
 

Conflict of Interest Management System Instructions 

1. Visit coi.sleepteam.org by March 6, 2020. 

2. If this is your first time visiting the website, click “Register” on the right-hand side of the page. 

Complete the “General Information” and “Access Information” forms and click “Register.” 

3. If you have an existing account, click “Log in” on the right-hand side of the page.  

4. Log into the Conflict of Interest Management System using the username and password you 

have created. For password assistance on existing accounts, please call the APSS Meeting 

Department at (630) 737-9700 or email info@sleepmeeting.org. 

5. Upon logging in, follow the instructions on the screen to manage your conflicts. You must enter 

all your potential conflicts of interest into this form, regardless of whether they pertain to your 

presentation(s) at SLEEP 2020.  

6. After entering your potential conflicts, select “Start New COI Form” and select SLEEP 2020 from 

the dropdown menu. A list of all sessions at SLEEP 2020 will appear. 

7. Check the session(s) in which you are presenting, and then click “Add Selected COI Forms.”  

8. A COI form will be generated for each session you select and will show a red “incomplete” icon. 

a. If the material in your presentation is related to one or more of your conflicts of 

interest, you will be required to resolve those conflicts by providing 1-3 citations that 

you will refer to in your presentation that provide the best evidence in support of your 

topic. Check the box next to this statement: “The material presented is related to one or 

more of my potential conflicts.” Add a citation by clicking on the “+ Add” link. 

b. If the material in your presentation is not related to one or more of your conflicts of 

interest, check the box next to this statement: “The material presented has no 

relationship with any of my potential conflicts.” 

9. A COI Form has been successfully submitted when you see a green “complete” checkbox. 

10. Once all COI forms are marked with a green checkbox, upload your current CV by clicking “CV” 

on the top of the page. 

11. Once all COI forms are complete and your CV is uploaded, you may log out of the system. 
 

Please log on the submission site to complete your conflict of interest/disclosure information 

no later than Friday, March 6, 2020.  If your conflicts of interest change at all after March 6, we 

request that you verbally disclose those conflicts during your presentation and provide citations 

to the audience. If you have questions regarding the Conflict of Interest Management System, 

please contact the meeting department at (630) 737-9700.  
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