Conflict of Interest - Frequently Asked Questions
As an Employee
Q1 - What is the status of my submission?
If you submitted an OA/COI form, you may view the current status:



Log on to Employee Portal
Click on the “Reporting” tab

Field definitions:
1. To view the submitted form
2. To track the multiple forms that have been submitted and to show history of forms submitted
3. The date of your submission
4. Approval status of your direct supervisor
5. Approval status of your Dean (if applicable)
6. Approval status of Provost (if applicable)
7. Approval status of Research (if applicable)
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Please note that HR is part of the approval process
Q2 - When do I get a status notification?
Although you can check the status of your form at any time, the system will send you an email once your submission has
been approved at the final level OR it will notify you of a denial at any level in the process.
Q3 - In the section titled “Estimated number of total hours,” the “Total Hours per Week” and the “Total Hours” fields
are not active. How do I enter information?
The system will generate these numbers automatically. Please press the Tab key on your keyboard after each input.

Q4 - Why is the “Submit” button not working?
Please refer to the information in question 3 to be sure that portion was completed correctly. You may email Human
Resources Information Systems at hris@fiu.edu for assistance.
Q5 - How many times should I submit the OA/COI form?
The Outside Activity/Conflict of Interest Portal is available all year long and allows you to report new activities as they
are introduced.
================================================================================================
As an Approver
Q1 - How do I know if my employees have submitted an Outside Activity/ Conflict of Interest form?




Log on to Approver Portal
Click "Reporting" then "By Department"
Select your Department - then choose "Submitted" OR "Not Submitted"
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Q2: How do I approve a submitted OA/COI form?
If you are a Supervisor, Provost, or Dean:




Log on to Approver Portal
Click on "My Reviews" then select the employee you would like to review.
Choose your role: Supervisor - HR - Provost - Dean
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