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Complete an Initial Disclosure Profile 
 
 
 

1. Go to https://coi.ufl.edu to log in to eDisclose with your GatorLink credentials 
 
 

2. From your Dashboard Home Screen, go to COI workspace 

https://coi.ufl.edu/
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3. Your new Disclosure Profile will show > Action Required > review the Instruction Center 
 
 

 Select Edit Disclosure Profile to complete Action Required 
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4. Review Instructions and Policies and certify completion of COI Training by checking after the statement: “I certify that I have 

read and understood the education materials presented to me” 
 

 Select Continue to proceed 
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5. Review Entity Disclosure Information on financial interests and/or outside activities to report 

 
 Select “Yes” or “No” to Question 1: Do you have any financial interests and/or outside activities? 

 
 If “No”, select Continue 
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6. If “No” is selected, go to Step 8, p. 9 

 
 

If “Yes” is selected for financial interests and/or outside activities, an Entity Disclosure Information section will appear in the menu 
bar 

 
 Select the +Add icon to open the Entity Disclosure Smartform 

 



  
P a g e | 7 

 

 
 

7. Complete Entity Disclosure Information 
 

 Question 1: Select an Entity from the search or by entering the name 
 

 Question 2: Select relation to discloser 
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 Question 3: Select disclosure type 
 

o Based on the disclosure type selected, a series of questions related to the type will appear 
 

o Select OK to return to Entity Disclosure Information 
 

o Once you have completed adding entities, select Continue 
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8. To submit your disclosure, you must select Complete Disclosure Profile 

 
 “The following has occurred” message will provide details on status and actions taken for your disclosure profile 

 
 

Example of the type of message you may receive 
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9. You will see a POP UP Window with the message: 

 
 By completing your disclosure profile update you are verifying: 

1. All disclosure information is accurate and current. 

2. You are not participating in a Malign Foreign Talent Recruitment Program (MFTRP). 
 
 

10. Select OK to confirm and return to the COI workspace 
 

 Researchers: If you are listed on a UFIRST or IRB research project, see page 12 “For Researchers…” to complete your 
disclosure profile after this step 
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 End of Complete an Initial Disclosure Profile 
 
 

Status of disclosure profile is now No Action Required > No actions need to be taken at this time 
 
 

 
Example of Disclosure Profile with Disclosable Interests 
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For Researchers: Disclosure Profile Update in Research Category 
 

 
1. Start by completing or updating your Disclosure Profile on page 2 and follow Steps 1- 10 to “Complete an Initial Disclosure Profile” 

 
 

2. When you select “Complete Disclosure Profile,” a POP UP Window will show any open research triggers 

 
 Select the “Update” icon next to a listed research project to edit the research trigger 

 
 Add any relevant details in the Related context text box, then select OK to confirm and return to your Disclosure Profile page 

 
 Note: You may select only the research project(s) which require an update at the time of disclosure 
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 End of Disclosure Profile Update in Research Category 

 
Status of disclosure profile is now No Action Required > No actions need to be taken at this time 

 
 
 

Example of Disclosure Profile with Disclosable Interests 
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Complete a Pre Approval Request (PAR) 
 
 
 
 

1. Create a request by going to the COI workspace and selecting Request Pre Approval 



  
P a g e | 15 

 

 
2. A new page will open to create a Pre Approval Request: 

 Question 1: Requestor’s name is prefilled 

 Question 2: Type in a name or title for the request, for example “Your Name - Type of Activity - Entity’s Name” 

 Question 3: Select type of request from category names 
 
 

3. Select Continue 
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4. An Activity Information section will appear on the left side of the screen 
 

 Complete all questions on the right side for the activity and select Continue 
 
 
 

Example below for Consulting Activity and other Professional Services Information 
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5. A Submit Request section will appear on the left side of the screen 
 

 Select Submit to submit your Pre Approval Request 
 

 Then select OK to the attestation 
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6. You will see a POP UP Window for the attestation 
 

 Review and select OK to submit the Pre Approval Request form 
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 End of Complete a Pre Approval Request 
 
 

Your Pre Approval Request is now Under Review with the assigned level 1 intermediate reviewer/supervisor 
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From Reviewer 

 
 

Respond to a Clarification Request 
 

 
1. If you receive a Clarifications Requested action, it will appear in your COI workspace under the History tab 

 
2. Select the Activity title “Clarifications Requested” to review the comment 

 
3. Select Submit Response from left tab of workspace 
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4. A POP UP Window will appear as shown below 

5. Type in the Comments text box 
 

6. Select OK to submit the clarification request 

 

 

 
 End of Responding to a Clarification Request 

 
In the COI workspace, the History will note the activity as “Response Submitted” 
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Edit Disclosure Profile 

 

 
1. Disclosers have the ability to update their eDisclose disclosure profiles at any time to modify the content or report an additional 

outside activity or interest to disclose. To update your profile, go to https://coi.ufl.edu to log in to eDisclose with your GatorLink 

credentials. From your individual Disclosure Profile workspace, select Edit Disclosure Profile 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://coi.ufl.edu/
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2. On the Entity Disclosure Information page, you have the option to Update your current disclosed interest(s) or click the +Add 

button to disclose a new entity 

 To ADD a disclosure, follow the steps on Pages 6-8 of the guide 

 To UPDATE a disclosure, select the Update icon to the left of the entity name  

 To REMOVE an entity from your disclosure profile, select the blue “X” on the right-hand side of the entry. 

 

 

 

 

3.  
 
 
 
 
 
 
 
 
 
 

3. Once the modifications are complete, click Continue in the bottom right corner. 
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4. Click Complete Disclosure Profile Update to submit your changes and return to your Disclosure Profile Workspace 
 Follow the prompts as shown on Pages 9-10 
 If a Researcher, see Page 12 to complete your profile update 

 
 

 
 End of Edit Disclosure Profile 

Status of disclosure profile will display No Action Required > No actions need to be taken at this time 
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