To complete or update the 2010-2011 External Relationships Disclosure Form:
1. Go to the UI Health Care Conflict of Interest web site at http://www.uihealthcare.com/about/conflictofinterest/ 


2. Click on the link in the yellow box on the right side of the screen.


3. Log in with your HealthCare ID and password.  This will take you to a screen that says “Disclosures for <your name>” at the top.  Click the “Add/Edit My Disclosures” button to the right.


4. You will see your most recently submitted Form.  Click the “Update” button to the right to begin.


5. If you had started a draft of a new Form but did not submit it, you will also see another Form listed with the options to “View,” “Update,” or “Delete.”  You may either update this draft version or delete the draft and update the previously submitted Form.

6. If you completed the Form for 2009-2010, your most recently submitted disclosure information will be populated under the “Relationships Jul 2009 – Jun 2010” tab.  Please review the information under this tab and confirm that it is correct, or edit/add information as necessary:

a. If you need to delete one relationship, click on the small black “x” in the gray box to the right of the relationship field.  If you’re deleting the entire entity, simply click on the small black “x” in the gray box that lists the entity name in the upper left corner of the screen.


b. If you’re deleting all entities and have no relationships to disclose, you must go back to the screening question and change the answer to “No.”


If you have no changes for this section, proceed to the “Relationships Jul 2010 – Jun 2011” section by clicking the corresponding tab at the top of the screen or clicking “Next” at the bottom of the screen.


7. You will answer separate screening questions and disclose ongoing and/or anticipated outside relationships for 2010-2011 under the “Relationships Jul 2010 – Jun 2011” tab.  The screening questions for 2010-2011 are slightly different from last year; please read them carefully.


8. If you are a new UI Health Care employee, you will only see the option to start a “New Blank Disclosure.”  If you were not a UI Health Care employee prior to July 1, 2010, you should check “No” to the first set of screening questions under the “Relationships Jul 2009 – Jun 2010” tab, and move on to the “Relationships Jul 2010 – Jun 2011” tab.


9. You must sign and date the Form in the “Signature” section before submitting it.


10. You must complete the Form electronically to satisfy the disclosure requirement (please do not print the Form and mail it).


11. You have the option to save the updated Form as a draft and come back to it later by clicking “Save and Complete this Disclosure Later” at the bottom of any page of the Form.  When you return to this page at a later time, the draft will be listed as the Form that is “Not Submitted.”

Contact the Conflict of Interest Office at 384-5252, coi@healthcare.uiowa.edu if you have questions.

