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Who needs to submit a Conflict of Interest (COI) disclosure? 
  All administrators, faculty, staff, post-doctoral fellows and students who apply for, receive or serve 
as key personnel on a sponsored program must submit a disclosure questionnaire before proposal 
submission on an annual basis or within 30 days of discovering or acquiring a new financial 
interest, leadership role, secondary commitment or possible conflict of interest or commitment.  

Why are you doing it? 
Oklahoma State University is an institution of public trust and committed to ethical business 
practices and the responsible conduct of research through disclosure and management of actual 
and potential conflicts of interest or commitment.   

Conflict of interest disclosure serves to protect the reputation of Oklahoma State University, 
manage potential conflicts, maintain ethical practices and ensure transparency to maintain public 
trust.   

Logging in to OneAegis 
In your browser, go to https://okstate.oneaegis.com.  OneAegis will work with any modern browser. 
Just use any up-to-date version of Chrome, Firefox, Edge.  Click on the O-Key Sign In Service to use 
your E Cowboy login  

 

 

https://okstate.oneaegis.com 

  

https://okstate.oneaegis.com/
https://okstate.oneaegis.com/
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Use O-Key Sign In Service  
If you do not have an E-Cowboy Log In, Please contact the office  COI@okstate.edu.  Otherwise use 
your normal E-Cowboy Log in. 

 

 

Once logged in you’ll be taken to your OneAegis Dashboard. The OneAegis Dashboard holds 
information about all the compliance areas within Oklahoma State University as well as links to 
information about regulatory compliance and can be considered to be an electronic file cabinet for 
all of your submissions. (IRB, COI, IACUC, IBC, RSC, etc..) are all stored within. 
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OneAgeis Bubble Dashboard 
OneAgeis dashboard will contain all links to all of your OKstate regulatory submissions. Across the 
top you’ll see a tab for information about yourself (Me), a tab for any and all projects in the system 
of any type (Studies) and a tab for each regulatory area where you may have a project. (IRB, IBC, 
IACUC, etc.)  For initial COI submission we’ll focus on the COI tab.  

 

 Notices 

Notices 
Notices are 
general 
information 
from OSU and 
links to 
different sets 
of information. 

 

Contacts 
Contains 
contact 
information for 
the different 
Research 
Compliance 
Offices.  

 

Bubble Dashboard Controls 
In the upper right corner of the Bubble Dashboard are three icons.  

1) The Switchboard which allows you to switch regulatory focus 
2) The Study Search – to search for a study to which you have access (As a researcher, you 

can only access studies where you are the Principal Investigator, or a researcher defined 
to the study in OneAegis.)  

3) The Menu (Person icon) where you can change your settings or switch to the power 
dashboard. 
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One Aegis Power Dashboard 
If you are using the Power Dashboard, you can click under Actions in the upper left to access a 
particular new submission form, click on one of the links in the main My Studies Information or 
Switch to the Bubble Dashboard using the link in the upper left under Actions.  

The COI-OSU – Conflict of Interest Disclosure Questionnaire (COI Disclosure Form) can be found by 
clicking the “Start xForm” link under actions. (For initial submission only) 

For most researchers, we recommend the use of the Bubble Dashboard for user friendliness and 
ease of finding your information.  
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Start Form List 
 If you choose the Start xForm Link under actions in the upper left, you’ll be given a list of 
available new submission forms across the different regulatory areas. Click on COI-OSU – Conflict 
of Interest Disclosure Questionnaire (COI Disclosure Form) to start a first-time disclosure form.  
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Disclosure Questionnaire 
The disclosure questionnaire is a series of thirteen pages of questions. The first page gathers some 
general information about you as the discloser. The second page contains some definitions which 
are commonly used throughout the form.  The following pages each have a general theme or 
concern which is being addressed. After carefully reading each section, you can either disclose a 
conflict based upon the concerns addressed or you can state that you do not have any disclosures 
regarding that concern. If you do have a disclosure, additional questions will appear to capture the 
details.  
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Moving from page to page 
There are two ways to traverse the COI Disclosure form. Each page can be filled out and then you 
can click “Next” at the bottom of the page. Clicking “Next” will take you to the next logical page in 
the form.  

You can return to a previous page by clicking the “Previous” button on the bottom of the page.  

If there are required questions remaining to be answered on the page you will be stopped from 
clicking “Next.”  

You can Jump to different pages without answering all required questions by clicking the dropdown 
at the top of the page and choosing a different page.  

 

 

While jumping from page to page will not force you to answer every required question before moving 
to another page, the form will not be submittable until all required questions are answered. The last 
section of the form checks that all required answers have been provided before allowing it to be 
submitted.   
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COI Disclosure Form Detailed Questions 
 

Each page has at least one general question regarding a COI concern and follow up questions. The 
Publicly Traded Entities and IP have two general questions and follow up questions for each. You 
will need to answer every general question.  
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Entering table answers 
 

Many of the detailed follow-up questions allow for multiple lines of entry in a table. For each 
separate instance of your reply, you’ll want to add another row to the table.  

Rows are added by clicking the “Save” link at the end of each row.   

 

If you do not click “Save”, your answer will not be recorded. 

You can modify a saved response by clicking the “Edit” or pencil icon at the end of a saved row.  

You can remove a previously saved answer by clicking the red “x” icon.   

After you change a previously “saved” row using the pencil icon, you’ll need to click the green check 
mark to save your changes.  
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Table data after save 
After you’ve saved the row of data it will not be editable unless you click the “Edit” icon   

 

 

Continue filling out the form, clicking “Next” at the bottom to move forward or using the Jump 
Dropdown at the top of the page until you reach the Disclosure Signature Page.  

Final page disclosure listing and signature 
This page will redisplay your CITI Conflict of Interest Training Expiration date. If you do have a 
disclosure, make certain that your CITI training is up to date. Up to date training is a required part of 
the conflict management process.  

Next, the form will recap the status of your disclosure. In this case, you’ll see that the Publicly 
Traded Entities is marked as having a disclosure. As a result, the overall Disclosure Status further 
down is set to “Conflict Disclosed.” 

After reviewing the Disclosure Listing, please either click “Sign” or enter your password where 
indicated to sign the form before submission.  
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Click “Next” to go to the submission page. Your form is not sent in until you click “Submit.” 
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Final page submit discosure 

 

While you can certainly click “Save for Later” and come back to the form to work on it in the future, 
the form is not submitted to the COI office until you click “Submit” on this screen. 

 

 

View of your form after submission 
Once you’ve submitted your Disclosure Form, if you revisit the form when it’s being 

processed, your view will show the entire form on one page. Whenever you see the form as one long 
page, the form is either in a later processing stage or completed.  On the following page is  
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No Disclosures 
If you did not have any disclosures, you will receive the following email. 

 

Your disclosure will be filed and available for view and available to edit for changes this year and 
open to update and file a new COI disclosure next year.  
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Disclosures Made or COI Office Questions. 
If you have made any disclosures of conflicts or the COI Office has questions, the following 
instructions will demonstrate how to find the concerns and the continuing processing of the form. 

 

Additional Information 
If the COI office is requesting additional information regarding your submission, you’ll receive the 
following email. 

 

This email does not require changes to your submission. Just please reply to the COI office 
(COI@OKState.edu) with the requested additional information.  

Once that information is received, the COI office will then either request changes to your form 
based on the information and will return the form to you for revision or will note the information and 
move your form to the proper workflow stage.  

  

mailto:COI@OKState.edu


   
 

  19 of 24 
 

Changes needed 
If there are changes needed to your submission, you’ll receive this email: 

 

 

Your form is now in a stage where you can make changes. You can access your form by either 
clicking on the link in the email, or by logging into OneAegis and clicking on your form from your 
bubble or power dashboards as an xForm Awaiting Your Attention. 

 

Dashboard waiting your attention  
 

 

Forms that are awaiting your attention have been reviewed and are sent back to “Data Entry” to be 
modified by the original submitters. You’ll be able to see notes from the reviews in blue on your 
form.  
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Form requiring changes or modifications 
 

 

A form that has been returned to Data Entry for changes will be marked as being in Data Entry for 
the 2nd or 3rd of 4th time to differentiate it from initial submissions. Click on the blue link for the form 
to view the change requests, make the changes and resubmit.  
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Viewing Notes from reviews and making updates 
 

Along with a summary of changes needed, sent to you in the email you received, the COI Office will 
put detailed notes into your form to tell you where you need to make changes.  When scrolling 
through your form you’ll see them as shown below.  

 

If you’re unable to find the notes, you can always click the “More” button at the bottom of the 
screen and choose “View Questions with Notes” to open a separate tab with ONLY the notes 
questions open for view. The questions are not updatable in this separate view. The view is provided 
only to find noted questions.  You’ll still need to go back to the previous tab to make the actual 
changes.  
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Please make certain that you click the green check mark next to any questions in tables that you 
have edited. The change will not be saved unless you click the check mark. 
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Check & Submit Form 
After you’ve updated your form, you can click the top center dropdown to jump to Check and 
Submit Form. You’ll need to sign the form again and then click “Next” and then “Submit” to forward 
the form to the COI office for additional review. 

 

 

 
Disclosures submitted with conflicts disclosed. 
 

If a submission discloses a conflict one, the COI Office will make one of the following 
determinations: 

 

Mark as normal academic activity 
Normal Academic Activity would include items would include Teaching a Continuing Education 
course or lecturing for the university. These would not constitute a conflict. Your disclosure 
would be noted and then filed and available for you to re-open next year to disclose. You’ll 
receive an email telling you that your disclosure was Normal Academic Activity and there are no 
further actions you need to take.  
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Negative Disclosure (Disclosure is not a conflict) 
If your disclosure is determined to not be a conflict, you will receive the following email. 

 

Your disclosure would be noted and then filed and available for you to re-open next year to 
disclose. There are no further actions to take now. 

Mark as conflict disclosed and request management plan 
If a conflict has been disclosed that requires a management plan, you’ll receive an email 
requesting submission of the Management Plan Form. You can begin that submission by 
clicking the link in the email. A separate Quick Doc will explain how to start and submit the COI 
Management Plan Form.  
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