
Tip Sheet: How to Complete a Master Disclosure 
 
The Master Disclosure is used to report Outside Entity and Family Collaboration changes to a 
previously reported Project, Manual, or Annual Disclosure. It also contains information from 
every disclosure you have submitted.   
 

1. The Master Disclosure is accessed from the Main Menu by clicking on the “+” next to 
Master Disclosure under Conflict of Interest. 

   

 
 
 

2. Enter a Description in Document Overview. 
 
 

 
 
 
 



3. Click the “>” next to the Screening Questionnaire panel. 
 

 
 

4. Click on Show. 
 

 
 

5. Complete the Screening Questionnaire. 
 

6. SAVE using the red Save button at the bottom of the disclosure. 

 
 

7. Click on the “>” next to Questionnaire to open the COI Master Disclosure. 
 

 
 

8. Click on “Show” to start the COI Master Disclosure. 
 

 
 

a. Question 1 asks information about what changes you are making. It is a series of 
yes/no questions that may ask for more information if you respond affirmatively.  

 
b. Question 2 asks about any outside agreements you have beyond what you have 

previously disclosed.  
 



  
 

c. Question 3 asks you to complete and review all entries in the Disclosed Projects  
panel below and then check “Yes”.  Because this requires you opening another 
panel, be sure to SAVE first.  

 
d. Question 4 asks you if there is any additional information you would like to 

provide to the COI Committee.  If you do not have any, type “N/A” 
 

9. Click the “>” next to the Disclosed Projects panel to open it.  
 

 
 

10. All of your Disclosed Projects (Proposals and Awards) will display. 
 

 
 

11. Open each one by clicking “Show” next to it.  
 

 
 

12. If the Project Disclosure Questionnaire has changed since the last time you answered, it 
will appear as “Incomplete”, and you will need to update it. Click “Show” and update 
the disclosure.  
 

 
 



13. Click “Show” next to “Outside Entities and Family Collaborations” to review and update 
the relationships.  Do not forget to include the changes you are making! If you need to 
enter a New Outside Entity or Family Collaboration, do that first!  
 

 
14. SAVE. 

 
15. Repeat 9-11 for each project.  

 
16. Go back and answer “Yes” to Question 3 in the Questionnaire Panel.  If you have not 

already done so, answer Question 4 in the same panel.  
 

17. SAVE.  
 

18. Certify by opening the Certification panel, checking the box and clicking Submit. 
 

 
 
Barring any errors, this will result in your disclosure being submitted.  
 

19.  Errors. 
If you have errors, you will need to correct them before you certify. Here are the most   
common errors we have found.  

a. There is no Description added in the Document Overview panel. 
b. You have not reviewed and updated all the Disclosed Projects and their 

relationships to Outside Entities and Family Collaborations (or you did and forgot 
to SAVE).   



c. A Project, IRB, or Manual Disclosure Questionnaire has been updated since you 
completed it and you need to answer new questions.   

 
 


