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                Partners Periodic Disclosure Process Quick Start Guide
   Welcome! This summary lists the steps to follow to complete your
   Partners periodic disclosure form.
   Getting Started
     * 
       This application works best in Internet Explorer.
     * 
       Close all internet browser windows except the one you are using to
       complete the on-line form.
     * 
       Please go to https://insight.partners.org. This link will work
       from any computer.
     * 
       Log in with your Partners user name and password.
     * 
       Click on  in the middle of the screen.
     * 
       On the COI History page, click  in the Action column. This
       will bring you to the Partners Disclosure Questionnaire.
     * 
       Disclosures cover Calendar Year 2010 (January 1, 2010 – December
       31, 2010) except questions about Equity interests, which ask for
       information as of a specific date, December 31, 2010.
   Completing the Partners Disclosure Questionnaire
     * 
       Please read all questions carefully, as some of the questions have
       changed from previous years.
     * 
       Please answer all of the questions.
   - Returning users: The information you provided previously will be
   pre-populated. Please confirm the accuracy of your earlier responses
   as they apply to CY2010, and make changes where necessary.
   - New users: Please provide your responses where indicated.
     * 
       Once you have answered all of these questions, click .
       Missing information will be identified in red. Please make any
       corrections then click  again to continue.
     * 
       If you are unable to complete this form in one sitting, or need to
       get additional information to complete the form, after clicking ,
       you will have the option to click . This will
       allow you to finish updating your form at a later time. When you
       return, click the  button next to that form to finish
       answering the questions, then click . Make any identified
       corrections, then click  again.
   Disclosure Summary Page
     * 
       This page, lists the Financial Interests, Unpaid Activities or
       Intellectual Property Interests you have reported. For each
       interest or activity you reported, you will need to complete a
       separate form with additional questions about that interest or
       activity.
     * 
       Click the  button next to each interest or activity to
       review and update the information about those interests and
       activities.
     * 
       After you have answered all of the questions about a particular
       interest or activity, click the  button. Any missing
       information will be identified in red. Please make any
       corrections, then click the  button again. This will bring
       you back to the Disclosure Summary page, where you can then update
       the information for the next interest or activity listed. Repeat
       these steps for any other interests or activities listed. If you
       need to add a new interest or activity, click  next to
       the applicable disclosure type, (Financial Interest, Unpaid
       Activity, Family Member Financial Interest or Intellectual
       Property)
     * 
       If you are unable to answer the questions about a particular
       interest or activity in one sitting, click  then        later>. This will allow you to finish updating that form at a
       later time. When you return, click the  button next to
       appropriate interest or activity to finish answering the
       questions, then click . Make any identified corrections,
       then click  again.
     * 
       You may keep track of your responses from the Disclosure Summary
       page. At the top is the number of forms that need to be completed.
       You will need to complete one form for each interest or activity
       listed. Forms that have been completed will show a Yes in the Form
       Complete column. If the Form Complete column has a No, click 
       to complete that form’s questions. If you did not have an interest
       or activity during CY2010, click on the  button to remove
       it from this page.
   Submitting your disclosure form
     * 
       When you have completed all of your disclosures, a pop-up will
       appear asking you to submit your form. Click  to be brought to
       the electronic signature page. Click  only if you need to
       correct any information provided.
     * 
       Type in your Partners user name and password to enter your
       electronic signature.
     * 
       Click .
     * 
       Confirmation will appear indicating that you have successfully
       completed your forms.
     * 
       People who are Institutional Officials (presidents, chief
       executive officers, officers and executives at and above the vice
       president level, department chairs and other senior officials
       designated by the president/CEO of Partner and each affiliated
       corporation) will need to read and indicate their understanding of
       several statements relative to certain special requirements and
       obligations Partners policies place on Institutional Officials.
   Real Time Updates
     * 
       Upon submitting your form, a Real Time Updates form will be
       created. This will allow you to keep track of your activities in
       CY2011 in real time, if you wish. In other words, you may enter
       the Conflicts of Interest system any time during the course of the
       next year to add additional interests and activities as they
       occur, and thereby reduce the burden of doing so all at once
       during the CY2012 disclosure cycle.
     * 
       Information added to the Real Time Update form will pre-populate
       in the next disclosure cycle.
   Questions or Problems? Please email [email protected] or contact
   the COI Administrator, at 617.643.4494.
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