
 

 
Outside Interests 

Conflict of Interest (COI) Researcher 
Manual 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Office of Research Integrity 
(540) 568-7025 

researchintegrity@jmu.edu  
 

mailto:researchintegrity@jmu.edu


1 
 

 

Table of Contents 
Accessing Cayuse ............................................................................................................................... 2 

Submitting a New Disclosure .............................................................................................................. 3 

Submitting a Disclosure ...................................................................................................................... 9 

Multiple Grant Proposals in a Single Fiscal Year ................................................................................. 10 
 



2 
 

Accessing Cayuse 
 

To access Cayuse, go to: https://jmu.app.cayuse.com/  
 
It will redirect you to Duo: 

 
  

https://jmu.app.cayuse.com/
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Submitting a New Disclosure 
 
You will be brought to the My Tasks dashboard. Click your name in the upper right, then click “My Profile.” 
 

 
 
Under My Profile, click on “COI Disclosures.” 
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In the right-hand corner, click on “New Disclosure.” 
 
 

 
 
Select “Start a new Research-Based disclosure” then Next.  
 

 
 
 
The red numbers indicate items need to be completed before moving to the next step. 
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If “Yes” is marked on any question, a new set of questions will appear that must be completed. Please make sure to 
provide as much detail as possible so that your form is not returned to you. 
 
To add a new relationship, click on “Add New Relationship” then “Find external organization.”  
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In the External Org Finder, search for the name of the entity. If it is in the directory, click the plus sign to add.  
 

 
 
If the entity is not listed, click on “Request New External Org.”  
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Type in the name then click on Save. 
 

 
 
It will take you back to the External Org Finder. The name of the entity will have a clock symbol indicating pending 
approval. Click “Save” again.  
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You will be taken back to the form.  
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Submitting a Disclosure 
 
Once all required elements are completed, you will see all green check marks in the navigation window on the left. You can 
now click “Submit” on the top right of the form. Click “Proceed” on the popup.  
 

 
 

 
 
You will be taken back to your profile and the status will change to “Under Review.” 
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Multiple Grant Proposals in a Single Fiscal Year  
 
If you have submitted a Research-Based Disclosure form in the past 12 months and have nothing new to disclose, you will 
answer the following two questions, certify the form, and submit.  
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