the entry removed.

M —

’ Click here to add another entry l

C Name:
Other
If Other, Please enter the Agency name: | Apple Inc
Type of y Pay = ‘ i < ‘
alary
Approxi Value:
o [80,000
c
Spouse salary as computer engineer.

X. Certification & Submitting the Disclosure.
A. The final question on the form is a certification that the information provided is true and

correct to your knowledge.

“Certification

() 1 hereby certify by submitting this form that the information stated in this form is true and complete to the best of my knowledge.

NOTE: The form will only submit if you can check this box. If you cannot check this box, please contact
uifcoi@uidaho.edu .

A. After checking the certification box, the below will populate.

*Certification

® I hereby certify by submitting this form that the information stated in this form is true and complete to the best of my

knowledge.
Please select "Continue” to finalize the form.

On the next page you will be asked whether you want to "Exit,” which leaves the application as a draft, or "Sign and Submit,”
which takes you to the submission page and a pdf of your completed application. Note that you must click "Submit” to
finalize the application and send it to the COI committee for review. If you do not complete this step, the submission w
show up on your home page as an incomplete task. Select the incomplete task to finalize the submission process.

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142. Page 10 of 12
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B. Select “Continue” on the top right of the page.

«

Section view of the Form | | Entire view of the Form

Covered Person:
My Workspaces [ |00 oo Research

C. Intellectual Property Rights -
[E]sonificant Financial Interest
Disclosure

1. 12 Months Preceding: Have You received income in the 12 months preceding this disclosure from rights held in any form of intellectual
. limited to roval rights or patents) ) ¥ v

property (nciydi ies from co

I

C. NOTE: If an answer field is not completed, an error message will appear. The form will not
submit until all required fields are completed.

A Error Encountered
An error occurred on the page.

Please correct the mistake and resave the form

a. An alert like the below will appear near the field(s) that need to be completed.

Approximate Value

The field above is a
A required field and cannot
be left blank.

D. If all required fields are completed, the below screen will populate. Click “Signoff and Submit”
to finalize the form.

Covered Person:
b B [ o ben 017499 Research Conflict of Interest (4]

print Friendy | [ Signoff and Suomit |
he Form Entire view of the Form

ial Interest

Form has been Completed!
Key Personnel

You must submit a revised form within thirty (30) days of becoming aware that any of your answers have changed. To
exit without signing click "Exit." To complete the submission click "Sign and Submit" and then you must also click
"Save Signoff" on the next page.

Exit Form
Signoff and Submit

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142. Page 11 of 12
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E. A pop-up will appear stating you are
required to sign off on the submission.

SeleCt “Ok” or Walt for the tlmer to run You will now be redirected to the signoff screen to apply
dov\/n your electronic signature.

You are required to signoff on the submission.

You can monitor the submission progress with the
Bission Status - In Progress.

F. The screen will refresh to show the

“Submission Routing Signoff” page. Select “submit” to complete the submission. Disclosed
SFI's will be reviewed by the RCOI Officer.

My Workspaces ® Research Conflict of Int@ > 1

Submission Reference Number: 017501

Include
in
ELLU L O] POF Packet | sybmission Component Name - Version

Submission Form(s)

O Annual or Project SFI Disclosure Form - (Version 7.0)

G. The disclosure will submit and you will be routed to the “Research Conflict of Interest” home
screen. No further action is required on your part.

University Hello CE5E
your last login was
ofldaho et
My Workspaces & Research Conflict of Interest

9 result(s) found...

Conflict of Interest Submission Status - In Progress
==

6 result(s) found...

Reference Number

H. The system will notify you when an updated annual disclosure is required. However, it is your
responsibility to submit an updated disclosure within 30 days of acquiring a new SFl or
discovering an SFl that should have been reported.

Xl. Contact Information for Assistance or Questions.

Any questions regarding Research Conflicts of Interest (“RCOI"), the disclosure form, or these instructions
may be directed to the RCOI analyst at 208-885-2142 or uifcoi@uidaho.edu .

The University’'s RCOI policy may be reviewed at FSH 5600.

Questions? Contact at uifcoi@uidaho.edu or call 208-885-2142. Page 12 of 12
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