
 
 
Instructions for eCOI Annual Disclosure 



Annual Disclosure 

 

As part of the Wake Forest Baptist Health community, 
you are required to complete an annual disclosure of 

outside interests and commitments. 
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Log into the eCOI System 

• The COI Office will send you an email link to eCOI. 
• You can access eCOI anywhere outside of the 

institution without using PORTAL!  Simply go to your 
browser and type in https://coi.wakehealth.edu. 
 

3 

https://coi.wakehealth.edu/


Log into the eCOI System 
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Enter your 
WFBH 

username & 
password 



Accessing your Inbox 
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Go to your 
inbox by 

clicking here 



Choose your Role 
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Select “Annual Disclosure 
Inbox” under  “My Roles” 



Accessing your Annual Disclosure 
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Click on the annual disclosure 
certification found in your Inbox 



Initiating the Disclosure Process 
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Select “Edit Disclosures” 
to begin the disclosure 

process 



Important Points to Remember 

• eCOI works best in Google Chrome or Internet Explorer 
• All questions marked with a red asterisk require completion.  
• New questions have been added to the Annual Disclosure. 

Carefully read all questions before you respond.  
• Be sure to click the “save” button on the banner if you need to exit 

the system before completion of the disclosure. 
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Institutional Responsibilities Page 
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Use the  “Back” button at 
the top or bottom of the 

page to navigate.  DO NOT 
use the “back” button on 

your browser. 

Click “Continue” 
at the top or 

bottom of the 
page(s) 



Blue Help Buttons 
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Blue help buttons are scattered throughout the 
system. Click  the button once to open the 

purple  help  box, and click it again to close the 
box. 



Remember 

All questions regarding income on the annual disclosure pertain 
to the previous calendar year (January-December). 
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Definitions appear when your cursor hovers 
over underlined words 

13 



What to Disclose 
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Be sure to 
answer the 

question at the 
bottom  

If you answer yes, skip to 
slide 16 



Assurance and Certification 

15 

After reading the bullet points 
above, select “yes” to confirm 

agreement 

Select “Finish” at the top or 
bottom of the page to 

submit your annual 
disclosure 



Entity Details 
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Click the “Add Entity” button to 
report a relationship for this 

annual disclosure period 

IMPORTANT:  Entities reported on last year’s 
annual disclosure are informational only and DO 
NOT carry over .  You must re-enter all current 
relationships for this annual disclosure period. 

If you indicated that  you have  relationships with outside entities 
to report, then the “Entity Details” page will automatically appear 

so that you can provide details . 



New Entity Details 

17 

Enter the first three letters of the  new 
entity name .  A dropdown menu will 

automatically appear.  Choose the correct 
entity and click “OK.”  Do not use the 

“Select” button.   

If your entity is not listed, use the email 
link to request the addition of the entity.    



Entity Information 
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Spouse, domestic partner, child, grandchild, 
grandparent,  parent, brother, sister, those in a ‘step’, 

‘half’ or ‘in-law’ relationship, aunt, uncle, niece, 
nephew, or first cousin 

If you select both self and family member, you will be 
directed to answer questions about your own outside 

relationships FIRST. 



Self Entity Relationships 
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Based on your answers on this page, you will be 
directed to answer more questions about the 

outside relationships you selected.  These 
detailed pages are self explanatory and are not 

displayed in these instructions. 



Family Member Entity Information 
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This page shows if you selected 
family member. 

Remember:  Only report a family member’s 
outside relationship if you know that the 
entity does business with WFBH or the 

entity is involved in your research. 



Disclosure Summary 

21 

Review the disclosure summary for the outside 
relationship you have reported with each entity.   

Then click “Finish” at the top or bottom right. 



Entity Details 
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If you have  another 
new entity to 

report, click here 

If you have no more relationships with outside entities 
to report, click “Continue” at the top or bottom of the 

page. 



Hide/Show Errors 
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Assurance and Certification 
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If you are waiting for the addition of a 
missing entity, save your work but do 

NOT proceed with this page.  

After reading the bullet points 
above, check the “yes” box to 

confirm agreement. 

Click “Finish” to submit 
your disclosure. 



Disclosure Completion 
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Note that you have 
successfully completed 

your annual COI 
disclosure! 



Contact Information 

• http://intranet.wakehealth.edu/Departments/COI/ 
• coioffice@wakehealth.edu 
• (336)716-9300 

26 

http://intranet.wakehealth.edu/Departments/COI/
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