Annual Conflict of Interest Disclosures
Step-by-Step Guide

Welcome to OSPREY
Step 1: Log in to the new OSPREY site
 https://osprey.infoedglobal.com/
 Use your UNCW credentials to log in to OSPREY

Preferred Browsers
 Chrome, Firefox

Helpful Hints:
If you are already logged in the UNCW system
OSPREY will automatically connect
System Setting: InfoEd Global opens new windows within the application, not new tabs.
Ensure that you save and close each window to return to the previous screen.

Home Screen Display
Step 2: Initiate Your Annual Disclosure
 Click the Create Initial Disclosure button
Note: You can access and edit your disclosure
multiple times before submitting

Submission Status
This section will auto-populate with the
current dates and status of your COI
submission and training.
Helpful Hints:
The Disclosure Button title will change after the
COI is created

Personalize Your Screen:

Portal Configurations will allow you to
enable, hide and move the “widgets” on
your home page

Disclosure Form Sections
Step 3: Become familiar with the form
There are five possible sections to the Annual Conflict of Interest (COI) Disclosure form.

Section A General Contact Information


This section will auto populate with your contact information

Section B Information on Activities/Initial Screening Questions


Helpful
Hints:
Instructions and links
to other resources are
included throughout
the form for your
convenient reference.

Report on current and anticipated activities in the next 12 months

Section C Financial Interests and Entity Information Instructions


This section will only appear if you respond “Yes” to one of the screening questions in
section B

Section D Additional Questions


Mandatory responses required even if the answer is “No”

Section E Certifications

Form Navigation
Section Tabs

There are two ways to move through the form. You
can either view all sections at once (“All Pages”) or
you can view each section individually.


Your view may default to “All Pages” to show all sections
together.
• Note: Use the traditional scroll function on the right
side of the screen to navigate within the “All Pages”
view.



Or you can click on the individual tabs on the top left side
of the screen to open one section of the COI form at a
time. The gold arrow next to the tab shows the section
of the form you are currently viewing.
Move back and forth between “pages” using the “Next”
or “Previous” buttons on the top of the form
• Note: You will not see “Next” or “Previous” buttons
when viewing the form in the “All Pages” view. You
can also return to the “All Pages” view by clicking on
the last section tab.

Helpful Hints:

The save button at the top right of the form does
not submit your form. OSPREY has an autosave
function but clicking save allows you to come
back later to complete and submit the form.
System Configuration: Answering Yes to a question can open
previously hidden questions. This branching logic allows us to
only show the questions you are required to answer.

Form Navigation – Section A
NOTE: Your contact information
should auto-populate. If you notice
that the information is not current,
please speak to the administrative
associate in your department. This
information pulls from the
university’s Banner system. We are
unable to update it for you.

Form Navigation – Section B
Helpful
Hints:
Instructions and links
to other resources are
included throughout
the form for your
convenient reference.

NOTE: If you answer “Yes” to
either question B.1 or B.2,
section C will appear, where
you can enter details about
your activities. If you answer
“No” to both, you will not see
section C.

Form Navigation – Section C
Helpful
Hints:
Instructions and links
to other resources are
included throughout
the form for your
convenient reference.

It’s simple! Locate
your entity and click
“Add New” to begin.
Can’t find the entity
you need? Start
typing “Entity Not
Found” to select a
placeholder, then
after clicking “Add
New,” enter the
entity’s name in a
pop-up text.

Form Navigation – Section C
After completing all entity questions for the first entity,
enter compensation IF you are disclosing a paid role with
this entity. You can skip the compensation section if the
role is unpaid.

To enter compensation, start by clicking “Add New” on
the right and the compensation questions will appear.

Form Navigation – Section C
If you have another paid or unpaid role at a different entity, scroll back
up to the ENTITY QUESTIONS heading and begin typing the name of the
second entity. When found, select “Add New” on the right. If the
second entity is also not found, select “Entity Not Found 2”.

Please note that the questions for the second entity will appear BENEATH the
questions for the first entity, so you will need to scroll to see them!

Add as many entities as needed. One of the major benefits of the new
OSPREY system is that prior activities disclosed will be saved on the form.
So, if you have recurring activities from one year to the next, you only
need to update them as needed instead of re-entering them every year!

Form Navigation – Section C
Warning: After entering any entity information, be careful to not change
your initial “Yes” responses to “No” for questions B.1 and B.2 at the
beginning of the form. Toggling from “Yes” to “No” on those questions
after entering entity information will permanently wipe out any entity
information you already entered.

Form Navigation – Section D
The Additional Questions section
includes questions that you will likely
recall from the previous disclosure form.
These questions are mandatory
regardless of how you responded to the
screening questions in Section B.
If you have no activities to disclose,
simply select “No” for each question.
When you check a “Yes” response, the
question will expand to allow you to
enter specifics about the
activity/relationship.

Form Navigation – Section E
Please read the
certification
statements carefully.

Validating Your Form
You may wish to double-check to make sure you have answered all required questions on the form.
To do this, click on the Validate button on the top of the form.
If you missed anything, you will see a pop-up message indicating which question or questions need
to be completed. Click on the incomplete question in the pop-up to be redirected to the incomplete
question on the form. If all required questions are completed, you will see a pop-up confirming this.
Helpful Hint:
Not seeing pop-ups?
Check the pop-up
blocker on your
browser!

< OR >

Submitting Your Form
You can save your information at any point in the process and come
back to it later if needed.

Helpful Hint:
Be on the look-out for
an alert from the popup blocker on your
browser. The
submission process
relies on a pop-up
window in order to
complete. If pop-ups
are blocked, the form
may not submit
properly. We are
working with the
vendor to resolve this.

Once you have completed all mandatory questions, click the Lock
and Submit Form button to submit.

It might take a moment for the system to process your submission.
Once processed, the final version of the disclosure should appear on
your screen. You can close it out.

Viewing Your Receipt
You should receive an email to your UNCW email account to confirm
submission of your Annual COI Disclosure form. You will also receive a
message in the OSPREY system. To view the OSPREY message, click on
your Messages tab on the menu bar.

You are done! Thanks for reviewing
this guide and never hesitate to reach
out to us if you need assistance!
Conflict of Interest Questions?
Contact the Research Integrity Office
Email: COI@uncw.edu

