
 

 

How To Review a COI Disclosure in Novelution 

 

Open the link from your email notification to open the task directly. Click the blue 
Continue button, then log in through Single Sign On (SSO) and DUO.  

(If you don’t have the task-specific link, navigate to the main task page and click on 
the review task.) 

 

You’ll see the disclosure form you need to review. Panels with negative (“no”) responses 
will be minimized. 

 

Scroll through the form to review.  

Click the blue View button to view details of disclosed interests and relationships. 

 

https://vanderbilt.novelution.com/


In the Review Panel, make your determinations of whether a management plan is 
required for each conflict. 

 

If you select Requires a Management Plan, select the management plan template in the 
resulting module or create your own plan. Click Save.  

          

If you select Does Not Require Management Plan, provide an explanation in the resulting 
module. Click Save. 



 

When you have made determinations for each potential conflict in the Review Panel, scroll 
to the Complete Review panel. 

If disclosure is incomplete or inaccurate, choose Return to Discloser – Modifications 
Required and provide an explanation. They will receive a notification to resubmit and see 
your note at the top of their disclosure. 

 

If your review is complete, choose Forward to COI Office for Final Review. 

 

Your review is complete! If the COI Office publishes a management plan in their final 
review, you will receive a separate task to sign that plan before it is routed to the discloser 
for signature. 

 



 

OPTIONAL – Review Notes 

As part of your review, you may utilize the Review Notes functionality to communicate with 
the discloser or with the COI office from right within the system. 

To add a review note, click the grey note icon next to the question prompting the note: 

              

Select the Type of note – are you requiring or suggesting a change from the discloser, 
adding determination notes for the COI Office, etc.? (This is to add additional context for 
others who are reading your note.) 

           

Select the Privacy setting – this will determine who can see your note: 

• Internal – reviewers only (you and COI Office) 
• Visible to discloser – reviewers and discloser 
• Anonymous – reviewers and discloser, but the note will not be attributed to you 



                          

 

Add your note in the Comments section and click Save. 

The discloser will see all your comments at the top of their form (unless Internal), with a 
link to the question to which you added them: 

             

Under the Actions column, the discloser may reply to the review comment. 

You as the reviewer, as well as the COI Office, can resolve the comments if they are fully 
addressed. 



 

You may also add review comments directly in the Review Comments panel as part of your 
review. 

This functionality helps eliminate back-and-forth emailing about COI disclosures and 
keeps the conversation within the system workflow. 


