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In This Section: 

 Learn about the workspace 

Learning about the workspace 
 

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

 

 

 

 



Workspace Tabs 
Item Description 

1 My Inbox - This tab displays a set of items that require your attention. More 
specifically, it displays all projects that are in a state where you are 
responsible. If you see an item in your Inbox, you should open it and complete 
all required tasks. Click on the name of an item to open it. 

2 Department Review - Response Pending – This tab list all of the Disclosure 
certifications which are pending response from the Discloser. 

3 No review Required - This tab displays a listing of financial disclosure certifications 
in the "No Review Required" state. To re-open a disclosure certification record 
for review: select the Execute Activity option, and click on the "Forward for 
further review" activity.  This will move the submission into your inbox for 
further review. 

4 Review Complete - This tab displays a listing of financial disclosure certifications in 
the "Review Complete" state. To re-open a disclosure certification record for 
review: select the Execute Activity option, and click on the "Forward for further 
review" activity.  This will move the submission into your inbox for further 
review. 

5 Under Management / Mitigation Plan – This tab displays a listing of items which 
indicate all disclosure certifications that are being monitored for continued 
compliance. A management plan defines conditions that a researcher must 
comply with in order to uphold the integrity of his/her work within the 
institution.   

 
 

 

 

 

 

 

 

 

 

 



Within these tabs you can search for the items that you want to review or view. You can search by using 
the Filter By option and entering your text in the text search box: 

 

 
To filter or search:  Type in the name of the individual. Use the % symbol as a wildcard. Example: 
%Smith 
 
You can Filter by the follow options: 

 

 

 

 

 

 



 

Reviewing the Disclosure 
When someone submits a disclosure for review and certification, you should receive an e-mail. To review 
the disclosure, log into the COI system and click on its name in your Inbox to open it. 

 

Tip 

You can quickly view individual forms from your personal page using the drop-down 
arrows in your Inbox. In the SmartForm column, click the arrow and select the form 
you want to view. As you become familiar with the system, these shortcuts will save 
you time and help you work more efficiently. 

 

 

Review the disclosure 

From the project workspace, click on the View Disclosures button to open the SmartForm. Use 
the Continue and Back buttons to move through the forms. 

On the Disclosure Details form, click the View button next to each disclosure in the Disclosures 
Under Review section. Be sure to review all disclosures included in the certification project.  

 

 

Request changes to the disclosure 

If you can identify anything in the submission that requires follow up with the discloser, do the 
following: 

From the certification workspace, click the Request Changes activity to send the submission 
back to the discloser for modifications.  

While you wait for the discloser’s response: 

If you have communications with the discloser (e.g. phone calls, email correspondences etc.) 
that should be noted in the system, you can open the disclosure and complete the Log 
Comments activity. Remember, these notes are tracked in the History Log tab and are visible to 
the submitter.  

You will receive a notification once the discloser has submitted their changes.   

 



 

Disclosure Certification Workspace 

 
 

 

 



 
 

 

 

 

 

 

 

 
 

 

 

 

The yellow box will display the current 
state of the disclosure 

Under My Current Actions you will 
find various viewing options for the 
disclosure 

Under My Current Actions you will 
also find a selection of actions which 
you can take on the disclosure 

The current stage of the review process 
can be tracked using the flow chart 



 

 

 
 

 

 

 

 
 
The Summary Tab will provide you with a summary of the disclosure certification: 

 
 

 

 
 

 

The Notes to Discloser, Summary, Routing Information and disclosures can be found in this section. 

The type of disclosure, ID and discloser name and phone number can be found on the top box of the screen 

You can view information about the disclosure under the each of the tabs 



The History Tab will allow you to view a list of all of the activities performed on the disclosure: 

 

 

 

 

 

 

 

 



The Disclosures Tab will list of the disclosures included: 

 

 

 

 

 

 

 

 



The Private Review Information Tab will allow you to view the COI Private information and the 
Administrative Review Information: 

 

 

 

 

 

 

 

 

 

 

 



The Disclosure Admin Info tab will list three sets of disclosures.  

• Disclosures added or modified as part of this disclosure certification. These disclosures are 
highest priority to review.  

• Disclosures that are new/under modification by a separate disclosure certification process.  

• A list of all disclosures that are not currently being modified. 

    

  

 

    

  

 

 

 
The Reviewer Notes tab will list all of the reviewer notes that were created. 

 



The Discloser Certification History tab displays a listing of all previous electronic disclosure 
certifications. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 



Please Note: The options and information available may differ depending of type of disclosure 
certification. 

 For example here is the workspace for an Annual Certification, note the actions available: 
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