
Tipsheet for Completing or Updating Annual Disclosures 
 
1. From Main Menu > Conflict of Interest, click on “+ Create New” next to the Annual 

Disclosure.  
 

 
 
 
2. At the top of the disclosure, you will see a Description box. Please enter name for this 

disclosure. Chose something meaningful so that you can find this disclosure easily if you 
need to refer to it again. For the annual disclosure, we suggest “Annual Disclosure 2025-
2026”.  

 
3. Click the “>” next to the Screening Questionnaire tab. 

 
 

4. Click on Show. 
 



 
 

5. Complete the Screening Questionnaire. 
a. Click on Show.   
b. Question 1 asks about your affiliation.  Select the proper response from the pull 

down menu.  
 

 
c. Question 2 replaces the series of yes/no questions regarding outside entities 

from previous versions with boxes to check.  If any you have any NEW outside 
entities that you have not previously reported in Streamlyne, select the 
appropriate box(es).  Otherwise select NONE OF THE ABOVE. 

 

 



d. If you have selected a new Financial Interest, a red button will appear at the 
bottom of Question 2 to complete a new outside entity.  After the New Outside 
Entity document is completed, you should be returned to the questionnaire.  

i.  

 
 

e. Question 3 is a similar selection of possible reportable interactions and interests 
with Foreign Entities.  Complete the same way as Question 2. 

 

 
 

f. Question 4 asks about any new Family Collaborations.  
 

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



 
 

7. Click on the “>” next to the Questionnaire Tab. 
 

 
 

8. Click on Show to complete the COI Annual Disclosure. 

 
 
 

9. SAVE 
10. Click on the “>” next to Disclosed Projects. 

This is the section where you associate your potential conflicts with your projects.   
Note: Even If you have no reportable interests, you may still have incomplete project 
questionnaires. so please open this panel to double check. .  
 
This panel is where Streamlyne checks to see that all your project questionnaires have been 
completed. Due to some erroneous Streamlyne coding, you may have some older projects 
that have incomplete project questionnaires. These should be open for you to answer. All 
projects without open project disclosures are complete but you still must associate your 
projects with your declared outside interests/family collaborations.  

 

 
 

11. Review the Project Disclosures submitted by clicking show next to each one to associate 
your outside entities/family collaborations.  

12. Next click Show next to Outside Entities and Family Collaborations. 
 

 
 
13. Your Outside Entities and Family Collaborations will be listed next to a drop-down menu.  



 
a. For each Entity or Collaboration, define its relationship to the current project 

using the drop-down menu.  

  
 

b. Complete this for each Entity or Collaboration. 
 
 

14. SAVE  
 

15.  Repeat steps 10-14 for any remaining projects. 
 
16. SAVE 

 
17. If you have any uncompleted project questionnaires, the following should be open in the 

Disclosed Projects Panel.  (Redacted) 
 



 
 

18.  Anwer any incomplete questions. (usually number 2, unless you have already submitted a 
project disclosure). 

 



19.  Don’t forget to do the association with any Outside Entity/Family Collaboration.  

 
 

20.  Repeat 17-19 for all active projects. 
21. SAVE 
22. Complete the Certification by clicking on the box and clicking Submit. 

 

 
 

23. Errors 
The Annual disclosure is the one most likely to result in an error message.  If you go to “Data 
Validation” on the front of the disclosure, it will tell you what is in error and you might be 
able to fix it by clicking “Fix”.   If clicking “Fix” does not take you to the error, below is a list 
of the most common errors in the Annual Disclosure.   
 
A. You have added a new Outside Entity or Financial Collaboration during the year and not 

associated it with all your projects.  

 
 

a. Open the Disclosed projects tab and select “Show” next to “Outside Interests 
and Family Collaborations“ for each Project. 
 



 
 

b. Select the relationship for the new entity on each project.   
c. A hint- the number of times this error is repeated is the number of project 

disclosures that need updating.  
 

B. You have not completed either the Screening Questionnaire or the Annual Disclosure 
Questionnaire. 

 
 

 
 
To fix these, complete the questionnaires. 
 

C. You have imported project questionnaires that were not completed.   
a. Return to the Disclosed projects panel. 
b. Find the project for which the disclosure says incomplete it should be open.  



 
 
c. Click on Show next to the incomplete disclosure to complete the project disclosure.  
d. Certify. 
 
NOTE:  If you have difficulty completing the Annual Disclosure, please contact 
coiresearch@unm.edu or join COI Virtual Office Hours: 
 
Wednesdays 2:30-3:30 PM: https://unm.zoom.us/j/93763400747   
Fridays 9:00-10:00 AM: https://unm.zoom.us/j/99582104062  
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