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

IMPORTANT: The Einstein 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 below on page 5 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 6.  

 
1. Log into OneAegis, https://einsteinmed.oneaegis.com, using the “click here to login with your 

enterprise login” link. Your username is your Einstein/Montefiore email address and password.  

 

 

2. Click on the COI icon  
 

  
 

https://einsteinmed.oneaegis.com/
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3. IF THIS IS YOUR FIRST TIME SUBMITTING A COI DISCLOSURE IN ONEAEGIS: 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, even if you’ve previously 
completed a COI disclosure form in a different system.  
 

 
 

4. IF YOU HAVE PREVIOUSLY SUBMITTED A COI DISCLOSURE IN ONEAEGIS: Click “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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5. Review the Conflict of Interest Disclosure information on page 1 of the form before proceeding 
to the General Financial interest questions.  
 

 
 
 

6. If you have financial interests to disclose and serve as an investigator on any research project 
enter the Research Project Title, whether the research is supported by *PHS (Public Health 
Services) funds, whether the research is supported by other sponsors, if the research involves 
human subjects and if the research involves animal under the General Financial Interest 
section.  
 
*OF NOTE: PHS funding agencies include NIH, FDA, AHRQ, CDC, and all other Agency Divisions of 
Health and Human Services. 
 

7. To include an additional Research Project Title, click “Add” under the Action section. 
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8. When you have completed the questions on each page, click the “Next” button, which is located 
at the top and bottom of the form. 
 

 
 

9. If you wish to continue the form at a later time, click the “Save for Later” button.  
 

 

 

 

10. The dropdown menu located at the top of each page allows you to toggle between various 
sections of the COI disclosure form: General Financial Interest, Roles/Compensation in External 
Entities, Patent and Travel, Foreign Activities and the Summary and signature page.  
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11. All applicable sections of the COI disclosure form must be completed before signing on the 
Summary and signature page. If you have not completed the required sections, you will receive 
the following prompt:  

 

12. Once all sections are completed, be sure to sign/acknowledge completion of the COI disclosure 
form on the bottom of the Summary and signature page.  

 
13. After signing the disclosure form, you must click “next” at the bottom of the page, and then click 

“submit” on the page that follows.  
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• IMPORTANT: The Einstein Conflict of Interest Office will not receive your completed disclosure 
until you click the “Submit” button.   
 

 
14. 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 
 
1. After logging into OneAegis, you can find saved COI disclosure forms that have not yet been 

submitted by clicking the tab entitled “xForms.”  

 

2. 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 Disclosure Form.” 
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Section 3: Responding to Clarification Requests 
 
1. Upon review of your disclosure form, Einstein COI Office may request additional information 

and/or clarification. If so, you will receive the following email. Click on the “COI Disclosure 
Form” link to access/update your form.  

 

 
 
2. You can amend the form based on the additional information and/or clarification request. If 

you are making a change to a table within the form, you must click the green checkmark to 
save the information.  

 

 
 
3. You can also submit additional comments to the COI reviewer on the Summary and 

signature page before signing the form:  
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4. Lastly, you can resubmit the disclosure form for COI review by clicking “Submit”  
 

 
OR 
 
By selecting “Check & Submit Form” from the dropdown menu located at the top of each page.  
 

 

If there are any questions or concerns, please feel free to contact the Einstein COI Office at 
coi@einsteinmed.edu or 718-430-2237.  

mailto:coi@einsteinmed.edu

