
Tip Sheet for IRB Disclosures 
 
 

1. Open the menu, select Conflict of Interest, and then select New Project Disclosures to 
Complete. 
 

 
 
 

2. A new list will appear listing all your new disclosures (ones that have been started, saved 
and not completed will be in your Action List). Locate New IRB Protocols for Disclosure 
and click the > next to New IRB Protocols for Disclosure. 
 

 
 



3. You will then see a list of all the IRB Protocols you have to report on.  Lucy Lobo has 
quite a few!  
 

 
 

4. Identify the disclosures you want to work on and click on Report COI under Action on 
the far-right side of the screen.  

 

 
5. If you have partially completed saved disclosure, you will be able to open it from your 

Action List. 
 

 
 

6. Enter a title in the Description panel.  This will help you find your disclosure later if you 
need to. You can ignore the Organization Document Number. 
 

 



 
7. Click the > next to the Screening Questionnaire tab. 

 

 
 

8. Click on Show. 

 
 

9. All disclosures will require you to complete the Screening Questionnaire. This 
questionnaire asks about any Outside Entities or Family Collaborations that apply to 
your particular Award/Proposal/Protocol.  

a. Access this questionnaire by clicking Show next to Outside Entities and Family 
Collaborations. 
 

 
 

b. Question 1 asks your affiliation to UNM through a pull-down menu.  
 

 
 

c. Questions 2-7 ask whether you have any Outside Entities or Family 
Collaborations that you have not previously disclosed over the last year in 
Streamlyne®.  An affirmative answer will remind you to add, update or disclose 
these Entities/Collaborations in the Manual Event and External Entity Panel.  



 

 
 

d. Question 8 asks about any agreements that might create the appearance that 
you would prefer them over UNM or a federal funding agency in making 
decisions about your UNM research.  An affirmative answer will ask you to 
further elaborate so the COI Committee can evaluate the situation.  
 

 
 

e. Question 9 asks about any additional financial benefits you receive from your 
project beyond what was agreed to by the sponsor. An affirmative answer will 
ask you to further elaborate so the COI Committee can evaluate the situation. 
 

 
 

10. SAVE using the red SAVE button at the bottom of the disclosure. 



 
 

 
11. Click on the “>” next to the Questionnaire to reveal the IRB Protocol Disclosure. 

  

 
 
12. Click Show. 

 
13. Complete the two questions in this questionnaire. 

 

 
  

14. SAVE. 
 

15. Click on the > next to the Project & Outside Entities or Family Collaborations Panel. 
a. Your Outside Entities and Family Collaborations will be listed next to a drop -

down menu. 
  



 
 

b. For each Entity or Collaboration, define its relationship to the current project 
using the drop-down menu. 
  

  
 

c. Complete this for each Entity or Collaboration. 
 

16. SAVE. 
 
 
 
 

17. Certify by opening the Certification tab, checking the box and clicking Submit. 
 

 
 
Barring any errors, this will result in your disclosure being submitted.  
 

18. If you have not completed the disclosure correctly, you will receive an error.  The 
following are the most common errors in an IRB Protocol Disclosure.  



a. You did not provide a relationship between an Outside Entity or Family 
Collaboration and your project.  

b. Since the last time you worked on the disclosure, you have entered a new 
Outside Entity or Family Collaboration.  


