
INSTRUCTIONS FOR COMPLETING THE UK COI DISCLOSURE FORM

Note: these are technical instructions about accessing and completing the form. For information about 
the policy go to the OSPA Conflict of Interest page https://www.research.uky.edu/office-sponsored-
projects-administration/conflict-interest

1. The Combined UK/UKHC Conflict of Interest Questionnaire can be accessed two ways: 1) directly
though https://uky.coi-smart.com or by going through myUK. Both require you to log on using your
UK credentials. If you do not have a linkblue ID and are required to complete a COI disclosure,
contact UK’s Office of Sponsored Projects at (ospa@uky.edu).

2. Go to myuk.uky.edu and log in using your linkblue ID and password. If an error message appears
indicating that you do not have an account or that it is inactive, contact UK’s Office of Sponsored
Projects at (ospa@uky.edu).

3. Access the Enterprise Services tab.
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4. Select Financial Disclosures. This will give you the option to click on the link to uky.coi-smart.com to 
access the disclosure form. 

5. Once in COI-Smart, click on “My Questionnaire” in the upper right corner. 

6. Select the questionnaire you wish to submit or to edit. You may need to scroll down to see all of 
them. For a new COI form, select “Start Questionnaire.” To revise an existing form, click “Submitted.” 
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7. To respond to questions for the first time, click on the disclosure and work through each question. 
Complete each question and sub question in its entirety. For example:
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8. For the core questions that are asked from year-to-year, you may be able to view and use your 
previous disclosures by clicking on “View Previous Response.”

9. To edit an existing question, open the questionnaire and select “revise” for any question that needs to 
be updated. 

10. Once you have completed the questionnaire and associated attestations, type SUBMIT (or REVISE, if 
making a revision) in the box and submit your COI form.  Your form can be accessed and updated at 
any time until the next year’s form is released.
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