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HOW TO VIEW DISCLOSURES IN MY DEPARTMENT OR DIVISION
eOPC User Guide July 1, 2009

The purpose of this guide is to provide SOM Department and Division Directors step-by-step
instructions on how to use eOPC to view disclosures and annual statements submitted by
faculty, staff and students in their department or division.

STEP 1:

STEP 2:

STEP 3:

Open a browser and go to the eOPC website at http://e-opc.jhmi.edu/.

If this is your first time using eOPC, please request an account at
policy@jhmi.edu, otherwise proceed to STEP 3.

Login to the website by entering your JHED ID and Password, then select
Login (Figure 1).

Tip 1 After a successful login, your eOPC workspace appears (Figure 2).

Tip 2 If you are unable to login, contact the eOPC HelpDesk at
policy@jhmi.edu, or call 410-516-5560.

Tip 3 If you don’t know your JHED login, contact JHED at
https://jhed.jhu.edu.

JOHNS HOPI{[NS / ENTERPRISE

EOPC LogIN ApouT EQPC | ENWTERPRISE LoGIN INFO | PASSWORD MAMAGEMENT

Please enter your JHED ID and Passwor d

First Time JHED Users Click Here

JHED ID: | OPCtest]

Passwiord: esesssesssse

Welcome to eOPC
You are about to enter the Johns Hopkins School of Medicine's slectronic disclosure system

This systerm is the exclusive means for submitting electronic annual outside interests statements, as well as, disclosing outside services, financial and
fiduciary interests, and potential conflicts of interest, as required under the Schoal of Medicing's policies on corflict of interest and commitment

Forgot Password?

Faor gquestions, please contact the Office of Policy Coardination (OPC) at policy@jhmi.edu, or call 410-516-5560

STEP 4:

Figure 1

Be sure that you have arrived at the My Disclosures in My Dept/Div
workspace. The workspace should look much like Figure 2 below. If the
workspace you see is different from Figure 2, you are viewing a different
workspace and must switch workspaces. To switch workspaces go to STEP 5,
otherwise skip to STEP 6.

Tip 1 If you have any problems, contact the eOPC HelpDesk at
policy@jhmi.edu, or call 410-516-5560.
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t2 | My Home | Logoff

All OPC Disclosures eOPC HelpDesk

Folder for OPLC test2 | Propatties |
Welcome to your Department /Division Folder. Use this screen to view disclosures submitted by faculty, staff, and students in your
[ m e D ] departrent. For questions or problems regarding this view, contact OPC at policy@ihmiedy, or call 410-516-5560.

. P EN S DRV LEEES  Services - Cumulative Days Current Annual Statements
My Disclosures Folder i

. 5 5 e0PC provides Directors online access to all faculty disclosures submitted in their Department ar Division. Directors are responsible for reviewing
(A L AT L P A AR and approving conflict of commitment and have the authority to limit outside activity if primary cormmitments are not being met.

Filter by |Name V|| | Advanced
. Days Per Fees/ a -
& Mame ongoing ek e et Stock Royalties COI State Last Modified
iy yes 60 $14,100,00 yes Review Complate 6/3/2008 9:53
PM
m yes 377 $0,00 yes yes Awalting Managerment  12/4/2008 3:17
Plan Acceptance FM
m yes 377 $0.00 yes yes Review Complete 10/16/2007
12:32 PM
m no u] +£0.00 no  User Rewisions 6/26/2000 3:33
PM
Exa yes a] £0.00 no  User Revisions 6/26/2009 3:33
PM

Figure 2 — eOPC workspace

STEP 5: To switch to the OPC Disclosures in My Dept/Div workspace, select the
OPC Disclosures in My Dept/Div link on the left (Figure 3). This will load the
correct workspace.
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All OPC Disclosures eOQOPC HelpDesk

Folder for OPC test2

Welcome to your My Disclosures Folder, This systermn

. financial and fiduciary interests, and potential conflicts
l EI:& New Disclosure J
My Disclosures Folder Use the tabs below to manage your exist
menu.

OPC Disclosures in My Dept/Diy

Online Resources
COC/COI Palicy

Disclosures on File Surnrmary of Services

Reportable Activities &
Interests

Annual Statement
Wabsite

Select the OPC
Disclosures in My
Dept/Div link

Private Agreement
Help

¢¢¢¢

Questions?
410-5316-3560 or
policy@ibmiedu

Figure 3 — switch workspaces

Tip 1 You can submit a personal disclosure for yourself by selecting the My
Disclosures Folder link on the left.

Tip 2 You can switch back to other workspaces at any time by selecting
them on the left.

STEP 6: To view a particular disclosure, select the My Dept/Div Disclosures tab, and
then select a disclosure from the list. (Figure 4)
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OPC test2 | My Home | Logoff

All OPC Disclosures eOPC HelpDesk

Falder for OPC test2

517\ = e department. For questions or problems regarding this view, contact OPC at policy@ihmi.edu, or call 410-516-5564,
t L New Disclosus I

: My Dept/Div Disclosures Seryices - Cumulative Days Current Annual Statements
My Disclosures Folder Y

OPC Disclosures in My Dept/Div eOPC provides Directors online access to all faculty disclosures submitted in their Department or Division, Directors are responsible for reviewing

Welcome to your Department/Division Folder. Use this screen to view disclosures submitted by faculty, staff, and students in your

and approving conflict of commitment and have the authority to limit outside activity if primary commitments are not being met.

Filter by |Name VH ‘ Advanced
. Days Per Feesf
= Name Qngoing iak ey Stock Royalties COI State Last Modified

e yes &0 $14,100.00 yes Review Complete 6/3/2008 9:53
P

m ves 377 $0.00 yes yes Awaiting Management  12/4/2008 3:17

Plan Acceptance P

m yes 377 $0.00 yes yes Review Complete 10/16/2007
12:232 PM

m no 0 $0.00 no  User Revisions 6/26/2009 3:33
PM

m yes 0 $0.00 no  User Revisions 6/26/2009 2:33
PM

STEP 7:

&)

Figure 4
Tip 1 You have read-only access to all disclosures made by
faculty/staff/students who have selected your department/division as
their primary department/division.

Tip 2 You also have read-only access to all Management Plans assigned by
OPC Staff for each faculty.

Select the View Disclosure button on the left to view the details of the
disclosure as it was completed by faculty.

Tip 1 To navigate through the Disclosure Form, select Continue and Back.
Select Exit to exit the form.

Tip 2 For a printer friendly version, select the Printer Friendly button on the
left.

S ey | My Home | Logoff

All OPC Disclosures eOPC HelpDesk
All OPC Disclosures >

This Disclosure is currently in the Review Complete state. &

WHAT'S NEXT?

&% Print Management = To view your management plan, login any time and select the My Management Plans tab.
Plan « To make any changes or updates to this disclosure you must submit an amendment.
» Get step-by-step instructions on submitting an amendment, see e0PC User Guides.
» For questions or problems regarding this disclosure, email policy@jhmi.edu or call 410-516-5560.
Figure 5
STEP 8: Select the Outside Services Cumulative Days Per Year tab. This view
provides a unique list of faculty who have disclosed using eOPC including their
name, total number of days for each service, and a grant total of days spanning
Johns Hopkins University School of Medicine 6/30/2009
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all disclosures. The cumulative day totals do not include services where the
term has expired.

My Home | Logoff

All OPC Disclosures eOPC HelpDesk

Folder for OPC test2
Welcome to your Department /Division Folder. Use this screen to view disclosures submitted by faculty, staff, and students in your
i EF‘ e = ] department. For questions or problems regarding this view, contact OPC at policy@jhrmi.edu, or call 410-516-5560.
~ New Disclosu

My Dept/Div Disclosures Services - Cumulative Days Current Annual Statements
My Disclosures Folder ¥

x = = e0PC provides Directors onling access to all faculty disclosures submitted in their Department or Division, Directors are responsible for reviewing
OPC Disclosures in My Dept/Div and approving conflict of commitment and have the authority to limit outside activity if primary commitments are not being met.

Filter by \ Namne b H | Advanced
o Days Per Fees/ g %
= Mame Ongoing sy e Stock Royalties COI1 State Last Modified
iy yes 80 $14,100.00 yas Review Complete B/3/2008 9:53
PM
m yes 377 $0.00 yes ves Awaiting Management  12/4/2008 3:17
Plan Acceptance PM
EE yes 377 £0.00 yes yes Review Complete 10/16/2007
12:32 PM
m no 0 $0.00 no User Rewisions 6/26/2009 3:33
PM
m yes 0 $0.00 no  User Revisions 6/26/2009 3:33
PM

Figure 6

Tip 1 You can export the records to an Excel spreadsheet by selecting the
Export button. The system will prompt you to download and save the
file to your hard drive.

STEP 9: Select the Current Annual Statements tab. This tab provides access all
annual statements due in your dept/div. (Figure 7)

Tip1 You can export the records to an Excel spreadsheet by selecting the
Export button. The system will prompt you to download and save the
file to your hard drive.

ﬂ \ 0 My Home | Lagaff

All OPC Disclosures eOQOPC HelpDesk

Folder far OPC Help
welcome to your Department/Division Folder. Use this screen to view disclosures submitted by faculty, staff, and students in your
i m New Disclosure I department, For questions or probiems regarding this view, contact OFC at policy @it egu, or call 410-516-5560,

My Dept/Div Disclosures Services - Cumulative Days Current Annual Statements
My Disclosures Folder ¥ Dent| Y

OPC Disclosures in My Dept/Div

Annual Statement gggmiﬂm gﬁfﬁg?;;itsiwty Status
test3, OPC - [Annual Outside Interests Statement - 2009] Fi2f09 In Preparation
testl, OPC - [Annual Outside Interests Statement - 2009] Fi2f09 yes Annual Statement Complete
test2, OPC - Annual Outside Interests Statement - 2009] 7i2/n9 no In Preparation
Figure 7
STEP 10: Select Logout, located in the top right corner.
Johns Hopkins University School of Medicine 6/30/2009
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Tip 1 You can switch to your My OPC Disclosures workspace by selecting the
My OPC Disclosures link on the left side.
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