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Quick Reference Guide for Completing the 2022 Annual Disclosure 
Click the “Action Items” icon from your Outside Professional Activity Certification System (OPACS) 
dashboard to navigate to your 2022 Annual Disclosure.  

 

 

Click the “Complete Training” button to complete your mandatory COI training prior to starting your 
2022 Annual Disclosure. Please note that it can take up to 10 minutes for the training status to sync with 
OPACS. Once the system is synced, you will be able to complete your annual disclosure.  

 

If you attempt to start the 2022 Annual Disclosure prior to completing the mandatory training, you will 
receive the following error message.  
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If you click the OK button, the system will redirect you to the STARS system to complete your training.  

Once you have navigated to the STARS training, please click the “Register” button.  

 

On the next screen, please click the “Continue” button.  
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On the final screen, please click the “Launch” button.  

 

Once the Training has been launched, if you need to pause your progress and return to complete it later, 
click the “EXIT/BOOKMARK” icon in the upper left of the screen.  
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Upon returning to the STARS training page, after you have already initiated your progress, please click 
the “STARS tab” and then click the “All Learning” icon   

 

You will then click the “Launch” button to re-enter the Conflicts of Interest and Commitment training.  
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Click the “Re-launch” button to restart the training where you left off.  

 

Click the “Resume” button to restart the training.  
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Once your training is complete, and the OPACS and STARS system have synced, you may navigate back 
to your OPACS dashboard, click the Action Items icon, and click the Enter Response button for the 2022 
Annual Disclosure.  

 

If desired, review the relevant Research Policy Handbook links relating to your annual disclosure. Note 
that progress is saved by clicking the “Next” button on the bottom of each page.  

 

Complete “Conflict of Commitment and Interest Disclosure” Section.  
 

Complete the “Outside Professional Activities and Maximum Consulting Days Policy” section. If you 
were on leave for part of the year, the date field will be required to be filled out.  
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Complete the “Outside Activities Section”. If you answer “yes” to question D or E, regarding 
employment outside of Stanford, or participation in a foreign talent program, you will be required to 
create an entity for this activity in Section III. 

 

 

 

 

 

Complete the “Outside Activity Policy” question and click “Next” in the lower right corner.  

 



 9 

Complete “Free and Open Exchange of Research Results and Use of University 
Resources” Section. Click “Next” in the lower right corner of the screen when all answers are 
complete.  
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Complete “Outside Financial Interests and Commitments” Section.  
The screening questions in this section are meant to determine if you have any outside professional 
activities to disclose in detail.  This is a two-part question, and if the criteria from both a and b pertain to 
the entity you wish to disclose, you will click the “yes” button to add, modify, or remove entities. If the 
criteria in both a and b do not pertain to the entity you wish to disclose, you will click the “no” button 
and certify your annual disclosure.  

 

 

 
 

 

Below are several examples of financial interests and how an interest may be related to a person’s 
research. 
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If you click the “no” button indicating that the interests that you have are not related to your Stanford 
institutional responsibilities, a pop-up window will appear to alert you that all previously disclosed 
companies will be inactivated for this year’s disclosure.  
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If you click the “yes” button, you will proceed to the next screen to add or modify the entities. A list of 
your current entities will appear on this first screen, but this is only for your reference. Click the “Next” 
button in the lower right corner of the screen to continue to Company Selection.  

 

Company Selection 

The next screen will be the company selection screen where you can add or modify an entity to disclose 
a new paid or unpaid relationship. 

To add an entity to disclose a new paid or unpaid relationship, click the red “Add New Entity” button on 
the lower left of the screen. To Update an existing entity, click the blue “Update” button on the right 
side of the entity table.  
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Once you click the “Add New Entity”  or “Update” button, you will be presented with a series of 
questions about your relationship with the entity to determine if the interest meets the defiition of 
professional service and does not need to be disclosed, or if the interest is a short, one-time activity that 
is not related to your Stanford duties, allowing for a shortened disclosure form.  

 

If you answer “yes” that the activity meets the definition of a professional service you may then click the 
red “Inactivate Entity” button to inactivate a previously disclosed entity, or click the “Return to Company 
Selection” page to continue.  

 

If the interest does not meet the definition of a professional service, you will be asked another question 
to determine what sort of form the system will generate for you.  
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The correct form will be generated and ask the following questions: 
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A new question has been generated to determine if you are listed as a senior/key personnel on an 
award from certain funding agencies. This is not an exhaustive list of your funding sources, but rather 
four funding agencies that may require additional information. This information is pulled from our SeRA 
system. You are not required to fill out this information.  

 

 

 

Note: If this interest is a Private/For Profit entity, 
you will need to note if you or any of your 
students are co-founders of the entity.  
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Note: In Kind Support refers to office/laboratory space, equipment, supplies, datasets or employees or 
students supported by an outside source 
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Research and Scholarship 
You will be asked if the entity that you are reporting may reasonably appear to be related to your 
research/scholarship responsibilities. If the answer is no, click the ”no” button and then click the “Next” 
button on the lower right.  
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If you answer yes, check the box for all instances that would apply to this entity.  

 

 

If you are named as a senior/key personnel on any grants, contracts, or subawards, you will need to 
provide details about how the entity could reasonably be related to the research.  

 

 

If you are named as a researcher on any protocols, you will need to answer how the entity could 
reasonably be related to the research.  
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If you have a Veterans Affairs (VA) appointment, answer “yes” in question 4, otherwise, answer “no”.  

 

 

If you have PHS funding, answer “yes” and complete any missing travel reporting for the year; or if you 
have PHS funding, and have not traveled this year, state tis.  If you do not have any PHS funding, answer 
“no”. 
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Teaching and Education  

You will be asked if the entity that you are reporting may reasonably appear to be related to your 
teaching and educational responsibilities. If the answer is no, click the “no” button, skip question 1 and 
then click the “Next” button on the lower right.  

 

 

 

 

If the answer is yes, you will click the “yes” button and check the box for all entities that could 
reasonably be related to your teaching and educational responsibilities. Then click the next button in the 
lower right.  



 22

 

 

Administrative Duties 
You will be asked if the entity that you are reporting may reasonably appear to be related to your 
administrative responsibilities, including procurement of goods and services, oversight of personnel who 
have an outside interest, or other administrative activities. If the answer is no, click the “no” button, skip 
questions 1, 2, and 3, then click the “Next” button on the lower right. 
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If the answer is yes, you will click the “yes” button and answer the three questions regarding how the 
entity could reasonably be related to your teaching and educational responsibilities. Then click the 
“next” button in the lower right.  

 

Clinical Duties 
You will be asked if the entity that you are reporting may reasonably appear to be related to your clinical 
duties and responsibilities. If the answer is no, click the “no” button, skip question 1, review the 
Stanford policies, and then click the “Next” button on the lower right.  
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If the answer is yes, you will click the “yes” button, check the boxes for all ways that the entity could 
reasonably be related to your clinical duties and responsibilities, review the two Stanford policies 
regarding clinical duties, then click the “next” button in the lower right.  
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When you have successfully completed the entry for the entity that you were disclosing, you will get the 
following notification.  

 

Add Another Entity or Modify Another Existing Entity 
 

You may now enter another entity or modify an existing entity for additional outside professional 
activities.  Repeat the steps above, as needed.  When your entities are complete and up to date, click 
the red “Next Step: Review & Submit” button above the entity table, or in the upper right of the screen 
to the certification step.  
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Certification – Final Step 
 

Once you have completed the 2022 Annual Disclosure, review the certification statement and click the 
red “Certify” button on the lower left.  

Choose “Save Without Certifying” if you would like to save your progress without certifying.   You can 
provide additional information by starting the disclosure again and updating the information as needed. 

If you would like to review/print your disclosure, please click the “Review/Print Disclosure” button.   You 
can also view your disclosure online at any time.   

 

 


