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Scribe for COI Proxy Workflow

1 When you log into myUABResearch, you will see your spouse's profile in your
dashboard.
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2 Click "Disclosure Profile for (Spouse's Name)"

3 You should see your spouse's profile. Note you are listed as the proxy. Click Edit
Disclosure Profile.
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4 You will then navigate through the disclosure profile pages. As a proxy, you only
need to complete the 2nd page with entity disclosure information.

5 Answering yes to question 1 allows you to add your disclosures to the profile.
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6 Click to add the disclosure

7 You will then navigate through the smartform and complete the required
questions.
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8 Reminder that if you are entering your disclosure information, you would identify
yourself as the Spouse since it is not your profile.

9 Indicate the type of disclosure.
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10 You will then answer the required questions.

11 Once you have answered the questions, you will click ok or ok and add another if
you have additional interests to add to the disclosure.
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12 Once you have completed the disclosure, click continue.

13 You do not need to answer the remaining questions. The discloser should answer
these. You can now click Save and then Exit.
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14 You should now click Complete Proxy Update. This allows the spouse to know you
have updated their disclosure with the necessary information.

15 You can provide comments or documents if needed. This will be included in the
notification to your spouse letting them know you have updated their profile.
Then click ok.
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16 Your spouse's profile has now been updated and they have been notified.




