ST. JOHN’S
P UNIVERSITY

Instructions to Complete the Conflict of
Interest Form Electronically
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1. When you receive DocuSign, Inc.’s Conflict of Interest Form via email, the St. John’s logo is

visible and the screen looks like the one below. If it does, go to step three. If no

)

t, go to step two.
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2. Ifthe email looks like the screen below, perform the following steps:

Please DocuSign these documents: FY16 Conflict of Interest Employee Questionnairk.pd, HR Palicie.. - Message (HTML) = B =
[P rescge | macatee e-mai scan - @
% gnor x % To Manager & :.R- s - a&t #4 Find
 Done & Ofehicte 2 Related
& Junk - Deleta e e vom S L Talate | oo
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ere are probiems wah hor b browse

to download pictures jour pevacy, Outiaok prevented atomatic dowrlaad of some pictures in this e=ge.

DocuSign System <dseDducusgn.nat>

Sent Fri 9/2/2016 :48 AM
T Jorge Osoro

ce

Subject Please Doasign these documents: FYL6 Conflict of Interest Emplayee Questionnaire pof, HR Policie.

Claudine Savain sent you a document to review and

REVIEW DOCUMENTS

Claudine Savain
savainc@stiohns.edu
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a. Ifyou do not see the St. John’s logo on the header of the email, please right-click to
download the image.

Please DocuSign these documents: FY16 Conflict of Interest Employee Questionnaire.pdf, HR Policie... - Message (HTML) Ep
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Claudine Savain sent you a document to review and
sign.
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Claudine Savain
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b. Once you right-click, the St. John’s logo downloads as shown below. Go to step three.

8 Please DocuSign these documents: FY16 Confiict of Interest Employee Questionnaire.pdf, HR Policie... - Message (ML
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3. Click on the yellow “Review Documents” box. Once you click on the yellow box, you are directed

to the questionnaire.

Sent F1i 9/2/2016 949 AM

DocuSign System <dse@docusgn.net>
To Jorge Osorie

Please Docusign these documents: FY16 Conflict of Interest Employee Questiongaire.pdf, HR Poloe.

Claudine Savain sent you a document to review and sign
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| Claudine Savain via DocuSign
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If you are able to open the questionnaire as shown below, skip step five and go to step six.
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5.

If you cannot open the questionnaire, perform the following steps:
a. If you use Internet Explorer, make sure the browser is updated.

b. Otherwise, copy the link by right-clicking on the yellow box.

© 1f there are problems with ha:
.

From -

Subject Canflict of Interest Questionnaire FYL&

[£1] Claudine savain via Docusign

= I I BT = Conflict of Interest Questionnaire FY16 - Message (HTML) = = 8
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W G To Manager 53 Rules -
aignore K 3 = I 1
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displayed, dick here to view it in 2 web browser,
ct your privacy, Outlook prevented automatic downkoad of Some pictures in this message

Claudine Savain sent you a document to review and
sign.

Open Hyperink
Copy Hyperiink
Claudine Savain
savainc@stiohns.edu whets
A MESSAGE FROM JOSEPH OLIVA,  ESQ

St. John's University maintains a Conflict of Interest Policy and

BLOIC S

FENCAlIT-) EF

Sent: Thu 9/1/2016 255 P

C. Open another web browser (e.g., Chrome, Firefox, or Safari) and paste the link in the
URL field. Press “Enter” to open the document.

“//(;

d. Continue with the below steps (5€).
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e. Once you click on the yellow box, you access the questionnaire.

Confiict of Interest Questionnaire FYL6 - Message (HTML)

23 Mowe ter 7 % To Manager

fad of some pictures
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Subject Conflict o interest Questionnaire FY18

Claudine Savain se! ument to review and

Claudine Savain
savainc@stiohns.edu
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St. John's University maintains a Conflict of Interest Policy and o
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f.  Once you open the questionnaire, it looks like the one below.
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g. Gotostepsix.

6. Before you begin the questionnaire, read the Electronic Records and Signature Disclosure and
click on the box before the statement, “l agree to use electronic records and signatures.” The
ars, and you will be able to start the questionnaire.
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7. Read each question and select either “Yes” or “No.”
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8. If you select “No,” go to the next question. If you select “Yes,” a text box opens for you to
provide more information.
Note: Except for question 10, when answering “No,”7 a text box opens for you to provide more
information.
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9. Once you answer all of the questions, complete the signature section.
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10. You can click finish on the top right side_or on the bottom of page 14.
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11. After you click “FINISH,” if the document did not close/complete and returns to the
guestionnaire, that means you did not answer all of the questions. Follow the yellow tab “Next,”
complete all of the open questions, and then repeat step 10.
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12. Once successfully completed, you see the following screen.

@'\‘>| 9 hitp://wew stjohns.edu/sites/default/files/uploads/stjohnsu_confl O ~ O| E Directory | St. John's University | e St. John's University Docusi.. % ‘
File Edit View Favorites Tools Help

X Find:‘ward Previous Next Options -

_ST. JOHN’S
’ ¥ UNIVERSITY

Thank you for completing the Conflict of Interest Questionnaire.

Immediately after completing the questionnaire, you will be e-mailed a copy for your records.

11:58 AM
1/3/2018 |
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13. Immediately after you complete the questionnaire, you receive an email with two attachments.
a. Completed Conflict of Interest Questionnaire (seven pages)
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b. The Policy Statement and the Definitions (seven pages)

== 5+ %= Completed: Conflict of Interest Questionnaire FY16 - Message (HTML) = [ =
L@ Message | McAfee E-mail Scan o @
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© If there are problems with how this message is displayed, click here to view it in @ web browser,

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictugeen this message

From: DocuSign System <dse@docusign.net> Sent: Thu 9/1/2016 3:25 PM
Ta: Jorge Gsorio

ce

Subject: Completed: Conflict of Interest Questionnaire FY16

= Message | % FY16 Conflict of Interest Employee Questionnaire.pdf (235 KB) “1 HR Policies #119 #1001 and 21032.pdf (304 KB)

» 21

Your document has been completed

REVIEW DOCUMENTS

Claudine Savain

savainc@stjohns.edu

All parties have completed Conflict of Interest Questionnaire FY 16.
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Claudine Savain via DocuSign
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14. Any questions relating to the Conflict of Interest Policy Statement and/or the Questionnaire and
Disclosure Form, or how to complete the questionnaire electronically, should be directed
to

Jorge Osorio

Internal Auditor

St. John’s University
Internal Audit Department
Tel 718-990-7990
osorioj@stjohns.edu
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