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Instructions  
How to Complete a Conflict of Interest Disclosure Form 

For first time COI Disclosure Form Completers 

 

1. Log-in to MyHub via the link:  https://myhub.upmc.com, or from Infonet: 
 

 

2. Enter your MyHub User ID and Password. Follow the prompts on the MyHub login page if you are a 
first time user, or if you are having other MyHub difficulties: 

 

https://myhub.upmc.com/
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3. Select the “Human Resources” tab, or click on the “Human Resources” link in the box: 
 

 

4. Click on “COI” under the “My Profile” section 
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4a. If you are involved with Magee Womens Research Foundation – click the check box before 
selecting your disclosure form  
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4b. If you are employed by UPMC only (no appointment or employment position with University of 
Pittsburgh), choose the “UPMC Only Form” in the dropdown box, and then click the “Add Disclosure 
for UPMC Only Form” button. (SEE PICTURE BELOW) 

 

4c. If you are employed by UPMC and the University of Pittsburgh - If you are employed UPMC and 
have an appointment or position with the University of Pittsburgh, choose the “UPMC Pitt Joint Form” 
in the  dropdown box (SEE PICTURE BELOW) 

“UPMC Pitt Joint Form” users will have to answer 2 additional questions before clicking the “Add 
Disclosure for UPMC Pitt Joint Form” button. 
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5. Once in the appropriate disclosure form for your employment status, read and answer each question. If you 
select YES, then click “Go To Question Detail”. 
 
You will be asked for additional details related to the question (Organization name, Nature of Relationship, 
Amount of Compensation, etc.).  
 
Be sure to read the instructions on each screen to provide the additional details asked by each question. 
 
If you select NO, then click “Next” to go to the next quest ion . 
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5. Continued: 
 
After you have entered all of the details (Organization, Nature of Relationship, Financial Interest 
Value), click “Save Changes”. You will see the name of the organization you entered populate in 
the Records list at the bottom of the screen. If you have no further organizations or details to 
enter, click “Next”. 
 
If you would like to enter details of another organization/relationship, proceed back to the 
top of the screen and follow the steps above. Remember to click the “Save Changes” button 
after each organization/relationship details are entered. 

Click “Next” once all details and records are complete for the question. 
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5. Continued: 
 
From each question page, you can view your status of each question: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To quickly navigate from one question to another without using the “Next” and “Prev” buttons, 
click on the underlined question number (1, 2, 3, etc.) under the “View” column. 
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6. Once each answer is complete, (no red text under the “status” section), click “Review and Submit”. 

 

7. Review your form for accuracy, errors, or omissions. To add information, or to fix any errors, click 
“Return”. 
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8. If the questions are all completed correctly, and there are no omissions or errors, scroll 
to the bottom of the page and review the attestation statement. If you agree, click 
“Finalize Disclosure”. 
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After the disclosure is completed and finalized, you should see the electronic signature: 

 

 

 

9. Click “Return” to go back to the main page. 

 

10. If you have questions, please click the “Contact Us” button located at the bottom right corner 
of every screen, or email conflicts@upmc.edu. 

 

mailto:conflicts@upmc.edu
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