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User Guide: Annual Conflict of Interest Disclosure Questionnaire 

Navex Disclosure Management System 
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Date: 1-28-2025 

Audience and Purpose: The purpose of this guide is to assist users with completing the annual conflict 
of interest (COI) disclosure questionnaire in the Navex Disclosure Management system. 

Accessing Navex:  The easiest way to access the annual COI disclosure in Navex is through the HSC 
Conflicts of Interest website, where the current URL is posted under the Navex Disclosure Management 
System tab. You can also use the link provided in the email sent to you at the beginning of February.  

Timing: University employees are required to complete a COI disclosure every year whether they have a 
conflict to disclose or not.  Currently, the University requires all Health Sciences employees to submit a 
disclosure in February.  New employees must submit a disclosure within 30 days of their start date. In 
addition to this requirement, employees are required to update their disclosure within 30 days of 
acquiring a new interest or any changes to their existing disclosure.   

Amending Disclosure: Please visit the HSC Conflicts of Interest website for instructions on how to 
amend a submitted disclosure form.  

Help:  For additional help or questions, please email the COI Office at COIHSC@ouhsc.edu .  

-End- 
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1. Locate the current URL to Navex.  The easiest way to locate this is through the HSC Conflicts of 
Interest website under the Navex Disclosure Management System tab. You can also use the link 
provided in the email sent to you at the beginning of February. 

2. You will first be prompted to select your authentication system.  Select OU/OUHSC and click 
Continue.  (See Figure 1.)  

3.  Log into the system using your University Credentials. (See Figure 2.)  

Figure 1: Authentication System 

 
 

Figure 2: University Login 
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4. After logging into the system, click on the current COI disclosure campaign under the View 
Campaign tab. (See Figure 3.)  This link will be labeled with the current year (e.g., 2025 Conflict of 
Interest- HSC). 
Important Note: This page may not be visible for some users.  If you cannot see the page shown in 
Figure 3, please proceed to the next step in this user guide.   

 
 

Figure 3: Current COI Disclosure Campaign 
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5. The next screen will display user information that is imported from PeopleSoft.  After reviewing the 

information for accuracy, click Continue. (See Figure 4.)  Please contact your business 
administrator to correct any errors that are displayed on this page.  Any errors displayed on this 
page will not prevent you from completing your disclosure form.  

 
Figure 4: User Information
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6. The Overarching Introduction is the first page of your disclosure form questionnaire.  (See Figure 
5.) Read the instructions on this page and click Next to continue. 

 

Figure 5: Introduction 
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7. Each page of the disclosure form will consist of a topic, information about that specific topic, and 
an initial screening question for you to answer. (see Figure 6.) 
 
Read the information provided and then answer the screening question.  You may need to answer 
additional questions based on your responses. 
 
Answer all questions that are revealed and click Next to continue.   
 

Figure 6: Screening Questions 
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8. Certain screening questions may have multiple responses.  For example, you may have more than 
one Family Member working on campus who need to disclose.   
 
In these cases, you will answer “yes” to the initial screening question (see Figure 7) and then 
answer the questions that are revealed. 
 
Once all of the questions are answered, you may click Add Another Relationship to reveal another 
set of questions for the additional relationship. (See Figure 8.)  You may repeat this process for 
each relationship you need to disclose.   
 
When finished, click on Next to move to the next screening question and category.   
 
Important Note: The remainder of the disclosure form behaves in a similar manner.  For each 
relationship, activity, or business interest disclosed, you will have the option to add another entry 
at the bottom of the page.         
 

Figure 7: Multiple Responses 
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Figure 8: Multiple Responses 
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9. The last page of the disclosure form is the employee acknowledgement and certification.  You 
must read the information on this page and click I Agree.(See Figure 9.)  Next, click on Review to 
move to the next page and submit your disclosure form.  

 
Figure 9: Acknowledgement 

 
 
 
 
 
 
 
 
 



11 
 

10. This page displays a summary of the content included on your COI disclosure.  (See Figure 10.) 
 

Figure 10: Disclosure Summary 
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11. You must click Submit to officially complete your COI disclosure. (See Figure 11.)  You also can 
click Return to Questionnaire to return to your disclosure form and amend your responses.   

 
Figure 11: Disclosure Summary and Submit Button 
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12.  Once you have submitted your COI disclosure form, you will see a confirmation message. (See 
Figure 12.) 

 
Figure 12: Confirmation 

 
 


