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1. Overview of the Review Process

The COI-SMART Limited Edition (LE) system was designed to do more than simply manage the
collection of COI Disclosures. The system is designed to manage conflicts that are uncovered
through the disclosure process. The COI-SMART LE Review Process distinguishes this program from
other systems on the market.

Within the Reviewer Module, assigned Reviewers can view disclosures, communicate with
Respondents and take other review actions in order to move items on a trajectory toward
resolution.

Administrators designate specific users as Reviewers with the “Reviewer” security profile and
subsequently assigns the super reviewer permission in the user’s account. When a Reviewer logs
into the system, the system will recognize them as a Reviewer, and the Reviewer menu will be
available to them. The Reviewer menu includes the sub-menus: In Review, Message Center, Send
Respondent Notification, Reviewer Guide, User Summary Lookup, Add Memo to User, and CMS Open
Payments Search.

COI-SMART

LIMITED EDITION Logged in Ueer: Client Reviewer Paula

Home HOME HELP | LOGOUT

= Reviewer * Announcements
In Review

Send Respondent Notification

Feevieweor Guide Wizlzome to the ABC Health’s Conflicts of Interest Disclosure questionnaire.
User Summary Lookisp
Add Memo 1o User

All respondents sre required to complete the questionnaire by December 31, 2016.

CMS Open Payments Seareh Please follow the i X b=tow to begin pleting the q
U My Questionnaire = Click on the "My Quesfionnaires” link located bekow the announcenent.
» Click on “Start the Questionnaire” to begin answering & new questionnaire.
= = You will b= prompied 1o save each response before moving on to the next question. If you ars unable to complete your guestionnairs after you have started, click on the SAVE

AND CONTINUE button to save your previous responses and then log out. The next time you login to the system, you will have the option to complete your questionnaire.

Message Center (1 uwead » When all guestions sre answered, you will come fo 3 submission page. Type "submit” and click Finish™.

message]

Please follow the instructions below to revise the questionnaire.

@ Suppornt & Help

= Click on the "My Questionnaire” link.

D t Liby = Click "Submitt=d” of questionnaire that needs to be revissd.
oy » Click "Revize” nexdt to each guestion you want to edit.

= Make your =ditis) to each question a5 nesded.

- - - -
2] CLENT_COiAdditionalDataSet_in + Click “CONTINUE TO THE QUESTION REVISION SUBMISSION PAGE".
2] CLIENT_COIDemographicDataSe! + Type "revise” and click "SUEMIT REVISION TO THIS QUESTION'.
i oo =
= HCCS_COI-SMART_System_and, If you ne=d any assistance, send an email to Bill Sacks at Bill Sacks@healthstream.com.

CLICK HERE TO ACCES§ YOUR QUE STIONMAIRE( 5)

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
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2. The Reviewer Queue

The Reviewer can select In Review, and will be presented with a queue of all questionnaires that
have been submitted. Each line in the queue represents one submitted questionnaire. The reviewer
gueue shows the questionnaire name, the Respondent name, the number of items to be reviewed
(the number of items classified as "disclosures"), the overall status of that questionnaire submission,
and the date of each action.

COI-SMART

LIMITED EDITION Logged In Uesr: Cliant Revigwsr Paula

Home » Home » Reviewsr Quas HOME HELP LOGOUT

AT * Reviewer Queue VIEW MY ASSIGHMENT S1L.OOKUP RE SPONDENT §
S scabson The Reviewer Qusus provides sccess to disclosures assigned to reviswers. You may sort the Reviewer Queue by questionnairs name, status or by respondent name by clicking on the
Reviewer Guids colurnn heading.
User Summary Lockup To view dizzlozures or parform 3 review on one or mere respondants’ questionnaire you may search by name or status using "Simple Seanch”. "Advanced Search” allows you to search with
Add Memo to User additional filt=rs.

LR Opian Payue ats Search Clicking on an itern will allow you to view the history of review activity on that itzm.

U My Questionnaire
VIEW ARCHIVES

=
Message Center (1 unrcad
message) Advanced Search

® Support & Help Show entries Search: |
i C i St
j u.-ENT_uG-ﬂddmcnaID_ataae-_lrr Year - Name - First Name Last Name # of Ques. Overall Status My Status Date Added
b EC ENTE;? T}::Tg'zph"‘:'m‘;: 2016 - Dema Questionnaie - WS Bill Sacks 2 Awalting discussion by COI Commites 2015-12-08 133211
3 HCGCS_COol-S e
R —System_ant, 2016 - Dema Quasbonnalre - W Client Respandent Sacks 2 In Review 2015-12-0% 10:54-29
2016 - Dema Questionnaire - WS Jane Doe 1 In Revizw 2015-12-14 09:26:02

The Reviewer may download a PDF version of the Respondent’s disclosures containing either all
responses (a longer list) or a PDF containing the most recent responses (a shorter list). The PDF
containing all of the responses will display all of the edits the respondent made to a question. The
previous response will be grayed out and the most recent response will be displayed in black font.
The PDF containing the most recent responses will only display the latest responses to the
qguestion. Both PDFs contain dates and timestamps for each response.

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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% Reviewer Queue VIEW MY ASSIGNMENT S/LOOKUP RESPONDENTS

The Reviewer Queue provides access to disclosures assigned to reviewers. You may sort the Reviewer Queue by questionnaire name, status or by respondent name by clicking on the column heading,
To view disclosures or perform a review on one or mare respondents' questionnaire you may search by name or status using "Simple Search'. "Advanced Search” allows you to search with additional filters.

Clicking on an item will allow you to view the history of review activity on that item.

VIEW ARCHIVES

Show entries

Advanced Search

Date Added

Year - Name v First Name Last Name # of Ques. Overall Status
2016 - Demo Questionnaire - WS Bil Sacks 2 Awsiting discussion by COI Commitiee 20151209 13:32:11
2016 - Demo Questionnaire - WS Client Respondent Sacks 2 In Review 2015-12-09 10:54:29
2016 - Demo Questionnaire - WS Jane Doe 1 Awsiting further investigation 20151214 09:26:02
2016 - Demo Questionnaire - WS John Doe 1 No Conflict Identified 2015-12-14 09:29:42
Showing 1 to 4 of 4 enfries First| | Previous | [ | Next | | Last
2016 - Demo Questionnaire - WS
a View History | | @ Perform Review | & Archive

I._ View With All Responses I | Iu View With Most Recent Response I

If the Reviewer wishes to filter the reviewer queue, he/she may select Advanced Search and will
then be presented with a series of filters to narrow the search. Advanced Search allows the
Reviewer to search by Respondent name, questionnaire name, filing year, user status, whether
there were or were not disclosures, and other factors. The Reviewer can also search for text that
appeared in a response, so, for example, the Reviewer could search for "Pfizer" in the Response
Text filter and find any submission that mentions Pfizer.

COI-SMART

LIHITED EDITION

Logged in User- Client Reviewsr Paula

Home 3 Home » Reviewar Quate

= Reviewer
In Review
Send Respondent Notification
Reviewer Guide
User Summary Lockup
Add Memo to User
CMS Open Payments Search

¥ My Questionnaire

=
Message Center (1 unead
message)

@ Supporn & Help

Document Library

2] CUENT_GOddtionalD=taSet_in
#] CLENT_COIDemographicDataSal
™ HCGS_CONSMART_Systen_and,

HOME HELP LOGOUT

* Reviewer Queue VIEW MY ASSIGNMENT SLOOKUP RESPONDENT

The Reviewer Queus provides sccess to disclosures aszigned to reviswers. You may sort the Reviewsr Queue by guestionnairs name, status or by respondent narme by clicking on the
calurmn heading.

To view dizclosurss or perform 3 review on one or more respondents’ guestionnaire you may search by name or status using "Simple Seanch™. "Advanced Search” allows you to search with
additional filters.

Clicking on an itern will allow you to view the history of review activity on that itzm.

VIEW ARCHIVES

Advanced Search

Show anfries Search: |
Reviewers Queue
Year - Name - First Mame Last Mame # of Ques. Overall Status My Status Date Added
2016 - Dema Questonnalne - Wi B Sacks 2 FAwalting discussion oy GO Commiies 2018-12-08 13521

2015-12-08 10:54:29
2018-12-14 09:26:02

2016 - Dema Quastonnaine - W2 Chant Respandent Sacks 2 In Revisw
2016 - Dema Quastionnaine - WE Jane Daoe 1 In Review

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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Advanced Search View

SEARCH

LoginID:
First Name :
Last Name
Email :
Employee ID:
User Status: |Active  [v]

Response Text :

Hide Additional Demographic and Status Filters

Roles:

[] Check All

[] 1. committee Member

[7] 2 Conference Speaken/Abstract Submitier
[ 3 Manuscript Submitter

[ #nnual Filer

[] Board Member

[7] Business Development

=

Cost Centers:
[ Check All
[ Granta
[ GrantB
[T Grantc
[T A

Filing Year :
Questions :
Questionnaire Name :
Question Category
Has Attachments :

Location :

Reviewer Comments :

[

With Disclosures =]

Overall Questionnaire Status:
] Check All

>

[In Review

[7]In Review (Updated)

Cm

[T all reviews complete

[] Approval Granted through 6/3013

[) Awaiting Acceptance of Plan

[T] awaiting Acceptance of Updated Plan

. - e

COI-SMART LE Reviewer Guide

»

Cm

Departments:
[7] Check All
[7] Department &
[ Department B
[] Department C
] Department D
[ Region A
7] Region B

= -

m
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3. View History

When a Reviewer selects an item for review, they are taken to the View History section of the
Review page. Initially, the History just shows that the item was automatically assigned to a status of

“In Review”. The “In Review” status indicates the respondent answered at least one question from
the submitted questionnaire as a disclosure.

Q VView History | | ® Perform Review | # Archive

£ View With All Responses | & View With Most Recent Response

View History

This section provides an overview of review acfions for the questionnaire and/or individual questions. Review Actions are listed chronologically, with the most recent activity at the top.
The first column indicates whether review actions are fied to the "Questionnaire” or to a specific "CQuestion”. For any item you may click on "View Details” to see the full history of review
actions on that item.

To perform a review, click on "Perform a New Review".

In the "Simple Mode" any review action applies to the entire questionnaire. In the "Advanced Mode" you may perform a separate review action on each disclosure. You may only
escalate items to a higher level of review in the "Advanced Mode™.

From the "Perform Review” screen, you may select a Review Acfion Type, enter Comments, select a Next Action Date (which will trigger a reminder email to the Reviewer) or send an
email to the respondent or other reviewers.

[ Hide Summary ]

Questionnaire: 2015 - Demo Questionnaire - W3
Respondent: Bill Sacks
Overall Status: Awaiting discussion by COl Committes

Show entries Search:

Review Action

Action For: Date v Status Reviewer Comments le:vizr Attachments Action
N - . Awaiting Perform a New
Q\::rggtn;;e E;c;l:rnber SRS discussion by Bill Sacks 1 - Review on this
jitee Cuestionnaire
Questionnaire December 9th, 2015 01:32:11 Aszsign fo 1 ;'iﬁcr? a r;l:.""
View Details PMET review - eview on this

Questionnaire

Showing 1 to 2 of 2 entries Previous Mext j

View/Hide Details. The Reviewer selects this link to view/hide the disclosures. For example:

Currently Showing Onfy Disclosures - Show All Questions * = Disclosure

Question 1 - Do you or a related party have a greater than 5% ownership interest in a company that does business with (this organization) or competes with (this organization}?

Indicate if you have an interest - Yes *
Who has the interest? - Sibling *

Describe the Interest - My brother owns 10% of Acme Corp. *

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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View/Hide Message. The Reviewer selects this link to view the email messages sent or received concerning
the questionnaire -level review. For example:

BASICS
From: Lowell Luis
To: Ben Diamond
Subject: RE: Reviewer Correspondence
Sent: Thu 11/17/2011 4:20:35 PM
Questionnaire: COI Demonstration - BOD
Question: NA

Attachments: Test Document 1.bet

MESSAGE BODY

Hi Ben,

I have attached a document with information regarding my ownership in Acme Corp.
Regards,

Lowell

From: Ben Diamond

To: Lowell Luis

Subject: Reviewer Correspondence
Sent: Thu 11/17/2011 1:18:36 PM PT
Questionnaire: COI Demonstration - BD

Dear Lowell:

Please provide additional information regarding your recent disclosure form.

Your userid is: hceslowell

If you forget your password please use the "forgot password” feature on the Login Page.

If you experience any technical issues, please contact at 111 222-3333, or email client@client.com
Sincerely,

The Compliance Office

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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4. An Example of a Review

4.1 Performing a Review

In the example below, the Respondent disclosed that his brother owns a company that sells office
equipment to the hospital. The Reviewer can then elect to "Perform a New Review" by clicking on
the link in the far right hand column. This will bring the Reviewer to the Review Action section of the

page.

® Review Actions apply to the entire questionnaire.

View History

This section provides an overview of review actions for the questionnaire and/or individual guestions. Review Actions are listed chronologically, with the most recent activity at the top.
The first column indicates whether review actions are fied to the "Questionnaire” or to a specific "CQuestion”. For any item you may click on "View Details” to see the full history of review
actions on that item.

To perform a review, click on "Perform a New Review”.

In the "Simple Mode" any review action applies to the entire questionnaire. In the "Advanced Mode" you may perform a separate review action on each disclosure. You may only
escalate items to a higher level of review in the "Advanced Mode™.

From the "Perform Review” screen, you may select a Review Acfion Type, enter Comments, select a Next Action Date (which will trigger a reminder email to the Reviewer) or send an
email to the respondent or other reviewers.

[ Hide Summary ]

Questionnaire: 2015 - Demo Questionnaire - W3
Respondent: Bill Sacks
Overall Status: Awaiting discussion by COl Committee

Show entries Search: |
Review Action B Review -
Action For: Date v Status Reviewer Comments Level Attachments Action
N - . Awaiting Perform a New
Q\l"q:.}'ggt";;e E;c;r_‘rnber LI, 2SS (D discussion by Bill Sacks 1 - Review on this
GOl Commitiee Cuestionnaire
. " . ; Periorm a New
q.l:.l?‘?ggt";:e E;c;r_‘rnber Sth, 2015 01:32:11 In Review Auto i:j;gwn o 1 - Review on this
o Questionnaire
Showing 1 to 2 of 2 entries Previous Mext j

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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4.2 Review Actions

LE provides several "Review Actions" that constitute the Review Process. These actions are
available in a drop-down list in the Review Action section.

Question 1 - Do you or a related party have a greater than 5% ownership interest in a company that does business with (this organization)?

Indicate if you have an interest
Yes =
‘Who has the interest?
Siblilng *
Describe the interest
My brother owns Acme Office Supply, which does business with our organization. *
‘What is the value of the interest?
more than $5000 =

Respondent Name : Bill Sacks

Filing Year: 2016

Review Action Date : 01/07/2016

Review Action Type :
Add to COl Meeting Agenda
All Conflicts Managed
Comments : | All Reviews Complete
Conflict Identified

Further investigation required
Internal Communication

No Conflict Identified

The Reviewer can select a Review Action, according to the policies and procedures of the
institution to move the item toward resolution.

4.3 Messaging

The COI-SMART LE review process enables and tracks detailed communication between Reviewers

and Respondents. Correspondence may include attachments, which can be uploaded by Reviewer
or Respondent.

COI-SMART LE uses a "Facebook" style message system. When a Reviewer sends a message to a
Respondent, and the Respondent wants to reply, he/she does not click on "Reply" to the email.
Instead, the Reviewer's email will contain a link which will return the Respondent to the COI-SMART
LE system to reply to the message. The respondent may also log into COI-SMART LE and access the
message directly from their inbox located in their Message Center.

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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COI-SMART

LIMITED EDITION
Home

i Reviewer
& My Questionnaire

Message Center (1 unread
message)

Messages
(1 unread message)

# Support & Help

When the message is sent via the Perform Review action, the OUTGOING messages and INCOMING
responses are automatically captured and displayed in the View History section of the Reviewer’s
Queue.

As an example, a Reviewer could select the Review Action "Further Investigation Required" which
would record that action in the history. The Reviewer could then click on "Send Email" which will
open an outgoing message to the Respondent. The email will populate the sender and recipient
fields, and will allow copies or attachments to be added as well. This is useful for requesting
additional information from a respondent.

Indicate if you have an interest
Yes *

Who has the interest?

sibliing =

Describe the interest

My brother owns Acme Office Supply, which does busi with our organization. *

What is the value of the interest?

more than $5000 =

Respondent Name : Bill Sacks

Filing Year: 2016
Review Action Date : 01/07/2016
Review Action Type : | Further investigation re: v

Comments :

Upload one or more files as attachments to this review action
Send Email :

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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Messages sent directly from the Message Center, are captured and displayed in the INBOX under
the Message Center. Here, Reviewers also have the option to view messages and also close and
cleanup old messages either individually or in bulk by utilizing the Clean Up Mode.

I
P
]
From Subject Received
Paula Lane Reviewer Correspondence Thu 1/7/2016 3:04:33 PMET
Page[1  |of1 10 v Viewing 1-1of 1

4.4 Email Templates

Finally, the Reviewer can select an email template that could populate the text of the outgoing
email. Refer to the “LE Implementation Guide” for more information about the Email Templates.

CONTENT

Template: |Re\.'1'ewer v|

Subject: |Rev1'ewer Correspondence |

Body: I Quick Text
BIUIT=E W& = = = HMNormal =|| sizels ™ B
SR
Dear [%FIRST_MNAME%]:

Flease provide additional information regarding your recent disclosure form.
Your userid is: [%USER_ID%]

If you forget your password please use the “forgot password” feature on the Login Page.

body p

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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4.5 Reminders

While performing a review action, the Reviewer can set a reminder by clicking on the "Next Action
Date" and add a comment in the comment section. The reminder is automatically added to the
View History list under the Action Date column.

If the “Next Action Date” is populated, by default, COI-SMART LE will send the reviewer a Review
Action Reminder email if no action is taken by the “Next Action Date”.

Question 1 - Do you or a related party have a greater than 5% ownership interest in a company that does business with (this oroanization)?

Indicate if you have an interest

Yes =

‘Who has the interest?

Self =
Describe the interest
Own shares =
‘What is the value of the interest?
Respondent Name : Jane Doe
Filing Year: 2016

Review Action Date : 01/07/2016

Review Action Type : |Further investigation required v|

Comments :

Next Action Date : [01/29/2016 W

Upload one or more files as attachments to this review action

Send Email :

[z [ e |

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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USER DETAILS

Respondent : Jane Doe
Filing Year : 2016
Job Title :
nfa
jane.doe
Email : jane doe@coinoemail.com
User Status : Active

Primary Department:
- Department A

Primary Role:
* Employee

Document Library

=) CLENT_COlAdditionalDataSet_In
?TI CLIENT_COIDemographicDataSe
Y HCCS_COI-SMART_System_and

COI-SMART LE Reviewer Guide

wers Queue
Year - Name v First Name Last Name # of Ques. Overall Status Date Added
2016 - Demo Questionnaire - WS Bill Sacks - Awaiting discussion by COI Committee 20151209 13:32:11
2016 - Dema Questionnsire - WS Client Respondent Sacke 2 n Review 20151208 10:54:20
2016 - Demo Questionnaire - WS Jane Doe 1 Awaiting further investigation 2015-12-14 09:26:02
2016 - Demo Questionnaire - WS John Doe 1 In Review 20151214 09:29:42
Showing 1 to 4 of 4 entries First | | Previous | | 1| | Next | | Last
2016 - Demo Questionnaire - WS
a View History | | w Perform Review | & Archive

View History

This section provides an overview of review actions for the questionnaire and/or individual questions. Review Actions are listed chronologically, with the most recent activity at the top. The first column indicates whether review actions are tied to the

& View With All Responses |

& View With Most Recent Response

“Questionnaire” or to a specific "Question”. For any item you may click on "View Details” to see the full history of review actions on that item.

To perform a review, click on "Perform a New Review”

In the "Simple Mode" any review action applies to the entire questionnaire. In the "Advanced Mode" you may perform a separate review action on each disclosure. You may only escalate items to a higher level of review in the "Advanced Mode"

From the "Perform Review” screen, you may select a Review Action Type, enter Comments, select a Next Action Date (which will trigner a reminder email to the Reviewer) or send an email to the respondent or other reviewers.

[ Hide Summary ]

Questionn;
Responder
Qverall Statu

2016 - Demo Questionnaire - WS

D . Status

Reviewer

I Questionnaire

View Details

January Tth, 2015 03:14:14 PM

o Awaiting further investigation

|

Questionnaire
View Message:

Questionnaire
View Details

Showing 1 to 3 of 3 entries

JEﬁTnuaW Tih 16025351 PM | eqcage st

December 14th, 2015 03-26:02
el In Review

Comments

Reviewer Correspondence

Assian to fevien

Review
Level

1

Attachments

Action

Perform a New Review on this Questionnaire

Perform a New Review on this Questionnaire

Perform a New Review an this Questionnaire.

Previous Next |,

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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5. A Discussion about "Questionnaire Status"

* Reviewer Queue VIEW MY AS S/LOOKUP RESPONDENTS

The Reviewer Queue provides access to disclosures assigned to reviewers. You may sort the Reviewer Queue by questionnaire name, status or by respendent name by clicking on the column heading,
To view disclosures or perform a review on one or mare respondents’ questionnaire you may search by name or status using "Simple Search'. "Advanced Search” allows you to search with additional filters.

Clicking on an item will allow you to view the history of review activity on that item.

VIEW ARCHIVES

Advanced Search
Reviewers Queue
Year - Name v First Name Last Name # of Ques. Overall Status Date Added
2016 - Demo Questionnaire - WS Bill Sacks 2 Awaiting discussion by COI Committee: 2015-12-08 13:32:11
2016 - Demo Questionnaire - WS Client Respondent Sacks 2 In Review 2015-12-00 10:54:29
2016 - Demo Questionnaire - WS Jane Doe 1 Awaiting further investigation 2015-12-14 09:26:02
2016 - Demo Questionnaire - WS John Dee 1 o Gonflict Identified 2015-12-14 09:29:42
Showing 1 to 4 of 4 entries First | | Previous | [1] [ Next| [ Last

Questionnaires submitted with at least one question answered as a disclosure are assigned the
system-generated status of In Review. Questionnaires submitted with zero questions answered as
disclosures are assigned the system-generated status of Complete Without Disclosure. Overall
guestionnaire status is determined by the most recent review action. RED items need work, but
GREEN items are resolved. This way, a quick glance at the Reviewer Queue gives an indication of
how well items are moving through the queue.

® Hint: When reviewing respondents that have more than one disclosure in a questionnaire, the
Review status of the questionnaire should be based on the LEAST evolved item. So if one item has
been resolved, the status may still be “Conflict Identified” until all conflicts have been resolved.

Proprietary and Confidential: This document is the property of Health Care Compliance Strategies- A HealthStream Company. This
document may not be duplicated or distributed without the express written permission of HCCS — A HealthStream Company.
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6. Archiving

Once a respondent’s questionnaire has completed the review process, you can archive their
guestionnaire so that it is removed from the ‘In Review’ queue.

* Reviewer Queue VIEW MY ASSIGNMENT S/LOOKUP RESPONDENTS

The Reviewer Queue provides access lo disclosures assigned fo reviewers. You may sort the Reviewer Queue by questionnaire name, status or by respondent name by clicking on the column heading.

To view disclosures or perform a review on one or more respondents’ questionnaire you may search by name or status using "Simple Search”. "Advanced Search” allows you to search with additional filters.
Clicking on an item will allow you to view the histery of review activity on that item.

VIEW ARCHIVES

Show entries

Advanced Search

Year - Name v First Name Last Name # of Ques. Overall Status Date Added
2016 - Demo Questionnaire - WS Bill Sacks 2 Awaiting discussion by COI Commitiee 2015-12-00 13:32:11
2016 - Demo Questionnaire - W5 Client Respondent Sacks 2 In Review 2015-12-09 10:54:28
2016 - Demo Questionnaire - WS Jane Doe 1 Awaiting further investigation 2015-12-14 09:26:02
2016 - Demo Questionnaire - WS John Doe 1 No Conflict Identified 2015-12-14 09:29:42

Showing 1 to 4 of 4 entries First | | Previous | |1 | Next | | Last

2016 - Demo Questionnaire - WS

a View History | | & Perform Review |
& View With All Responses | 4 View With Most Recent Response

To Archive a review, highlight the questionnaire and then select ‘Archive’ at the bottom of the
review queue section.

# Reviewer Queue VIEW MY ASSIGNMENT S/LOOKUP RESPONDENTS

The Reviewer Queue provides access 1o disclosures assianed 1o reviewers. You may sort the Reviewer Queue by questionnaire name, status or by respondent name by clicking on the column heading

To view disclosures or perform a review on one or more respondents' questionnaire you may search by name or status using "Simple Search". "Advanced Search” allows you to search with additional fitters.
Clicking on an item will allow you to view the history of review activity on that item.

VIEW ACTIVE REVIEWS

Show entries

Advanced Search

Year - Name v First Name Last Name # of Ques. Overall Status Date Added
2015 - Legacy 2015 questionnaire (DO NOT DELETE) Bill Sacks 1 In Review 2015-12.08 10:32:10
2015 - Legacy 2015 questionnaire (DO NOT DELETE) Client Respondent Sacks 1 In Review 2015-12-09 10:52:37
2016 - Demo Questionnaire - WS John Doe 1 No Conflict |dentified 2015-12-14 08:28:42

Showing 1 to 3 of 3 entries First | | Previous | |1 | Next | Last

2016 - Demo Questionnaire - WS

£ View With All Responses | & View With Most Recent Response

To unarchive a questionnaire, click on the ‘View Archives’ button at the top of the reviewer queue,

select the respondent’s questionnaire, and then click on the ‘Un-Archive’ link at the bottom of the
archived review’s list.
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To go back to the list of active reviews, click on the ‘View Active Reviews’ button at the top of the
archived reviews list.

7. Sending Respondent Notifications

The Reviewer can select Send Respondent Notification in order to send manual Questionnaire
Announcement and Questionnaire Reminder emails to respondents.

COI-SMART

LIMITED EDITION Logged in Usar: Cllent Reviewsr Paula

Home » Home » Reviawer Queus HOME HELP LOGOUT

= Reviewer
In Review * Users
Reviewor Guide Search) |
Add ermo ko User Login ID = First Name Last Mame Email Active
CMS Open Payments Search
alinc Abe Lincoln alinc@usa.con Yes
U My Questionnaire clientrespondentlowell Client Respondent Lowell clientrespondentlowe l@ceincemail.com Yes
clientrespondentpaula Client Respondent Paula clientrezpondentpaula@coinoemail.com Yes
Message Center (1 uncad clientrespondenisacks Client Respondent Sacks billsacks @acl.com Yos
message)
clientreviewerpaula Client Reviewer Paula clientreviewerpaula@coinoemail.com Yeos
@ Support & Help deise Dwight Eisenhower deisei@usa.com Yes
B gwash George Washington gwash@usa.con Yes
Dacument Library = =
jadam John Adams jadam@usa.com Yes
k] CLIENT_COlAdditionalCataSet_Im jane.doe Jane Doe jane.doe@coinoemail.com Yes
= CLIENT_GOIDemographicDataSe! jkenn John Kennedy jkenn@usa.com Yes
ks HCCS_COI-SMART_System_and
Ll Page[1  Jof2 w w Viewing 1 - 10 of 16
4 SEND EMAIL

® The Questionnaire Announcement email can be used in lieu of the automated
announcement or is useful when respondents cannot locate the automated announcement
email. The Reviewer can manually send a specific questionnaire announcement email to a
respondent while speaking with the respondent on the phone and can ensure receipt.

* The Questionnaire Reminder email is useful for reminding delinquent respondents to
submit their questionnaire.

After searching for and selecting the target respondent, the Reviewer clicks on the ‘Send Email’
button at the bottom of the users screen.

The Reviewer selects the Questionnaire Name, Email Type and Template. The associated template
will be populated in the body of the email. The Reviewer can edit or replace the template as
desired and then click on ‘Send’.
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Send Email To Dwight Eisenhower

COI-SMART LE Reviewer Guide

TO:
User Name: Dwight Eisenhower - deise@usa.com

QUESTIONNAIRE:

If this email is being sent in ragards to a spacific questionniare then selact tha questiannaire from the drop down list, othervise you can leave this blank. If the questionnaire you want does not appear in the drap down list then make sure the user is assigned

an apprapriate role for that questionnaira.
Questionnaire Demo Questionnaire - WS & ~

Name:

EMAIL TYPE:

You can generate the body and subject of this email automatically by selecting an email type and template from the drop down lists below, or you can choose not to use a pre-defined template, leave these fields blank and simply fill in the subjet and bady

fields yourself in the box belo.
] /

Email Type: ‘Questiunnalre Reminder

T I - ‘Questinnnalre Reminder 1 k v

CONTENT:

IMPORTANT: The email message will be sent exactly as shown below. If you ses placehaldars for questionnaire ralated merge fields in the body below then make sure you have chesen a quastionnaire above.

Subject: ‘D\sclosure Reminder

Body:

B I U W @ Normal '~ - =

4 = =
Please complete the form no later than June 30, 2016. (a
‘You may access the site by logging into the following URL: hitps:/ile-demo coi-smart.com/
If this is your first ime accessing the site, you will be prompted to set your password. If you have previously logged in, please enter your user id and password
Your username is: deise
If you forget your password please use the "forgot password” feature on the Login Page
If you experience any technical issues, please coniact at 111 222-3333, or email client@client com
Sincerely,

v

The Compliance Office
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