o+

201%-2020; Last revised 10/16/20

Completing an Attestation and Disclosure Form (ADF) in the integrated Research Information System (iRIS)

1. Accessing iRIS

a. Access

B Microsoft
https://iris.louisville.edu Sign in
2. At the Microsoft Login Screen, use
your UofL UserlD with
@louisville.edu If you cannot login with your Uofl credentials, please log
(userid@louisville.edu) and then click into the Service Desk to report the issue.
Mext to enter your password to log [ N ]
in. If you cannot access the Service Desk, please call the UofL
Help Desk at 852-7997 for password assistance.
If you are already logged into a
Microsoft account online, the system
may automatically log you in. If you
are under another account, you must
first log out before going to iRIS.
On the left side of your homepage in IRy Vo meee T D
iR1S, hover your mouse over My e i
Workspaces o open the sdemens. | S I ey I
Then, select Conflict of Interest. P— .
S . B =
If you do not have Conflict of Interest W Sy ubrmston Forrm
in your options menu, email m"
coi@ouisville.edu for assistance. Srinem adnesn s e | '
At the Conflict of Interest Workspace, RIS USER R T T
select Attestation and Disclosure PRI L s femes
Form. -
[ e
P (T ':l P——— a
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https://iris.louisville.edu/
https://iris.louisville.edu/
https://iris.support.louisville.edu/jira/servicedesk/customer/portal/6/user/login?destination=portal%2F6
https://iris.support.louisville.edu/jira/servicedesk/customer/portal/6/user/login?destination=portal%2F6
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5. Click the Add a New Form button.
This will start a new ADF and you can
begin the disclosure process.
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6. The first section contains
introductory information on the
Conflict of Interest Policy. Make sure
to review the information.

Select the radio button at the bottom
of the page to confirm.
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7. Then, select Continue (on the top,
right of the page) to go to the next
section.

Use the Continue button to move
through each section of the form.
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8. The next section asks for background
information related to your
employment and/or role with UofL
and data protection questions.

Please ensure that you select ALL
appropriate roles. Failure to select
essential roles, such as those involved
in research, may require the
completion of a new ADF,

Click Continue (on the top, right of the page)
when you have completed the section.
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5. The next section presents the
disclosure questions related to your
roles/activities at UofL.

US Based Relationships

Please Note: Answering “Yes"” to a
main disclosure question may display
follow up questions. Enter additional
information, as appropriate.

After completing all guestions in this
section, click Continue.
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10. The next screen will continue with
the disclosure questions. Select your
response and enter additional
information for a “Yes" selection.

Click Continue, when completed.

Sactios view of the Farm | Mntew wiew of the Form |

B inTRODUCTION
B Barhpround [atormation

B DIScLOSuRD QUESTIONS Supplemental Disclosures
B

[ asteatations ared tenlarations Do you, your spouse, dependent childjren) or other spersons for which you are legally responsible, have any
external *Interests, activities or Relationships, related to UofL, that have not been addressed in the previous

questions?
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11. MNext, you will provide an Attestations
and Declarations.

After completing the attestation and
additional questions, click Continue.
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12. The Training section is next. Make
sure to review the information.
Select the radio button to confirm.

When completed, click Continue.
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[ e — Conflict of Interest Office

Confict of Interest Program
[P Asisataiions sred Daclarations vt
Jou all

I:.‘_ 2301 South Thind Street
Louisville, KY 40282
{502) B52-T612

mttp:iNouisville. adu/conflictofinterest

13. In the next section, you must
complete the acknowledgments.

Please select each radio button to
confirm and then click Continue.

Secties wiew of the Farm " Enbre view of the Form
B inTROBUSTIGN
shgrimard Lafirmation
I E— , Acknowledgements
B Bt okl GUISTIGNT
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[ amtenbations arsl toslarativns

I hereby acknowledge I have reviewed the UofL Conflict of Interest

Palicy at wi/lousile.sde/canliciointerest poticies, aNd I agree to comply with those provisions. The
information I have provided is accurate and not false, erroneocus, misleading, or incomplete. I
will file an updated form within 30 days if changes aoccur that may either (a) give rise to a
new external interest or activity, or (b) eliminates a previously disclosed interest or actvitiy.
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14. Click the Signoff and Submit button
to save the form and move onto the
signature page.

DO NOT exit the form.
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To fully submit the form, you must click signoff and submit. 1
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. The next page will open.
To complete the disclosure
form submission process, you
must click Save Signoff.
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16. Please Wait... The system is
processing the ADF submission.
17. Congratulations, you have bll _'_--_]--__ e T I e (ageet

successfully completed the ADF in the
iRIS system.

This is a tracking history of the
submission. You may now select
Logout in the upper right-hand
corner.

You will receive an email confirming
the ADF completion within 5 minutes
of finishing the form. If you do not
receive the completion, please
contact the COI Office.
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COl QUESTIONS? For Disclosure or ADF related questions, contact the COI Office at coi@louisville.edu or 852-7612.
PROBLEMS WITH IRIS? For iRIS access issues or other technical issues, contact the iRIS helpdesk by logging onto the Service Desk.



https://iris.support.louisville.edu/jira/servicedesk/customer/portal/6/user/login?destination=portal%2F6
https://iris.support.louisville.edu/jira/servicedesk/customer/portal/6/user/login?destination=portal%2F6



