Submitting and Updating a COI Disclosure in the 
the Research Administration Portal
1. After logging into the Research Administration Portal (RAP) Conflict of Interest (COI) module, select “Dashboard.” Then, in the “My Inbox” tab, click the Disclosure Profile.[image: Screenshot of RAP COI dashboard showing the “My Inbox” tab with an arrow pointing to Disclosure Profile to indicate where to click.]
2. You are now in the Disclosure Profile workspace. Click “Edit Disclosure Profile.” A pop-up window will appear. 
[image: Screenshot of RAP COI Disclosure Profile with "Edit Disclosure Profile" at the center of the page circled to indicate where to click.]
3. Review the instructions and policies. If it’s the first time you’re submitting a disclosure, check the certification box and click “save” before continuing. If you’re updating an existing disclosure, the box may already be checked. 
[image: Screenshot Disclosure instructions and policies with checkbox at the end of the page circled to indicate where to click, as well as the "Save" then "Continue" buttons at the bottom right of the page. ]


4. Select “Yes” to add an activity or interest to your disclosure. If you have no activity or interest to disclose, select “No,” then skip to step 9. 
[image: Screenshot of RAP COI Disclosure Profile with an arrow pointing to the "yes" or "no" radio buttons.]
5. Once yes is selected, select the “+Add” button on the left side of the screen. 
[image: Screenshot of the entity disclosure information section with "Add+" at the center of the page circled to indicate where to click.]


6. A panel will open on your screen. Search for the entity under question one. If you cannot find it, select the ellipses (…) below the search bar. 
[image: Screenshot of the entity disclosure information section with arrows pointing to two sets of ellipses on the page, which allow users to add entities when clicked.]

7. Select the checkbox(es) to indicate whether this activity is associated with you, your spouse, or dependent child. If this activity or interest is related to someone else, select any box to move forward. There will be a text box where you can share additional information later. 
[image: Screenshot of boxes users can select to identify the relation to the discloser. ]

8. Select each box that applies to your interest or activity with the entity you selected during step 6. Each checkbox will display questions specific to your interest or activity. Click “OK” when you’ve finished entering information. 
Only responses with a red asterisk are required, but users are encouraged to provide as much information as possible, so the Conflict-of-Interest Office does not need to request additional information. If you have any questions or concerns about the information being requested, contact coi@uoregon.edu. 
NEW: Effective October 10, 2025, if you receive funding from the National Science Foundation (NSF) or the U.S. Department of Agriculture (USDA) and you have added an activity or financial interest with a foreign entity that is included in your biographical sketch and/or current/pending support document, you must upload a copy of the agreement in the related documents question. NSF and USDA require the UO to review agreements with foreign entities to be sure they do not conflict with award terms and conditions and to retain copies of those agreements. Examples include, but are not limited to, courtesy appointment contracts or appointment emails, employment contracts, stock purchase agreements, shareholder agreements, and equity incentive plans.
[image: Screenshot of the entity disclosure information section with a list of disclosure types and descriptions, accompanied by checkboxes at left.]
[image: A dropdown window with questions, responses, and related documents. The "OK" button at the bottom right is highlighted.] 

9. After you have entered all relevant information, select “OK.” The panel will close, and you will see a summary of the disclosure appear. Click “Save”. If you are done adding interests and/or activities, click “Continue” on the bottom right of the screen. If you have additional interests to add, return to step 5 and repeat as necessary. 
[image: Screenshot of the entity disclosure information summary, the save then continue buttons at the bottom right are highlighted.]


10. IMPORTANT: To submit your disclosure profile, select “Complete Disclosure Profile Update” at the center of the screen. Selecting “finish” or “save” will not submit your disclosure to the Conflict-of-Interest Office. 
[image: Screenshot of disclosure profile verification page with "Complete Disclosure Profile Update" page at the center of the page highlighted. ]
11. A pop up window will appear. Review the affirmation and select “OK” to agree. If you’re unable to agree, please contact coi@uoregon.edu. 
[image: Disclosure profile update window displaying a text affirmation for the user and the "OK" button highlighted. ]
12. Your profile will now display “No Action Required” and you will receive an email confirming that your profile was successfully submitted. Conflict-of-Interest staff will review your profile within 3 business days and request additional information if necessary. 

Thank you for your attention to this important compliance requirement!

[image: Screenshot of an email confirming that a user's disclosure profile update was submitted. ]
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The Conflict of Interest, Conflict of Commitment, and Outside Activities Policy ("COI/COC policy") applies to all UD employees. This policy is tied to Oregon State ethics laws, and was developed to support the UO mission
and its employees while ensuring compliance with Oregon State statutes. For more information about what must be disclosed under this policy, consult the policy and visit the UO's website on Conflicts of Interest and
Commitment
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= Employees should complete and update their disclosure profile through this RAP COI module for activities or interests that do or may require disclosure and approval under the policy, even if they are unsure about
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The Financial Conflict of Interest in Research Policy ("FCOI policy") applies only to sponsored researchers — specifically those who are identified as responsible for the design, conduct, or reporting of sponsored
research at the proposal or award stage (“FCOI Investigators”). This policy is tied to federal financial confiict of interest in research regulations, which have specific training and reporting requirements.
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information from you to help ensure your compliance with both the FCOI and COI/COC policy. For more information about what must be disclosed under both COI policies, visit the UO's website on Conflicts of Interest
and Commitment
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Complete Disclosure Profile Update

By completing this disclosure profile update, | certify that the information 've provided is true, complete, and accurate.

| certfy that | have disclosed all required outside activities and financial interests for myself, my spouse, and my relatives related to my institutional
responsibilities as required by the UO's Conflict of Interest, Conflict of Commitment, and Outside Activities Policy and ORS 244. | understand that | can
visit col.uoregon.edu or email coi@uoregon.edu for more information on what | may need to disclose.

For Sponsored Researchers: | certify that | have disclosed all required Significant Financial Interests related to my institutional responsibilities for
myself, my spouse, and my dependent children as required by the UO's Financial Conflict of Interest in Research Policy, 42 CFR Part 50 Subpart F, and
my sponsor's requirements. | understand that I can visit coi.uoregon.edu or email coi@uoregon edu for more information on what | may need to
disclose.

1 understand that | must submit this disclosure annually and within 30 days of a change to my existing interests or acquiring a new interest in order to
apply for sponsored funding

I'am federally prohibited from participating in a Malign Foreign Talent Recruitment Program (MFTRP). | certify that | am not party to a MFTRP, defined as
a recruitment program sponsored by or located within the People’s Republic of China, the Democratic People’s Republic of Korea (North Korea), the
Russian Federation, or the Islamic Republic of Iran that requires participants to transfer sensitive information, recruit others, or establish foreign entities
in ways that conflict with federal research guidelines. Learn more.

1 understand that any false, fictitious, or fraudulent information, misrepresentations, half-truths, or omissions of any material fact may subject me to
criminal, civil, or administrative penalties for fraud, false statements, false claims, or otherwise (18 U.S.C. §§ 1001 and 287, and 31 U.S.C. 3729-3730
and 3801-3812). | further understand and agree that: 1) the statements and representations made herein are material to the U.S. government's funding
decision, and 2) | have a responsibilty to update the disclosures during the period of performance of the award should circumstances change which
impact the responses provided above.
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Thank you for completing an update of your Conflict of Interest (COI) Disclosure Profile. Please remember that you are
required to update your profile at least annually, if you receive sponsored funds, and at any time when there is a change
to your outside activities and interests, regardless of whether you receive sponsored funds. To make updates to your
COl Disclosure Profile, please click the link provided in this email. If you are ever unsure about whether you need to

update your profile, please email us at coi@uoregon.edu.
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