Step-by-Step Instructions for Submitting Your Annual COIl Disclosure
Due each year by September 30th

When you login to the system, you will land on the Cayuse Outside Interests homepage.
Click “COI Disclosures” on the bottom left-hand side of the screen
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COl Disclosures

Start by Going to the Cayuse Outside Interests page and click on the Outside Interest
Login (located next to the horse icon). Once you’re logged in, follow the steps below:

Click the “New Disclosure” button on the top right

Click the disclosure type — Annual Disclosure (Not Research-Based)

IMPORTANT: All External Professional Activities—whether for pay or not—must be disclosed using
the “Notice of Intent” form in Cayuse. Do NOT use “Annual Disclosure or Updated Annual
Disclosure” for this purpose.

Type of Disclosure *

Please Identify whether this is an Annual Disclosure or an External Professional Activity - Notice of Intent Disclosure

Annual Disclosure or Updated Annual Disclosure
Notice of Intent Disclosure for External Professional Activities


uncg.app.cayuse.com/profile#disclosures

Follow the instructions for completing the disclosure. Once a section is complete, click the “next” button
to navigate to the next section

All Changes Save Automatically
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Certification

. Therefore, not all sections may appear. You do not have to finish the application in one sitting, All information can be saved.

As you answer questions, new sections relevant to the type of disclosure ill appear on the

Your Classification®

Please select your employee classification below,
) Facuity

Senior Academic and Administrative Officer (SAAO)

() Exempt Professional Staff (EPS)

() Senior/Key personnel paid by a sponsored research award and engaged in the design, conduct, or reporting of the sponsored research

Invididual Required via sponsored project award terms

Field must not be empty

Once a section is complete, a green checkmark will appear next to the section name

All Changes Save Automatically

Disclosure Que~tions

General Information:

Disclosure Questions

Certification

As you answer questions, new sections relevant to the type of disclosure being completed will appear on the left-hand side. Therefore, not all sections may appear. You do not have to finish the application in one sitting. All information can be saved.

Your Classification®

Please select your employee classification below.
@® Faculty

() Senior Academic and Administrative Officer (SAAO)
) Exempt Professional Staff (EPS)

) Senior/Key personnel paid
) Invididual Required via sponsored project award terms

h award i ign, conduct, or




When the disclosure form is complete, you’ll need to certify the disclosure

All Changes Save Automatically

_

General Information:

Disclosure Questions

Certification

1will complete a Notice of Intent (NOI) at least or to begir activity that s related to the responsibilities for which I am hired at UNCG. The information disclosed on any Notice of Intent forms | have
submitted s consistent with the Board of Governors’ policy on Conflict of Interest and Commitment (Section 300.2.2 of the UNC Policy Manual).

[] 1agree to the above certification and acknowledgement

Field must not be empty

I certify that I h: ided alli ion related to my i icts of interests or th tion of such conflicts of interest and that the i i ided is factual and te. | understand that it is my responsibility to update
this form within 30 days of any change. *

[ 1 agree to the above certification and acknowledgement.
Field must not be empty

Once certified, click “submit”
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All Changes Save Automatically

Iwill complete a Notice of Intent (NOI) at least 10 days prior to beg ity that is related ibilit 1am hired at UNCG. Theii ion di i ih
is consi i * policy on Conflict of Interest and Commitment (Section 300.2.2 of the UNC Policy Manual).

Wi ion and

Icertify that | i i i interests or i icts of interest and that the i i ided i Iunderstand that t is my responsibility to update

this form within 30 days of any change. *

Wi

Click “proceed” to submit the disclosure for review

Routing Confirmation

Are you sure you want to route your
disclosure?

Cancel

The submitted disclosure will then appear on your COI Disclosure page
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