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[bookmark: _Toc204844488]Quick Links

[bookmark: _Toc204844489]Navigation and Basic Tasks
	Process
	Description

	Find Key Items
	Overview of the key items on your dashboard

	View History
	View all the actions that have been performed on a disclosure profile

	View Training Completion Details
	View last completed COI specific training and the expiration date



[bookmark: _Toc204844490][bookmark: _Hlk204843385]Filter and Sort Data
	Process
	Description

	Filter Data
	How to use the filter setting to see specific data in the tables

	Use Advanced Filters
	How to use advanced filters to see specific data in the tables

	Sort Data
	How to sort the data in the tables by ascending or descending order



[bookmark: _Toc204844491]Create a Meeting
	Process
	Description

	Create a Meeting
	How to create a meeting.

	Find/Open a Meeting
	How to open a meeting on the Meetings page.



[bookmark: _Toc204844492]Prepare for Committee Meetings
	Process
	Description

	Assign Submissions to Meeting
	How to assign a submission (e.g. certification) to a meeting for review.

	Assign Reviewers
	How to assign reviewers to review agenda items for the meeting.

	Add Documents
	How to add supporting documents to the meeting.

	Add Other Items to the Agenda
	How to add text-based items and links to related projects to the agenda.

	Prepare to Send the Agenda
	How to prepare the agenda to be sent out.

	Remove an Agenda Item
	How to remove a submission or other item from the agenda.



[bookmark: _Toc204844493]Conduct Committee Meetings
	Process
	Description

	Prepare Minutes
	How to prepare and create meeting minutes from a template.

	Start the Meeting
	How to start the meeting.

	Approve Previous Meeting Minutes
	How to approve the meeting minutes of previous meetings.

	Display Submission Details
	How to display the submission information and reviewer comments during the meeting.




[bookmark: _Toc204844494]Submit Committee Reviews
	Process
	Description

	Submit a Review
	How to record the committee decision for a submission.

	Update Other Agenda Items
	How to record decisions about non-submission agenda items.



[bookmark: _Toc204844495]Wrap Up Committee Meetings
	Process
	Description

	Prepare Minutes
	How to upload the final meeting minutes.

	Close Out a Meeting
	How to close out a meeting when completed.




[bookmark: _Toc204844496]Introduction
This guide shows conflict of interest (COI) administrators how to manage COI meetings in the COI application.
[bookmark: _Toc204844497]Navigation and Basic Tasks 
When you first log in, you will be on your Dashboard, which is the starting point for finding items and performing many basic tasks.

[bookmark: _To_find_key][bookmark: _Toc204844498]To Find Key Items
From your Dashboard, you can view:
· My Inbox: Items that require you to act.
· My Reviews: Items assigned to you to review if you are a reviewer. These are a subset of the items in My Inbox.
· Recently Viewed: 
· Recent: The last several items you viewed. Scroll through this list to find an item you worked on recently.
· Pinned: You can pin the items in the Recently Viewed section for quick and easy access. This is where those pinned items are listed.
· Personalize Table: You can alter the tables displayed on the dashboard by using the Personalize Table gear icon.

[bookmark: _To_view_History]



[bookmark: _Toc204844499]To View History
· From the disclosure profile workspace, click the History tab.
[image: A screenshot of a computer
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The History tab lists the activities performed on a disclosure profile including any comments, attachments added, or disclosure profile updates
[bookmark: _To_view_training][bookmark: _Toc204844500]To View Training Completion Details
The Training tab displays the following information: 
· Research training last completed and Research training expiration date - These dates refer to the COI specific training (as set by an institution) that a discloser must complete at required intervals. The COI solution keeps track of the expiration date and notifies the discloser when their training has expired.
· Courses - This section lists the courses related to COI that were administered outside the COI system and taken by a discloser.  
[image: A screenshot of a computer
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[bookmark: _Toc204844501]Filter and Sort Data
. Many pages contain tables you can filter and sort to help you find the required data.
· Filtering reduces the list to only the data that meets the criteria. The advanced filter lets you combine multiple filter criteria together.
· Sorting displays the data in ascending or descending order by a particular column.
[bookmark: _To_filter_data][bookmark: to_filter_data][bookmark: _Toc204844502]To Filter Data
1. Select the column to filter by from the drop-down menu. The menu lists only the columns you can filter by. 
Note: To combine multiple filter criteria, such as, ID, Name, and Date Created, review To use advanced filters.
[image: A screenshot of a computer
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2. In the text box, type the beginning characters for the items you want to find. If you do not know the beginning characters, type a % symbol as a wildcard before the characters. Examples:
· 71 shows all items beginning with 71
· %71 shows all items containing 71 in any position
· Tip: for examples and a list of operators you can use, click the Help icon.
[image: ]
3. Click on the magnifying glass icon to apply the filter. The table shows only rows that are an exact match.
· Tip: if you do not see the expected items in the list, click Clear All to remove the filter.
[bookmark: _To_use_advanced][bookmark: _Toc204844503]To Use Advanced Filters
1. In the Filter By area, click Add Filter.
[image: ]
2. Enter filter criteria as explained in the To Filter Data section.
3. To combine multiple filter criteria, click Add Filter once more.
4. Click the magnifying glass to apply the filter.
The table shows only those rows that match all the filter criteria.
[bookmark: _To_sort_data][bookmark: _Toc204844504]To Sort Data
1. Click the column header you want to sort by.
2. Click it a second time to reverse the sort order.
The arrow indicates the column by which the data is sorted and the sort order, either ascending (up arrow) or descending (down arrow).
Note: if the column header is now a link, you cannot sort by that column.
[image: ]
[bookmark: _Toc204844505]

Create a Meeting
Typically, the committee’s administrators or chairs create the meetings. 
Tip: For best results in handling meetings, make sure the committee administrator also has one of these user roles, as appropriate: COI Administrator, IACUC Coordinator, IRB Coordinator, or Safety Specialist.
[bookmark: _To_Create_a][bookmark: _Toc204844506]To Create a Meeting
1. From the Sub-Navigator, or from My Inbox, click Meetings.
2. From the meetings page, click Create New Meeting.

[image: A screenshot of a computer
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3. Complete the SmartForm.
4. When you’re done, click OK. 

[image: A screenshot of a meeting
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The meeting workspace appears.
[bookmark: _To_Find/Open_a][bookmark: _Toc204844507]To Find/Open a Meeting
1. From the Meetings page, under the Upcoming Meetings tab, click the name of the meeting to open it.
[image: A screenshot of a computer
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[bookmark: _Toc204844508]

Prepare for Committee Meetings
From the committee meeting page, users designated as committee administrators can manage meetings, agendas, and minutes for that committee's meetings. 
Note: Multiple users can be simultaneously designated as committee administrators.
[bookmark: _To_Assign_Submissions][bookmark: _Toc204844509]To Assign Submissions to Meeting
A submission is anything that you wish to assign to a meeting for review.
1. From the submissions workspace, click Assign to Meeting.

[image: A sign to meeting with orange rectangle
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2. Select the meeting you wish to assign it to and click OK.

[image: A screenshot of a meeting
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[bookmark: _To_Assign_Reviewers][bookmark: _Toc204844510]To Assign Reviewers
Once you assign an agenda item to a meeting, the Assign Reviewers activity is available.
1. From the submission or meeting workspace, click Assign Reviewers.
[image: A white and orange rectangular box with black text
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Note: For COI and non-submission agenda items, click Assign Reviewers from the meeting workspace.
2. Complete the form and click OK.
The assigned reviewers will receive an email notification notifying them they have been assigned as a reviewer and to review any supporting documents. 
[bookmark: _To_Add_Documents][bookmark: _Toc204844511]To Add Documents
1. From the meeting workspace, click Update Documents to add any supporting documents to the meeting.
[image: A close-up of a list
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2. Complete the forms and click OK.
[image: A screenshot of a computer
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The documents are displayed in the Supporting Documents tab.
[image: A screenshot of a computer
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[bookmark: _To_Add_Other][bookmark: _Toc204844512]To Add Other Items to the Agenda
You can add text-based items and links to related projects to the agenda.
1. From the meeting workspace, click Update Other Agenda Items.
[image: A screenshot of a computer
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2. Click Add.
3. Complete the forms, add a related project if desired, and click OK.
[image: A screenshot of a computer
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4. When done adding items, click OK. The items you added are displayed in the Other Agenda Items section below the list of submissions.
[image: A white rectangular object with a white background
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5. (Optional) Assign Reviewers to the new items from the meeting workspace. (See To assign reviewers.)
[bookmark: _To_Prepare_the][bookmark: _Toc204844513]To Prepare the Send the Agenda
You can prepare the agenda from the meeting workspace.
1. Click Prepare Agenda and generate an agenda or upload your own agenda document. 
[image: A screenshot of a computer
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2. Click the drop-down arrow to choose a template to generate an agenda from, select the template then click Generate. Alternatively, upload a draft agenda, then click OK.

[image: A screenshot of a computer
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Note: The generated agenda pulls in from the Agenda Items tab the listing of all Projects that have been sent to Committee Review and added to the given Meeting.
3. Click Send Agenda to e-mail the agenda to committee members. 

[image: A close-up of a list
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4. Select the attendees you wish to send the agenda to, then click OK.
[image: A screenshot of a computer
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[bookmark: _To_Remove_an][bookmark: _Toc204844514]To Remove an Agenda Item
You can remove a submission or other item from the agenda.
1. To remove a submission, click the submission name and then click Remove from Agenda in the submission workspace. 

[image: A close-up of a sign
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2. Add any necessary comments or documents and click OK.

[image: A screenshot of a computer
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3. To remove a non-submission (other) agenda item:
a. Click Update Other Agenda Items.

[image: A yellow and orange rectangle with blue text
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b. Click X (delete button) on the right of the item, then click OK.

[image: A screenshot of a computer
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[bookmark: _Toc204844515]

Conduct Committee Meetings
During committee meetings, the committee administrator typically prepares minutes, records submission and non-submission information, and displays submissions to aid the committee’s discussion.
[bookmark: _To_Prepare_Minutes][bookmark: _Toc204844516]To Prepare Minutes
1. (Optional) To create a meeting minutes document to update during the meeting, from the meeting workspace click Prepare Minutes and generate the minutes from a template by clicking the drop-down arrow and selecting a template, then clicking Generate. The draft minutes will automatically update.

[image: A close-up of a sign
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[bookmark: _To_Start_the][bookmark: _Toc204844517]To Start the Meeting
1. To start the meeting, click Convene Meeting
[bookmark: _To_Approve_Previous][bookmark: _Toc204844518]To Approve Previous Meeting Minutes
2. (Optional) From the meeting workspace on the Agenda Items tab, under Previous meetings with minutes for approval, click a previous meeting to go to its workspace. 
3. Click the Approve Meeting Minutes activity.
4. Check the box to Confirm that you approve these minutes. Then click OK. 

[image: A screenshot of a survey
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[bookmark: _To_Display_Submission][bookmark: _Toc204844519]To Display Submission Details
It may be helpful to display submission information and reviewer comments during the meeting.
1. From the meeting workspace:
a. To view submission information, click the submission ID or name on the Agenda Items tab.
[image: A screenshot of a computer
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2. From the submission workspace:
a. To show detailed contents of the forms, use the View Certification button.
[image: A yellow and grey rectangular sign with white text
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b. To show information recorded during previous reviews, as well as committee, meeting, and reviewer assignments, use the Review Information tab.

[image: A screenshot of a computer
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[bookmark: _Toc204844520]

Submit Committee Reviews
Once the committee has reviewed a submission or other agenda item and determined how to handle it, a coordinator, committee admin, or committee chair typically records the committee’s decisions.
[bookmark: _To_Submit_a][bookmark: _Toc204844521]To Submit a Review
For each submission, you must record the committee decision, which will appear in the generated letter and meeting minutes.
1. From the meeting workspace, on the Agenda Items tab under Record Decision, click Submit Committee Review.  

[image: A screenshot of a survey
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Note: You can also click the name of the submission and submit the review from the submission workspace. From the meeting workspace, check the Record Decision column next to the submissions. The column will show a link to an activity for any submission that has not yet had a decision recorded.
2. Complete the resulting form.
3. Click OK to submit the committee review.

[image: A screenshot of a computer screen
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The submission enters the Post-Review state, which enables you to notify the researcher of the review decision.
Important: Do not miss the Submit Committee Review step. Letters cannot be prepared and sent to researchers until this step has been completed.
[bookmark: _To_Update_Other][bookmark: _Toc204844522]To Update Other Agenda Items
You can record decisions about non-submission agenda items, which will appear in the generated meeting minutes.
1. From the meeting workspace, click Update Other Agenda Items.

[image: A close-up of a document
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2. Click Update next to the item.

[image: A screenshot of a computer
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3. Add notes reflecting the decision and click OK.

[image: A screenshot of a computer
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Both the description and notes will appear in the meeting minutes.
[bookmark: _Toc204844523]

Wrap Up Committee Meetings
At the end of a committee meeting, committee administrators can prepare the final minutes, close the meeting, and prepare and send correspondence.
[bookmark: _To_Prepare_Minutes_1][bookmark: _Toc204844524]To Prepare Minutes
1. From the meeting workspace, click Prepare Minutes to generate new minutes containing committee decisions.

[image: A white rectangular sign with blue and orange text
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2. Save the meeting minutes document on your local system and revise the document.
a. Add meeting times and other non-submission information.
b. Cut and paste your notes from the document used during the meeting to this new document and save it.
3. Click Prepare Minutes again to upload the final meeting minutes.

[image: A screenshot of a computer program
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4. Follow your processes for obtaining approvals of meeting minutes and sending them to committee members.
[bookmark: _To_Close_a][bookmark: _Toc204844525]To Close a Meeting
1. From the meeting workspace, click Close Meeting to complete the meeting.
2. Inform coordinators and specialists that they can prepare and send letters to researchers notifying them of the committee’s decisions.
[bookmark: _Toc204844526]

Appendix
[bookmark: _Toc204844527]Checklist for Preparing for Committee Meetings
[bookmark: _Toc204844528]Well In Advance of the Meeting
· Assign submissions to the meeting agenda (from the submission workspace).
· If needed, assign reviewers to the agenda items (from the meeting or submission workspace). Reviewers must be committee members.
· (Optional) Add any relevant documents to the agenda.
· (Optional) Add any other agenda items, such as text-based items or links to other projects in the system.
· Prepare the agenda.
· Send the agenda to committee members and any additional recipients.
Tip: If you assign new items to the meeting or remove items after you have sent the agenda, make sure to prepare and send out the updated agenda.
[bookmark: _Toc204844529]Just Before the Meeting
· Edit the meeting attendance if you know who is planning to attend.
· Remove any submissions in the Clarification Requested (Committee Review) state from the agenda, especially if the missing clarification requires delaying the committee’s decision. Reassign them to a later meeting.
[bookmark: _Toc204844530]Checklist for Conducting Committee Meetings
· (Optional) Prepare the minutes.
· Tip: You may wish to record non-submission information such as meeting start and end times using the generated meeting minutes document during the meeting. To do so, prepare the meeting minutes, save the generated document to your local system, and then use it to record the information. After the meeting, copy and paste the items recorded during the meeting into the final version of the minutes. You can then upload the revised final version of the minutes.
· Convene the meeting in the system.
· Record meeting times, attendance, and other non-submission items (in the generated minutes document or elsewhere). It’s recommended to dedicate one person to submit the committee reviews and record the non-submission information.
· (Optional) Approve the minutes from previous meetings.
· Record decisions, events, and notes.
· Tip: If there is not enough time to completely fill out the committee review form during the meeting, finish it as soon as possible after the meeting.
[bookmark: _Toc204844531]Checklist for Wrapping Up Committee Meetings
· Make sure the final committee review has been recorded for each submission on the agenda. This is critical before you prepare the minutes and notify the researchers.
· Update the non-submission (other) agenda items to record the committee decision in the notes field.
· Prepare the minutes. The generated minutes document will contain the committee decisions for each agenda item, including the description and notes for the non-submission (other) agenda items.
· Open and save the minutes on your local system.
· Add the meeting times, attendance, and any other non-submission items to the minutes.
· Note: If you used the minutes template to record information during the meeting, simply cut and paste the information from that document into this version of the minutes.
· Perform Prepare Minutes again to upload the revised minutes
· Send the minutes to the committee members.
· Follow your processes to obtain the appropriate approvals of the meeting minutes.
· Close the meeting.
· Inform the coordinator(s) that they can send letters to the researchers.
· Tip: Minutes show the most recent determination for an item, not the one at the time of the meeting. If this is a concern, make sure to generate meeting minutes before sending letters, particularly for Modifications Required to Secure Approval items.
· After the period for receiving comments from committee members has passed, perform Approve Meeting Minutes activity.
· Note: Until you perform this activity, the minutes are listed in the next meeting's workspace with the approve activity available there as well.
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