Interest Reporting Form Help Document

Investigators disclose financial interests related to their research
via the secure NUgrant on-line portal. NUgrant contains the Interest
Reporting module which allows investigators to submit their
interest reporting form (IRF) and allows the Office of Research

Responsibility to administer the review process.

Following are step by step instructions on how to create your IRF. If
you have any questions, please contact the Office of Research

Responsibility at 402-472-6965.

N U gmnt RESEARCH ADMIMNISTRATION SYSTEM

Welcome to NUgrant 3.5!

HUgrant is a secure electronc research administration system developed by the Office of
Research to help UNL facully, stall and admmistrators manage research propects. NUgpank's
paperiess amarsnment

= allows you to submit farms online

= stores facully information for ease of use in creating future foms
» zends you ices and ides updo-date

. and aut les the e5s

= increases the efficiency of review processes

= provides for realtime reporting

an your form status.

The Office of Research has created Nigrant as part of ils migsion lo enhance and promote UNL's
research programs and to help faculty succeed in their research and creative ffons

¥ Office of Research Homepage

New Features for version 3.6;

= IBC Protocol Subrmission and Review
o MNew IRF Submission and Review (formery D01

Hew Features for version 3.0:
» IACUC Protocol Submission and Review

® Improved iitegration Between Modules
= Enhanced Workllow Process
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Legn Name:

Passwerd:

Riabgor vour account informalicag

Training Sessions

NUgrant Basics: Introduction to NUgrant
Feb. 24, March 31_Apni 78 May 26
Register here

NUgrant Basics: Inlraduction bo the IBC madule
Feb. 24 & Apeil 28
Register here

NUgrant Basics: Intraduction to the IRB madule and IRF
March 31 & May 26
Riegister here

Welcome to

NUoiant

.

N U grant RESEARCH ADMINISTRATION SYSTEM

Research Responsibility

Haome Sponszored Prgms

Proposals & Awards
Froposals & Awards List
Add a new Proposal
Proposal and Award Reports

o

nterest Reporting
Interest Reparting Form List
Add a new Interest Reparting Form

IRB Proje
IRB Froject List
Start a new IRB Project
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Items Needing Your Approval
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Log into NUgrant:
https://nugrant.unl.edu.

Login using your Blackboard
Login Name and Password.

If you do not know your login
information, go to
http://my.unl.edu (the
Blackboard page). There will
be a link on the left hand side
to obtain this information.

You will see a list of icons on
the left side.

Under the Interest Reporting
section, choose Add a new
Interest Reporting Form.



Please selectthe person for wharm you are filling this form aut and click " Start
Form®. Ifitis yourself, then you can just click "Start Form” right away.

Becky Freeman  bfteerman2@unl.edu
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IRF Workflow
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Tasks

I Add/Edil Form

Form Pages
v Pg. 1 Instructions
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Pg. 4 Management Disclosure

Pg. 5 Additional Information
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NUgrant Interest Reporting

University of Nebraska

Welcoms lo the new Financial inferes! Reporting process. The time it will lake you to complete this form will vary,
however [ulure updates will lake less tme because the lelds will be pre-populated based on your initial
answers,

Why do we have a Financlal Interest Reporting Form?

With greater campus mferes! in f and carporals 3 may have
financial inferests m research culcomes. UNL requires the disclosure of inancial inferests relaled 1o your
rasaarch 1o help you comply with federal reguiations and University policies as well as 1o protect you from any
questions concerming integrity of the research. Your disclosure is the first step in the process used to manage
conflicts of interest in research, and for the most part, is all that is required. For some though, review and
development of a management plan by the faculy Conflict of Interest in Research Commitiee (CIRC) will be
necessary 1o reduce, manage, of eliminate financial conficts of interest

How do | know what "related to your research” means?
Here is an example to ilustrate what ‘refated to your research’ means. If a faculty member owns a winery, she
would report the ownership interest she has in the winery if her research concemned increasing swgar producty
by selective grape breeding. She would not report the same winery ownership interest if her research add
signal transduction in wireless communications.

What happens next?
Adter you complete and submit the form, routing is initiated just as in the grant apphication proce;
receive an email notifying you of each step in the routing process. All information that you pr
confidential

2 is kept strictly

or assislance Thank you
£ wath you!

I you have questions, please email Sara Conrad, sconrad?@unl edu or call 47 2-6¢
n advance for completing thes process, we are very much looking forward 1o workg

Please press "Nexd' to begin

Your name will automatically
populate on the next page.

If you are completing the form
for someone else, use the Find
Person button to insert the
correct person’s name.

Click on Start Form. This will
open the form.

Make sure your pop-ups
are not blocked.

Page 1 is an explanation of
Interest Reporting. Click on the
Next button at the bottom to go
to the gext page.




Complete all mandatory fields
(indicated by *).

L e

IRF Workflow 1

Preparation Route CIRC Review

B COMMENTS * Page 2ol 5

For more information on Interest Reporming, please contact 472-6965

* indicates required fields

Check the Check if Page is

1 Preparation
1 T Name Completed box once the page is
) o Becky Freaman bireeman2giuniedy (402)472.812 =
completed. You will not be able
Tasks Dep Add Dep 5 =
to submit the form until all
I AddEdit Form Vice Chancellor for Research anment)
checkboxes are checked.
Form Pages \ciaf'Disclosure

his of your immediate family, indnvidually o together, have equity of ownerggff interest in a business

" Pg 1 Instructions

Pg. 2 Financial Disciosure Include any planned equity or ownership inferest you anticioale receivi

nciude any owrarship inferes! in rmiclual funds hal are managed by af independenl investor

Pg. 3 Financial Disclosure
Cont.

C1 Check if Page is Completed

L0 &5 E550

Pag. 4 Management Disclosure

Pg. 5 Additional Information

a
IRF Workflow
1 e e
Preparation Route: CRC Review
B COMMENTS » Page3al s
Financial Disclosure inued
Preparation * 2 Inthe past 12 manths, i you receme any revenue in salary, consulling leas, royabies, he ;! 1 1
S Ayl . ol W o ol Use navigation buttons at
@ Incomplete from LIN 7 b tt f l . k
Plsass nobe. The foliowing infarests fom outside anibies noed NOT be disclosed. Income from Sarminars, 0 Om 0 pages Or ln S On
Tasks focturas, or ather aducatianal activitios spansored by nol-for-profit anbiting, Income from Senice on h 1 f h d _d
advisory commiieas or review panels for public or nollor profif entites; Any financial inferest anising
sofely by means of invesimen in o mutual, pension, ar ofher institutional imesirment fund a3 long o5 the t e e t a'n Sl e to move
I AdeEdd Fom indivgual doas nol axercise | it o and of such fund
from page to page.

* 3. Do you of your immediate family own or have intelectual propesty nights (e.g , patents, copyrights,
boensing from such rights) in any way redated 1o your research? Do not include infeliectual propesty

deveioped at UNL b

Form Pages

< Pg 1 instructions

Does a spansar of ceganization hald any rights 1o resear e Pimentions of inellectual propery for

cowenies associated with your ressarch?

Pg 2 Financial Disclosure

Pg 3 Financial Disclasure BT vzation impose restrictions on the dissemination of research publications g

Cont.

Pg 4 Managesrant Disclosure

O Check if Page is Complated

[o-Provos [ —awve ] e ]

Pg 5 Addibonal Information

If you can’t complete the
form all at once, click on the
save button. This saves what
you entered and you can
return to it later.



a The Workflow tells you how
many steps are in the review
process, tasks involved in each
step, and which step the form
currently is in.

IRF Workflow
e =]

Praparation Route CIRC Revie

Page 4 of 5

Management Disclosure

immediale family hold any management positions such as board

4 Preparation
nef, parner, employee, consultant, or scientific advisory committee that is in

* 6. Inlhe past 12 months, di
member, direct

=laled to your research?

& Incomplete

* 7 Inthe nexd 12 manths, do you anticipate that you or your immediate family will hold any management
I AddEdit Form posilions such as board member, director, officer, owner, partner, employee, consultant, o scientific
advisary commities that is in any way related to your research? ¥

U Check if Page 1s Completed
As you mark pages as

completed, the individual
pages will be checked.

Form Pages

< Pg 1 Instructions:

+ Pg. 2 Financial Disclosure

J Pg 3 Financial Disclosure

Cond

Pg 4 Management Disclosure

Pa. 5 Additional Information

B
IRF Workflow
1 e e
Preparation Route CIRC Review
On the last page, you have the
B COMMENTS » Page5of 5 i
. . ability to add any comments
Additional Information - :
T you would like to give to the
1 ) “Important™ Disclosure Description reviewers.
@ conplete Notice: Please use the space balow to add any further information that might assist the facully review
commitlee to better understand your interests and your research. Please note that additional materials
Tasks may be requested, if needed. For more information on Interest Reporting, please contact 472.
Additional Infarmation

I AddiEdil Form

Form Pages Files can be uploaded on thlS
page also. You can upload any

+ Pg 1 Instructions
+ Pag. 2 Financial Disclosure Please attach project abstract(s) or short description(s) below lnformatlon that YOU feel 1S
B Upload .
[roves. ] (Voboes | related to the interest you have

J Fg 3 Financial Disclosure
indicated in the form.

Cant
[ Check if Page is Completed

Pg. 4 Management Disclosure m

Pg 5 Additional Information




RATION SYSTEM — _ , If you have to Save the form
Home  Spomsored Prgms Feseach Resporsibility. Prefensses and return later, CliCk on
w,  Proposssd avars e Interest Reporting Form list
- E Plopostand o Repors e from the homepage.
Preparation - 0
Foating - 0

Intemaly Approved - 0

Imemaly Approved with Changes - 0
Submitted - 0

Awarded - &

Interest Reporting Forms

Routing - 0
‘Submifted to ORR -0
Approved-Active - 0

Stan a new IRE Proect

IRB Projects
IRB Projec List

IACUC Projects

IRE Farma
Ew IACUC Project List
| Stan & new LACLIC Project Preparation - 2
Pending Approval for Submission - 0

g = Start a new Training Docurnentalion Form
Under Review - 0
Approved by the IRB -0

IBC Protocols
& IBC Protocel List IACUC Forms
Stan a new IBC Protocol
Preparation - 0
Routing - 0

IACP Pre-Review - 0
Prerminary Review - 0
Designated Review - 0
Full Committes Rewew - 0
Final Review - 0
Approved - 0

Tesrminated - 0

NUtech Ventures Invention Disclosure
Irverition Disclogure Form List
Star a new Invention Disclosure

L1 —

Home Sponsored Prgms Research Responsibility Preferences

Welcome Plfreeman ‘¥ Logout “*)Help | Recently Viewed Projects +

Interest Management

Click on the magnifying
glass to open up the form.

Add New Interest Reporting Form

ID Name

Approved On Date

T Name  Sws on  ApprovaiDate O
14 Becky Freeman Preparation O0




Routing and Signing the
Form

IRF Workflow Y u

1 ‘ ° o Once you have completed all of
: the pages and checked the box
at the end of each page, you

Preparation Route CIRC Review

1 COMMENTS » ‘Task Completed will see a green bar that says
Page 5015 Task Completed. Click on the
B 1 prenaration . . Next button.
1 B Additional Information
+ € Complete
*Important™ Disclosure Description
Tasks L Notice: Please use the space below to add any further information that might assist the faculty review
committee to better understand your interests and your research. Please note that additional materials
) z may be requested, if needed. For more information on Interest Reporting, please contact 472-6965.
I AddEdit Form Additional Information:
Form Pages
" Pg. 1 Instructions
" Pg. 2 Financial Disclosure
J Pg. 3 Financial Disclosure Please aftach project abstract(s) or short descripfion(s) below:
Cont. " Browse... H Upload l
J Pg. 4 Management Disclosure
J Check if Page is Completed
Pg. 5 Additional Information m m
X}
IRF Workflow y
(o 2 e
Freparation Routs CIRC Rewew
B COMMENTS » B AN GRS A RN BT EREER You area now at the Routin
ASSURANCES/ACKNOWLEDGMENTS g
step.
0 Route Route Configuration
2 Interest reporting forms must be routed through all appicable department chairs and deans. Fiease use the
“Add Route” link below 1o add all appicable routes. Unnecessary routes may be removed by dicking the
i @ Incomplete ‘Remove’ ink 1o the nght of each route name. Once a routes have been added, cick the ‘Start Routing'
buttan.
Task: :
asks Click on Add Route.
I Route Setup
Signatures

Form Pages
v Pg 1 Instructions
J Py 2 Financial Disclosure

o Pg. 3 Financial Disclosune
Cont

o Pg. 4 Management Disclosure

" Pg. 5 Additional Information



Route Selection Window

VCR

Add

1. Michael Zeleny | mzeleny1@unl.edu | (402)472-3529

test

1. Timothy Savage | tsavage2@unl.edu | (402)472-6633

IRF Workflow

B COMMENTS »

% Route
2
F

@ Incomplete

Tasks

I Route Setup

Signatures

Form Pages

< Pg 1 Instructions

o

Pg 2 Financial Disclosure

J Pg 3 Financial Disclosure
Cont

J

Pg 4 Managemen! Disclosure

“ Py 5 Additional Information

(= 2 (-]

Preparabon Route CIRC Rewiew

ASSURANCES/ACKNOWLEDGMENTS

Route Configuration

Interest reporting forms must be routed through all applicable depanment chairs and deans. Please use the
“Add Roule” ink below to add all apphcable routes. Unnecessary routes may be remaoved by chcking the

‘Remaove’ link to the right of each route name. Once all routes have been added, click the "Start Routing’

button
Add Route

test

1. Timothy Savage tsavage2@unl edu (402)472-5633

Remove |

Possible routes will appear.
Click on Add next to the route
you want to select.

You may add multiple routes it
need be.

If the correct route is not listed,
please contact the Office of
Research Responsibility at
472-6965.

Once you have added the
correct routes, click on Start
Routing. This sends an email to
those people listed on the
route indicating they need to
sign the form.



IRF Workflow

B COMMENTS »

L) Route
2

& Incomplete

Tasks o

Route Setu

Signafures <

I3 2 @

Preparation Route CIRC Review

Task Completed

ASSURANCES/ACKNOWLEDGMENTS

Route Configuration

Interest reporting forms must be routed through all applicable department chairs and deans. Please use the
'Add Route' link below to add all applicable routes. Unnecessary routes may be removed by clicking the
'Remove’ link to the right of each route name. Once all routes have been added, click the 'Start Routing'

button.
Add Route

test

Form Pages

v Pg. 1 Instructions
¢ Pg. 2 Financial Disclosure

’, Pg. 3 Financial Disclosure
Cont.

'/ Pg. 4 Management Disclosure

’/ Pg. 5 Additional Information

NUganteae .

IRF Workflow

W COMMENTS »

Route

& Incomplate

Form Pages

~* bg 1 natructions

-

Pg 2 Financial [

+* pg 3 Financial ¢

Cont
+* £g. 4 Management Discicsurs

-~

P 5 Adaitional Information

Sponsored Programs - Quick FRefermncs
€ Cae

RS - Human Subjects

Commens

1. Timothy Savag -

© 2 -
Proparation Route CIRC Roviow
ASSURANCES/ACKNOWLEDGMENTS

READ CAREFULLY BEFORE SIGNING

B provided on this fomm is cormect to the best of my kno:

AOree 1o Provde updated IFoMation s Changes occur

To sign’ this document please enter your k
* Login Mame

* Password

windge the SubMIsSion of this Inerest Repoming Fom as witlen or with comments

N |

Confirmation of Signatures
Principal Investigator:
1. The information presaded on this form is cormect to The best of my knowledge
2 | agres (o provde updaled iInformation as changes ocour
HName: Signed: Date: Verdict:
Backy Froeman
Department Chair/Dean/Director:

Mame: Signed: Date: Vardiet:

Timathy Savage

© Copyright 2010

Office of Research
Nugrant contacts

Once the routing has started, you
will see the green Task Completed
bar. The person listed on the form
now needs to sign it. You can click
on the Next button or on
Signatures.

Enter your login name and
password. Click on the radio
button next to the /
acknowledge statement. You
can also enter comments.

Click Submit. You will receive a
Success message. You will no
longer be able to edit the form.



IRF Workflow

B COMMENTS »

% Route

2

& Incomplate

Tasks

+ Route Setup

I Signatures

Form Pages
v/ Pg 1 Instructions
" Pg. 2 Financial Disclosure

J Pg. 3 Financial Disclosure
Cont

+ Pg. 4 Management Disclosure

4'

Py. 5 Addiional Informabion

e 2 ; e
Preparation Route CIRC Heview

ASSURANCES/ACKNOWLEDGMENTS

Confirmation of Signatures
Principal Investigator:

1. The information provided on this form is comect to the best of my knowledge

2. lagree to provide updated information as changes occur,

Name: Signed: Date: Verdict:
Becky Freeman d 0332010 Acknowledged

Department Chair/Dean/Director:

Nama: Signad: Data: Vardict:

limathy Savage Signature regquested on 0373172010

The final page will show you
who has signed off on the IRF
and who still needs to.

Once everyone has signed
the form, there will be the
green Task Completed bar
near the top of the page.
This signifies that the form
is being reviewed by the
Office of Research

Responsibility.



