FACT SHEET FOR E-DISCLOSURE OF OUTSIDE ACTIVITIES (eCOI)

You may now disclose your outside activities online! This Fact Sheet is intended to quickly familiarize
you with the new Outside Activity Disclosure tool, eCOI. If you have any questions or experience any
technical issues, please contact Gary Wimsett, Jr., at (352) 273-7508 or gwimsett@ufl.edu.
GETTING STARTED: In order for you to access eCOI, you’ll need the following:






A computer on the UF network or VPN internet access
Information related to your outside activity disclosure, including a document you can upload
(your contract, a pdf of an email describing the activity, a Word document or a text file). The
system requires you to upload a document during the submission process.
A valid UF Gatorlink username and password. The eCOI system uses UF Authentication.
The URL for the COI Program’s Website

WHAT HAPPENS NEXT:












Go to the Website and look for the orange tab in the right-hand corner labeled
“eCOI – Electronic Disclosure of Outside Activities and Financial Interest”.
Click on this tab. You’ll be asked to login using your Gatorlink login information.
This takes you to the home screen – your personal Outside Activity Dashboard.
Click on “Continue” at the bottom of the page which will take you to your “My Current External
Activities” page
Click on “Add New” hyperlink at the top of the page to add a new activity. The system will
prompt you to enter certain information. If you miss a section, you will not be able to advance
until all of the information has been entered.
On the last page of your eCOI submission form, you will be asked to certify that the information
is accurate. By typing your name in the indicated field, you are certifying that you’ve provided
accurate information and you’ve read the College of Medicine's COI Policy.
Once you type in your name and press “Enter”, your eCOI form is immediately routed by email
to your department’s business administrator and the department chair for review and approval.
If approved by your department chair, your eCOI submission will either be routed to the SelfInsurance Program (expert witness activities) or the COI Program for further review.
If approved by the Self-Insurance Program or the COI Program, you will receive a confirmation
email letting you know you may begin engaging in the disclosed outside activity.

OUTSIDE ACTIVITY DASHBOARD:





Whenever you log back into the eCOI system, you will be taken to your eCOI Dashboard. This
page will display information about your complete outside activity portfolio.
Clicking on a certain activity will open up that record for review. Your contract, the approval
history for each activity and all emails generated by the system will be available here.
Once per year, the system will prompt you to complete an “Annual Certification” of your outside
activity portfolio.
To do so, you will need to login into the system and either (1) remove, (2) modify, or (3) renew
the information stored in your portfolio.

THAT’S IT!
The eCOI System was designed with you in mind. It is intended to be an easy way for you to meet your
outside activity disclosure obligations while also helping you maintain good records of your outside
activities. Review time using the eCOI system is typically faster than the paper process – in some cases,
your outside activity can be submitted, approved by your chair, and finally approved by the Dean’s Office
all in the same day. Faculty in the Departments of Medicine, Community Health & Family Medicine, and
Pathology and Laboratory Medicine have piloted the eCOI system and report high satisfaction levels with
this disclosure tool.
The illustrated User Guide (below) should help you submit your first outside activity using the eCOI
system. If you get stuck, or if you run into any technical difficulties, please call the COI Program at (352)
273-7508 for help. Even though the system has been piloted, we expect that a large group of new users
will help us identify opportunities to make the system better.

** As of March 1, 2014, paper outside activity disclosures will no longer be accepted.

FOR MORE INFORMATION
College of Medicine Policy on Pharmaceutical, Medical Device and Biotechnology Industry Conflicts of
Interest (University of Florida Regulation 5.0764)
http://regulations.ufl.edu/wp-content/uploads/2012/09/50764.pdf
Disclosure and Regulation of Outside Activities & Financial Interest (UF Regulation 1.011)
http://regulations.ufl.edu/wp-content/uploads/2012/09/1011.pdf
The College of Medicine’s Conflict of Interest Policy
http://coi.med.ufl.edu/files/2010/05/UF_COI_Policy_2011.pdf
The COI Program Website
http://coi.med.ufl.edu/

How to Submit an External Activity Report
1. Go to the COI Homepage
2. Click on the orange eCOI bar at the top of the page

3. Log in with your gator link credentials and click on the “eCOI Home” link
4. From your Home page, select “Add New;” there are two locations for this section

5. Begin completing the questionnaire. Options will change, depending on information provided.

6. Once the first page is completed, select “Continue”
- If information is lacking or incomplete, the program will notify you

7. Upload any/all agreements (emails will suffice in absence of formal documents)
8. Provide specifics regarding time commitment (UF leave taken, time of day, days of week)
9. Select “Continue,” if information is lacking or incomplete, the program will notify you

Next, you will be asked to review the information you have provided.
10. If all is correct, please read the disclaimer and type your name. Please ensure that the requestor is the
one certifying the information
11. Select “certify”

You have now completed your submission. Now you may:
12. Print a hard copy of the report for your records. All records will be maintained on your “Home” page
indefinitely.
13. Select “Back to eCOI Home” to return to home page, where you can track the status and see all active
reports.

