Conflict of Interest (COI) Training Guide:

Conflict of Interest training is required for faculty and employees receiving grants from an external funding source.
COl training is needed to submit a COI disclosure in the LEO system.

If you have any questions regarding training requirements, please contact the Office of Research Compliance at
compliance@ohio.edu or (740-593-0664).

1. Conflict of Interest Training Courses:

e CITI’s Conflict of Interest training is required before receiving grants from an
external funding source. Note, that some federal grant programs, in particular the
National Institutes of Health, may require completion of conflict-of-interest
disclosures prior to the submission of grants. For more information, see the Ohio

University Conflict of Interest webpage at:
https://www.ohio.edu/research/compliance/conflict-forms

o NOTE: Need to register with CITI? Follow the link to our Training Page and
select CITI- Getting Started Guide
https://www.ohio.edu/research/compliance/training

A. Conflict of Interest Course

Ohio University

Conflict of Interest
Stage 1

0/4 modules completed
Start Now

e NOTE: If you need to add “Conflict of Interest Course” to your CITI curriculum, while
under the “My Courses” tab select “View Courses.” Please skip this step and proceed
to Step 2. “Starting Coursework” if you have already added the course during new user
registration.

Version # 1.0, Effective 01/06/2022 Page 1


https://www.ohio.edu/research/compliance/conflict-forms
https://www.ohio.edu/research/compliance/training

English +

r/]

..CITI i _
My Courses My Records My CE/CMEs Support Admin -

1] Y y y pp Q

~x PROGRAM

Welcome, Whitney ° °
Add Institutional Affiliation

Register as Independent Learner T Y p——
Completed Membership

Institutional Courses

Institutional Courses are available to learners who have an affiliation with one or
more subscribing institutions. If an institution with which you are affiliated is not
listed, you may want to add an affiliation. If you are no longer associated with a

listed institution, you may want to remove an affiliation.

Oio University

Would you like to affiliate with another Institution? Add Affiliation

Would you like to remove an existing affiliation? Remove Affiliation

e Next, scroll to the bottom of the page until you see “Learner Tools for Ohio
University.”

o Select “Add a Course”.

Learner Tools for Ohio University

o Add a Course

* Remove a Course

« View Previously Completed Coursework

* Update Institution Profile

» View Instructions Page

* Remove Affiliation

e Check the box that says, “Conflict of Interest training”, and then press “Next”.
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Select Curriculum

Ohio University

Question 1

At this time, | wish to take:
This guestion is required. Choose all that apply.
Human Subjects training (required for IRB submission)

Animal training (reguired for IACUC submission)

Responsible Conduct of Research training (only required for some federally
funded research, eg. NSF. Consult with Compliance Office if needed.)

onﬂict of Interest training

Good Clinical Practice course
Faculty. Administrators and Students (IPS)
Community-Engagement Learning

Export Compliance

Start Over MNext

e If this is your first time taking the COI course, select “COI Basic (initial) course.

o If you need to renew your COI training, select “COI Refresher” (renewal) course.
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Select Curriculum

Ohio University

Question 9

Conflict of Interest

Do you need to complete a basic or refresher course?
If you have not already completed an approved COl Basic course and take a

Refresher course now, you may not receive credit for taking the course.

This question is required. Choose one answer.

@COI Basic (initial) course

COI Refresher (renewal) course

Start Over Next

e Once you are satisfied with your course selection, press “Next”.

e You will then receive a message saying, “You are now enrolled in the course(es) you
have selected”. You can now begin the coursework.

o You are now enrolled in the course(s) you selected.

Show Courses for: | Ohio University v Institution List

Ohio University
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2. Starting Coursework:

While on the “My Courses” tab select “View Courses” (highlighted in red) to

see all your added courses.

English ~
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My Courses My Records My CE/CMEs Support Admin -
‘. y y y pp Q

x PROGRAM

Welcome, Whitney
Add Institutional Affiliation

Register as Independent Learner Courses P —
Completed Membership

Institutional Courses
Institutional Courses are available to learners who have an affiliation with one or
more subscribing institutions. If an institution with which you are affiliated is not

listed, you may want to add an affiliation. If you are no longer associated with a
listed institution, you may want to remove an affiliation.

O niversity

Would you like to affiliate with another Institution? Add Affiliation

Would you like to remove an existing affiliation? Remove Affiliation

When prompted, please read, and agree to the terms and conditions outlined in the

CITI Assurance Statement.
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Assurance Statement

provisions for learners. Please read them carefully.

Account Security: | will keep my username and password secure, and | will not
share them or allow anyone else to access my account. | will
contact CITl Program Support if | believe my account has been

compromised.

Work Integrity: | will complete all required quizzes and any other assessments
using only my own work. | will not engage in any activities that
would dishonestly improve my results, or improve or hurt the
results of other learners.

Quiz Sharing: | will not share CITI Program quiz questions or answers on any
website, via email, photocopying, or by any other means.

Recordkeeping: | understand that CITI Program keeps account activity logs,
including computer IP address, time spent in each content area,
number of quiz attempts, and quiz scores. Indications of
Inappropriate use will be investigated, and may be reported to
organizations with which | am affiliated.

| AGREE to the above, the Terms of Service, and the Privacy and Cookie Policy,
in order to access CITI Program materials.

et [

o Check the “AGREE” box below, and then press “Submit.”

o After pressing submit, you will be automatically directed to your Active
course list.

3. Active Courses:

e Below your “Courses Ready to Begin” and/or “Active Courses™ list you will
see each course you for which you are actively enrolled. As each module is
completed the completion bar fills in orange to show your progress.

e Select “Start Now” to see each module within the course group.

o NOTE: If you have previously started taking the course, the “Start Now”
button will be replaced by “Continue Course”. Select “Continue
Course” to continue your progress.
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Courses Ready to Begin Learner Tools

Ohio University
Conflict of Interest
Stage 1

0/ 4 modules completed
Start Now

* For each course group you will see a list of Required Modules.

* Incomplete modules are marked as “Incomplete”, select “Start” to begin.

Required Modules

Complete all 4 required modules.

Modules Completed Score

Institutional Conflicts of Interest (COI-Basic) (ID 16765) Incomplete - “

Financial Conflicts of Interest: Overview, Investigator Responsibilities, and COI

) Incomplete - Start
Rules (COI-Basic) (ID 15070)
Institutional Responsibilities as They Affect Investigators (COI-Basic) (ID 15072) Incomplete - Start
Conflicts of Commitment and Conscience (COI-Basic) (ID 15073) Incomplete - Start

e Once you reach the end of a module, at the bottom of the page, you will see if
the module has a quiz.

o Select “Take the Quiz”.
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o This module has a quiz.

Return to Gradebook Take the Quiz

View Post-Course Completion Options

e A passing score of 80% of above is needed to receive credit for the quiz. After

taking the quiz you will be shown which questions you answered correctly
and incorrectly. Quizzes can be repeated to earn a higher score.

4. Locating and Printing your Training Completion Report

While under the “My Records” tab at the top ribbon of the screen, scroll

down the page until you identify the course you need to provide a training
completion report for.

PVl 14 B
== (Jl l l My Courses My Records
“x PROGRAM

My CE/CMEs  Support  Admin Q I‘;’:‘;’;‘X_’;’;‘;‘“"'

Records

Ohio University (ID 533)

Show Records for:

Ohio University - Show All

Ohio University Records (ID 533)

Conflict of Interest mini-course - Conflict of Interest (ID 59995)

Record Passing Your Start Completion Expiration Completion
Stage D Score Score Date Date Date Gradebook Record
Stage 1 45717717 80% 80% 01-Nov-2021 01-Nov-2021 31-0ct-2025 View View-Print-Share
Human Research - Group 2.Social and Behavioral Investigators and Key Personnel. (ID 1685)
Record Passing Your Start Completion Expiration Completion
Stage D Score Score Date Date Date Gradebook Record
Basic Course 44887840 80% 100% 13-Sep-2021 Due Now

View
[ ]

Select “View/Print-Share” under the “Completion Record” column on
the far right.
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Ohio University

nflict of Interest

Mame Stage Cormip etion Date Expiration Date Record ID
Whitney Dutcher 1 - Basic Course 25-un-2021 24Jun-2024 43224478
Completion Report Completion Certificate

comple

suitable for sha

View / Print Copy Link !
[in R

e Under “Completion Report” select “View/Print”.

e Note, do not select “Completion Certificate”. Certificates cannot be
accepted in the LEO system as proof of training.

e Pictured below is an example of what your CITI training completion
report will look like.

COLLABORATIVE INSTITUTIONAL TRAINING INITIATIVE (CITI PROGRAM)
COMPLETION REPORT - PART 1 OF 2
COURSEWORK REQUIREMENTS*

* NOTE: Scores on this Reguirements Re reflect quiz completions at the time all requirements for the course were met. See list below for details.
See separate Transcript Report for more recent quiz scores, including those on optional (supplemental) course elements.

+ Name:

+ Institution Affiliation:
+ Institution Email:

+ Institution Unit:

+ Phone:

+ Curriculum Group: Conflict of Interest mini-course

+ Course Learner Group: Conflict of Interest

+ Stage: Stage 1 - Stage 1

+ Record ID: 45737168

+ Completion Date: 20-Oct-2021

+ Expiration Date: 19-Oct-2025

+ Minimum Passing: 80

* Reported Score*: 20
REQUIRED AND ELECTIVE MODULES ONLY DATE COMPLETED SCORE
Institutional Conflicts of Interest (COI-Basic) (ID: 16765) 20-Oct-2021 415 (80%)
Financial Conflicts of Interest: Overview, Investigator Responsibilities, and COI Rules (COI-Basic) (ID: 15070) 20-Oct-2021 5/5 (100%)
Institutional Responsibilities as They Affect Investigators (COI-Basic) (ID: 15072) 20-Oct-2021 5/5 (100%)
Conflicts of Commitment and Conscience (COI-Basic) (ID: 15073) 20-Oct-2021 4/5 (80%)
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5. Uploading COI Completion Report to LEO:

1. Step#1: Loginto LEO
https://leo.research.ohio.edu/secure/leo/core/home.leo

2. Step # 2: Locate the “Compliance” tab
3. Step # 3: Select “Conflict Of Interest” (highlighted in purple below):

e NOTE: The following training reports can be uploaded to the “COI”
Application

o Conflict of Interest (Basic Course)
o Conflict of Interest (Refresher Course)

1% | @ compliance’s | lad

View past LEO alerts.

The new ORSP Service Center provides a central location for all custo

Find Grant Manager contact information for your unit or other units on campus

* After selecting the correct application, locate the “Upload your CITI Completion
Report” box.

* Select “Choose File” and browse your computer for the CITI training completion
report PDF that you previously downloaded.

* Finally, select “Upload your CITI Completion Report”.
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All personnel must complete the required Conflict of Interest (COI) CITI training prior to receiving approval of their COI disclosure. If you have a valid CITI
training Completion Report for COI then upload it below. You will not have to redo this process until your CITI training expires. If you have never
completed CITI training then go to http://www.citiprogram.org.

* Select create an account (Register) in the blue box on the right (or login with your existing username / password).
» Select Ohio University from the "Participating Institutions” list.

s Enter your personal information.

« Select a user name and password.

e Enter information on the registration pages.

» Select "Conflict of Interest training.”

» Finalize the registration process.

You will receive a confirmation email from citiprogram-noreply@med.miami.edu.
* Select your course.
» Complete the Integrity Assurance step (read and select agree).
+ Begin completing the training modules
Once you have satisfactorily completed the required COI CITI training then upload your training Completion Report. The Office of Research Compliance will

validate the Completion Report and insert an expiration date into the LEO system. For subsequent COI submissions each investigator will not need to
upload a Completion Report if the expiration date is still valid.

Upload your CITI Completion Report ‘

Choose File | No file chosen

| Upload CITI Training Completion Report |

6. Thank You! You have successfully uploaded your training report to the
LEO System!

Once your completion report has been successfully uploaded into the LEO
system, it will be reviewed by the Office of Research Compliance staff to ensure
that it meets the training requirements.

NOTE: If you receive a LEO email notification requesting that you upload
another training report, please carefully read the email for further instruction.

If you encounter any questions or issues registering or using CITI Program, please
contact the Office of Research Compliance at compliance@ohio.edu or (740-593-
0664).
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