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Submitting Your Annual Disclosure for Review 
As part of the research community, you are required to submit an annual disclosure. When/if your 
interests change during the year, you must update your disclosures to reflect those changes.  

When it’s time for your annual disclosure, you should receive an e-mail from the COI office. You 
can log into the COI system and see the annual disclosure in the Inbox of your personal page. 
Your personal page is the first page you see when you log into your site. It provides a dashboard 
for you to interact with your disclosures and manage your work. In the e-mail you receive, there 
is also a link directly to your annual disclosure.  

When you finish the disclosure, it will need to be submitted to the COI committee for approval. If 
the disclosure is complete, you can submit it directly from the last page of the SmartForm. If you 
have not provided all the necessary information, you can wait and submit it at a later time.  

To prepare for submitting your disclosure, you might want to collect the following: 
 Any consulting agreements you have signed this year  
 Receipts from travel paid by outside companies  
 Any stock option agreements  
 Your stock portfolio summary  
 Your IRS 1040 and/or 1099 forms. 

Use the following steps to submit your annual disclosure for review. 

To submit a disclosure for review 

1. Log on to your site and click My Home if you are not already there. 
You can also click on the link within the e-mail you receive from the COI office. If you click 
on the link in your e-mail, you’ll go directly to the disclosure certification workspace. You 
can skip step 1-2 of this procedure.  

2. From the Inbox tab, click on the name of your annual disclosure to open it. 

UUssiinngg  tthhee  CCOOII  SSyysstteemm  
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3. From the disclosure certification workspace, click the Edit Disclosures button. 

 

4. Use the provided form to answer questions about your responsibilities at your institution. 
When you’re done, click Continue. 
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5. Click the New Disclosure button to disclose information for a new organization. 

 

6. In the Select the External Organization box, start typing the name of the organization for 
this disclosure. The system will find a match as you type. When you are done entering the 
organization, click OK. 
If there is no match, you can manually type the name of the organization in the bottom box 
on this form. 
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7. Click Continue to move through each form presented. When you get to the end of the 
disclosure forms, you should see a disclosure summary that captures all the information 
you’ve provided into a table.  
It looks like this. 

 

8. Click Finish to complete disclosure forms for the current organization. 
When you’re done, you’ll return to your certification forms to complete the submission 
process. 

9. If you need to disclosure information for a different organization, click the New Disclosure 
button again and repeat the above steps. If you have nothing further to disclose, click 
Continue to complete the certification forms.  

10. When you get to the last page, a certification assurance message is displayed. If you are 
ready to submit your disclosure for review, click the check box at the bottom the form and 
click Finish. 

 

11. If you are not ready to submit for review, you can come back and do it at a later time. Use 
the Submit activity to send your disclosures to the COI office for review.  
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Editing Draft Disclosure Certification Forms 
Sometimes you might not have all the necessary information you need to complete your entire 
conflict of interest disclosure. When filling out your COI forms, you can save your work at any 
time and come back later to complete it. Until the certification is submitted for review, the 
information is in an editable state. If there is a pending change request from the department of the 
COI office, you will also be able to edit and update information included in the disclosure review. 

To edit a draft disclosure certification 

1. Log on to your site and click My Home if you are not already there. 

2. From your Inbox, click on the arrow in the SmartForm column and select the form that 
contains the information you want to edit. 
If you don’t see the disclosure certification you want to edit in your Inbox, it is not in a state 
where you can edit it.  
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3. If the information you want to update is part of a specific disclosure, select the Disclosure 
Details form from the list. 
The Disclosure Details form looks like this: 

 

4. Click Edit next to the disclosure you want to modify. 
Depending on where a disclosure is in the review cycle, you  may or may not be able to 
make changes to it. For more information, see Managing Individual Disclosures. 

5. Click Continue to move through each form presented. When you get to the end of the 
disclosure forms, you should see a disclosure summary that captures all the information 
you’ve provided into a table.  

6. Click Finish to complete disclosure forms for the current organization. 
When you’re done, you’ll return to your certification forms to complete the submission 
process. 

7. If you have nothing further to disclose, click Continue to complete the disclosure 
certification forms.  



COI Faculty User Guide 

7 
 

8. When you get to the last page, a certification assurance message is displayed. If you are 
ready to submit your disclosure for review, click the check box at the bottom the form and 
click Finish. 
For more detailed information about the submission process, see Submitting Your Annual 
Disclosure for Review earlier in this guide. 

0. 

Managing Individual Disclosures 
If you have a financial relationship with a company or external organization, you are required to 
report the nature of that relationship in a disclosure. In the Click COI xPress system, you report 
information for each organization in its own disclosure. Then those individual disclosures are 
bundled into a project for review and certification by the COI office.  

You manage individual disclosures on the Disclosure Details form. You can identify the state of 
each disclosure based on its location in this form. Depending on where each disclosure is in the 
review cycle, you may or may not be able to modify it. 

Adding New Disclosures 
If you have never reported your relationship with an organization, you’ll need to create a new 
disclosure for it. When you create a new disclosure, it is automatically associated with the 
certification project where you create it.  

   

Editing Disclosures Under Review 
If a disclosure is under review and the review is in a state where you can modify it, the disclosure 
appears with an Edit button next to it. If a disclosure is under review, but the review is in a state 
where someone else is working on it, the disclosure appears with a View button next to it and you 
cannot make changes. 
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Editing Previously Reviewed Disclosures 
If the nature of your relationship changes with an organization, you might need to go back and 
modify a previous disclosure. All of your disclosures are displayed on the Disclosure Details 
form. If it’s been previously reviewed, it will appear at the bottom of the form. If you need to 
make changes to it, you can click the Modify icon next to a disclosure to move it into the current 
certification project and modify it.  

As soon as you modify a previously reviewed disclosure, it becomes part of the current 
certification process. That means, the COI system will analyze your changes and determine 
whether they need to be sent to the COI office for review.  

 

Removing Individual Disclosures 
At some point, you might need to remove a disclosure from the system. When you no longer have 
any payments or equity with an organization, you can deactivate the disclosure associated with it. 
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You can deactivate a disclosure at any time. It doesn’t matter whether the disclosure is part of the 
current certification project or not. Even if the disclosure is not in a state where you can edit it, 
you can still deactivate it.  

When you deactivate a disclosure, it’s not actually removed from the system. It goes into a state 
called Pending Removal. A COI Analyst must approve the deactivation before it’s actually 
removed from your set of disclosures. Until the analyst approves it, you’ll continue to see the 
disclosure in your list. 

 

Using the Disclosure Certification Workspace 
Use the following picture to identify tools in the Disclosure Certification Workspace. 
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Workspace Tools 

Item Description 

 Current State — This area always displays the current state status of your COI 
Disclosure. The Current State of the disclosure will update as it is processed in the 
system. 

 Edit COI Disclosure—This button launches the SmartForm for the current 
disclosure. This is the button you use to add or update information for a given 
disclosure when it is in an editable state. 

 History—This tab displays a summary of actions that have occurred on a disclosure 
review. It does not show a history of each individual disclosure. It only show a list of 
things that have happened as part of the review process. 

 Summary Information—This tab displays summary information related to your 
disclosure. 

 Printer Version— This button creates a read-only version of all your forms with any 
values you have currently provided. This is the easiest way for you to create a 
paper-based copy of your COI disclosure. 

 Activities—This is the set of actions you can perform on your COI disclosure. The 
actions you can perform are specific to your role and the current state of your 
disclosure. 

 My Disclosures— This table displays a list of all your individual disclosures. For 
each organization, you can see the type of disclosure, whether it’s significant, and 
its total value.  

Creating a Print-out of your Disclosure Certification 
Forms 
If you need a paper-based copy of your disclosure review, you can generate one using the COI 
System. Using the Printer-Friendly button in the workspace, you can create a read-only version of 
all your disclosure certification forms with any values you have currently provided. 

To create a print-out of your disclosure(s) 

1. Log on to your site. 

2. In the top navigator, click COI. 

3. On the COI page, click the My Certifications tab. From the list of certifications, click the 
name of the one you want to open. 

4. Click the Printer Version button in your workspace. 
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Updating your Disclosures 
If your interests change during the year, you must update your disclosures to reflect those 
changes. Depending on a number of factors, those changes may or may not need to be reviewed 
and certified by the COI office.  

The easiest way to update your disclosures is using your personal page in the COI system. Use 
the Update My Disclosures button to add or remove any relevant information.  

Updating your Institutional Responsibilities 
If your responsibilities change, you’ll need to update that in the COI system. Your responsibilities 
(combined with other financial data) help determine whether a disclosure needs to be reviewed or 
not. So it’s very important to keep that information up to date in the site. When you update your 
disclosures, you’ll be asked whether you have any updates to your institutional responsibilities. If 
you don’t indicate that you have updates, you will skip the form that enables you to update your 
responsibilities. 

When you update your disclosures, the system will determine whether any new information will 
need to be reviewed by the COI office. If the updates qualify as significant, new disclosures that 
have not been previously submitted will be included in a certification review process. All other 
disclosures remain in their current state. 

To update your disclosures 

1. Log on to your site and click My Home if you are not already there. 

2. On the left side of your personal page, click the Update My Disclosures button. 
When you update your disclosures, you create a new certification project in the system. 
Depending on the type of updates, the system will determine whether it needs to be reviewed 
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by the COI office. 

 

3. In the box provided, type a reason why you are updating your disclosures. 

 

4. At the bottom of the form, click the Check the following box if your institutional 
responsibilities have changed box. 
If you don’t select this box, you will skip the form that enables you to update your 
responsibilities. 

5. Use the provided form to answer questions about your responsibilities at your institution. 
When you’re done, click Save to save your changes.  
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6. If you have disclosures to update, click Continue to move through the rest of the disclosure 
review forms. If you are done, click Exit. 
For more information on completing disclosure certification forms, see Submitting Your 
Annual Disclosure for review. 

Completing Requested Changes 
At some point, you might be asked to make changes to your disclosure before it can be moved 
further along in the certification process. If you are asked to make changes, you will receive an e-
mail from the system notifying you of the request. After you receive the e-mail, you’ll need to log 
into the COI System and complete the changes. 
0. 

To complete requested changes 

1. Log on to your site and click My Home if you are not already there. 
You can also click on the link within the e-mail you receive from the COI office. If you click 
on the link in your e-mail, you’ll go directly to the disclosure certification workspace. You 
can skip step 1-2 of this procedure.  

2. From the Inbox tab, click on the name of your disclosure certification project to open it. 
If the disclosure certification project is not in your Inbox, then it is not in a state where you 
can make changes.  
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3. From the disclosure certification workspace, click the Edit Disclosures button. 

 

4. Make all the necessary changes to your disclosures and the disclosure certification forms. 
When you’re done, save and exit the SmartForm. 

5. In the disclosure certification workspace, click the Submit Changes activity to send your 
modifications back to the appropriate reviewers. 
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