
Supervisor Role in eCOI 
How to Navigate the System 



Annual Disclosure 

As a designated department supervisor, you are responsible for 
reviewing and signing off on your employee(s) annual 
disclosure(s) that reveal an outside interest. This process must 
be completed before the COI office can review the annual 
disclosure(s).  You are also responsible for reviewing the names 
of those individuals who had no outside interest to report.  
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Log into the COI System 

• The COI Office will send you an email with a link to the COI 
system when you have disclosures which require your review. 

• You can access the eCOI system anywhere outside of the 
institution without using PORTAL!  Simply go to your browser 
and type in https://coi.wakehealth.edu 
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https://coi.wakehealth.edu/


Log into the COI System 
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Enter your 
WFBH User 

ID and 
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” 



Supervisor Review  
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Select the Annual Disclosure 
you want to review 



Detailed Summary 
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Select the “Disclosure 
Reviews” Tab for a 
detailed summary 



Points to Consider During your Review: 

• Time spent on outside activities: 
• Is it reasonable? 
• Is it within the department’s allowable number of days outside the 

office? 
• Relationships with outside entities (e.g. employee, consulting, speaking, 

etc.): 
• Was prior approval obtained?  
• Could the relationship affect decisions made while performing 

institutional responsibilities? (e.g. research, purchasing, clinical 
decisions, etc.) 
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Complete the Supervisor Review 
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Use the scroll bar 
to view all 

disclosed entities 
if needed 

Once you have reviewed the disclosure and have 
no questions or concerns, click the “Complete 

Supervisor Review” button to move the 
disclosure out of your  “Inbox” 



Reports 
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You can view the Annual Disclosure 
status for all employees who directly 
report to you. To view the list, select 

“Reports” 



Reports 
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Select “Annual 
Disclosures of My 

Direct Reports” 



Reports 
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Supervisors should evaluate this report for accuracy.  
Those Annual Disclosures  with a project state of “No 

Review Required” reported no outside interests.  If 
you believe an outside interest should have been 

reported, please contact the individual to reconcile. 



Reminder 

• You will receive a monthly email if you have any new or 
revised disclosures which require your review 

• Only those disclosures that report an outside interest will 
require a detailed review  
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Contact Information 

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