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OneAegis Conflict of Interest (COI) Submission Guide 
Section 1: Submitting a COI Disclosure Form 

IMPORTANT: The OSU Conflict of Interest Office will not receive your completed disclosure until you click 
the “Submit” button at the end of the disclosure form after signing. Please see page 10 for more information 
to ensure your COI disclosure form has been submitted successfully.  

For guidance on resuming a previously saved COI disclosure form, refer to “Section 2: Continuing Saved 
Disclosures” on page 14. 

Sign into OneAegis using O-Key Credentials 
• Navigate to https://okstate.oneaegis.com/Login.aspx 

• Click on the O-Key Sign In Service and sign in with your O-Key email address and password. 
 

 
 

https://okstate.oneaegis.com 

https://okstate.oneaegis.com/Login.aspx
https://okstate.oneaegis.com/
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Sign into OneAegis using OneAegis Credentials (i.e., non-OSU personnel) 
• If you do not have O-Key login credentials, please contact the office COI@okstate.edu. You will 

receive an email notifying you that your account has been created for you. 
• Click on “click here” next to “To use your OneAegis issued login”. 

 

OneAegis Bubble Dashboard 
• Once signed into OneAegis, click on “View Dashboard” under “Actions”. 

 
 

• OneAegis dashboard contains all links to all your 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.)  

 

 

mailto:COI@okstate.edu
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If this is your first time submitting a COI disclosure in OneAegis 
• Click on “Me” tab and then select “First time only COI disclosure submission” if this is your first time 

completing a COI disclosure form in OneAegis. This applies to all first time COI disclosure 
submissions in OneAegis, even if you’ve previously completed a COI disclosure form in a different 
system.  

 

 
 

IMPORTANT: If you already have a COI disclosure form submitted in OneAegis, Do Not click on “First 
time only COI disclosure submission”. This will send your form in error and the whole process will need 
to be started again. 

 
If you have previously submitted a COI disclosure form in OneAegis 
• Click on “Me” tab and then select “Update COI disclosure here” to update a COI disclosure form 

you previously submitted. Your previous responses will be copied over so you do not need to enter 
them again.  
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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 submit.
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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 Training related to COI. Please 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. 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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Final Disclosure submission 
IMPORTANT:  The OSU Conflict of Interest Office will not receive your completed disclosure until you 
click the “submit” button. 
 

 

 
 
 
 
 
 
 
 

• 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. 

 

• Upon submission, you will receive the following email confirming receipt of your completed COI 
disclosure form:  
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Section 2: Resuming a Saved COI Disclosure Form 

• After logging into OneAegis, you can find your saved COI disclosure form that have not yet been 
submitted by clicking the tab entitled “xForms.”  

• After clicking the xForms tab, you can view copies of COI disclosure forms that you initiated and 
saved before submitting. Each saved COI disclosure form will indicate the day on which it was 
created. To resume a saved COI disclosure form, click the label “COI- OSU- Conflict of Interest 
Disclosure Questionnaire.”  
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Section 3: Responding to Clarification Requests 

• Upon review of your disclosure form, Oklahoma State University’s COI Office may request 
additional information and/or changes to your submission. If so, you will receive the following 
email. Click on the “COI Disclosure Form” link to access/update your form.  

 

• 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 dashboard as an xForm Awaiting Your Attention. 

Viewing Notes from reviews and making updates 
• Along with a summary of changes needed, sent to you in the email you received from the 

COI office, they will put detailed notes into your form to tell you where you need to make 
changes. You can easily locate any question(s) which need attention by looking for any 
blue boxes as shown below. 

• To respond to the questions in notes or to provide additional information, click on “Add 
Notes” button located in the orange bar if there is no space in the original question box. 

• 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 



Page 13 of 13  

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. 

 

• 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. 

 
 
 
 
 
 

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. 

 

 
• If there are any questions or concerns, please feel free to contact the OSU COI Office at 

coi@okstate.edu or 405-744-1676. 
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