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If you have additional questions not answered in this guide, please email ra-help@mit.edu.
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OPA Dashboard

1. Access the MyCOI-OPA+ tool at https://mycoi-opa.mit.edu
Lyl
Wi - =3m : o
Please disclose any personal, financial, or other interests that may influence your judgment and decision-making at n
T work. Click the ‘Create FCOI Initial Disclosure’ button to begin your FCOI Initial Disclosure

Action List P Quick Links

- Create Engagement

Figure 1 - OPA Dashboard

2. Click the OPA Disclosure Dashboard button Il from the left navigation bar on the home screen.
The dashboard is broken up into three tabs:
All Disclosures — Click @ to see all Disclosures
My Reviews — Disclosures assigned to you

All Reviews — Disclosures in various states that are not finalized within your department or
school, visible to those with department-level access.

3. By default, the All Disclosures tab will show. From this screen, by using the Advanced Search,
you can search for an OPA disclosure via several search parameters.

OPA Disclosures

Person Home Unit Entity OPA Disclosure

—-select--

Approval Status Submission Date Expiration Date Disclosure Type

-select-- - —-select--

All Disclosures My Reviews @)  All Reviews @) el X Advanced Search

o

Figure 2 - Disclosures Tabs

Advanced Search

. %= Advanced Search
1. Click the vanced sea button.

2. Enter data into the field(s) you wish to search on and then click the blue @ button in the
lower right corner. The more fields included in a search, the narrower the results will be, and
some of the fields feature elastic search (which will display options that can be selected).

3. The search results will display all disclosures that match the information you entered.
4. Use the Sort By buttons at the top of the list to reorder the results if desired.
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SortBy : Person Home Unit Submission Date

Expiration Date

Approval Status OPA Disclosure Last Updated

5. Once you have run a search, the Advanced Search button will display a number; this indicates

the number of fields you used for this search. To narrow or broaden the @

search, click the button to reopen the search fields and edit as desired. 3= Advanced Search

Viewing Search Results

The search results will display as individual tiles with summary information regarding the type of

disclosure, such as IS and MEGEEEE

Home Unit \ Submission Date

Reviewers

0 Engagements

OPA - Revision f B Other Disclosures: FCOI | Faculty
Home Unit Submission Date
- Mathematics 01/09/2026
Reviewers
Engagements

4 OPA | @ Compensated ﬂ SFI

SortBy : Person Home Unit Submission Date Expiration Date

OPA - Initial |8 , d [ Other Disclosures: FCOI | Faculty

Expiration Date

Expiration Date
01/08/2027 @ Routing in progr...

Approval Status OPA Disclosure ( Last Updated |~ \
e

OPA Disclosure
In progress

Approval Status
Pending

Last Updated By
| 1 0n 02/07/2026 11:46:52 AM

A All Comments l l @ View l

OPA Disclosure

Approval Status
Pending

Last Updated By
On 01/09/2026 7:20:57 AM

A All Comments l l @ View l

Figure 3 - Search Results

The button in the lower right corner of a disclosure tile will open the record so that you can
review all the information in detail. All OPA Engagements associated with the disclosure will show as a

list of individual tiles within the Disclosure tile.
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Disclosure Reviews Route Log History

Appointment Details

Job Title Admin Employee Type Admin Position Title
Professor Faculty Professor
HR Org Unit Admin Org Unit Sabbatical / Leave
Engagement Details siimmee— ~
Start date of engagement End date of engagement
- 01/07/2026

Involvement Of Student €) | Involvement Of Staff € | Use Of MIT Resources €3

Relationship @ Compensated | B SFI | %) OPA

I ® View l I A comments

Once a disclosure has been selected, the blue bar has tabs that provide quick access to:

Disclosure Reviews Route Log History

NOTE: If the disclosure is still In Progress, Reviews and Route Log will not be visible
Disclosure — The Disclosure itself (default view)
Reviews — Ad Hoc review requests and their statuses will be listed here
Route Log — The disclosure’s approval stops

History — All Disclosure activity from its creation to its final approval

Engagement Tile Details

Each tile will have summary details of the listed Engagement(s):

B Apple Inc.

Start date of engagement End date of engagement
07/28/2025

Involvement Of Student ) | Involvement Of Staff @ | Use Of MIT Resources 3

Relationship @ Comp d | B3 SFI | 9 OPA | 4 Travel [ @ View l [ A comments
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e Start and End date of the Engagement

e The e indicates that there is no involvement of Students, Staff, or use of MIT Resources. If

there were, it would be indicated by 0
e The Relationship icons indicate which type of relationship the Reporter has with the
engagement:

© Compensated | B SFI | 2 OPA | 4 Travel

Clicking the button will open the details for that Engagement. The Engagement Details tab will
always display. Depending on the questionnaire answers in the Engagement tab, a Financial Details tab
will display indicating there is an SFI. For example, if the Reporter answers Yes to receiving financial
compensation, then the Financial Details tab displays. If it exceeds 5,000, then the SFI flag will display on
the Engagement.

5| Corp
Start date of engagement End date of engagement
04/20/2021 -

Involvement Of Student €) | Involvement Of Staff €) | Use Of MIT Resources €3

Relationship €) Compensated | E} SFI | %> OPA

Figure 4 - SFI Flag

Adding Additional (Ad Hoc) Reviewers

If the Reviewer wishes to include an Ad Hoc Reviewer prior to returning or approving the
disclosure, they can be added in the Reviews section:

1. Click Reviews tab

2. Click button

3. Fields marked with an asterisk are auto populated but editable.
a. Location and Status are drop-down menus.
b. Reviewer field is an elastic search (simply start typing name)
c. Description is a free-text field.

4. Complete the information in the pop-up window, then click ,
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Add Reviewer @ X

3 M Professor |
L. 1 Office of _@mit.edu E

@ You must provide either a Location or a Reviewer before proceeding.

Location Admin Group Reviewer
—-select-- - Q Cariolo, lan C
* Status * Assigned On
Assigned - 03/13/2026 i
Description

Please review.

Z
1985 characters remaining 1

|
‘ Cancel | Add Reviewer

Figure 5 - Adding Ad Hoc Reviewer

The Ad Hoc Reviewer will receive an email notification that they have been added to the
disclosure review:

Dear| b

OPA Administrator assigned you to provide an ad hoc review for the OPA
disclosure submitted by on 03-16-2026.

Department: -

Please follow this link to review this disclosure.

Thank you.

Note: This is a system-generated email. Please do not reply to this email.

Figure 6 - Ad Hoc Notification

This new review request will be visible in the Reviews section of the disclosure.

Disclosure Reviews Route Log History
Reviewers \ +2 Add Reviewer ~
As; ned Review Days at
Location Group Reviewers  Description 5 e Status Actions
On End Date Location
--No Location - No Group Cariolo, lan
Please review. 03/01/2026 13 Assigned
assigned -- assigned — c gl co B
Review History
O Review assigned to Cariolo, lan C with status Assigned by Administrator ¢
03/13/2026 3:00:02 PM
** Please review.

Figure 7 - Ad Hoc Reviewers
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Ad Hoc Reviewer’s View

The Ad Hoc Viewer will then see the assigned disclosure in their My Reviews tab:

Engagements

% OPA B sk

© Compensated

Expiration Date

3£ Advanced Search

e
=

—_—
Approval Status ‘OPA Disclosure |'\ Last Updated .- )

Expiration Date
10/23/2026

OPA Disclosure
@ Routing in progress

Approval Status
Pending

OPA Disclosures
All Disclosures ~ MyReviews@) Al Reviews €Y
Sort By : Person Home Unit Submission Date
OPA-Initial JY B Other Disclosures: FCOI | Faculty
Home Unit Submission Date
- Office of 10/24/2025
Reviewers
Cariolo, lan C | Assigned < EG———

Last Updated By
Boning, Duane S On 10/24/2025 11:34:20 AM

A All comments l I © View ]

Figure 8 - Ad Hoc Reviewer View

e C(lick onthe @ button on the lower right

e Click

. Start Review
e Click -

© Sstart Review

and add Description in the free-text field if desired

- Engagements(2) | Disclosure History o |
# S S— i Professor [ X Close J[ A All Comments ][ : }
1 © Start Review
riews Route Log History
~
— p—
Start Review @ x 8 Actions
Description
m
Reviewing per DAF raquest,\e
. fee 0 R
1974 characters remaining
‘ Cancel ‘

Figure 9 - Start Ad Hoc Review

e The Ad Hoc Reviewer will see all the same disclosure elements as Reviewer/Approvers.
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e However, they will only be able to Complete Review, not approve or take any other

action. They complete their review by clicking .

-
I II II Home Engagements Disclosures Awards 0 . (0} IC Cariolo,lanC
OPA - Revision 2 Viejo, Pedro Engagements(5) | Disclosure History =~
& puicjo@mitedu  # 391010 - Research Administration Systems @i Applications Support Analyst 3 [ X Close } [ P AllComments(3) ]
Dates Status (® Complete Review
Create Submission Expiration Approval OPA Disclosure
Last Updated By
08/13/2025 08/15/2025 08/14/2026 Pending ® Routing in progress | On 08/19/2025 3:20:04 PM

Figure 10 - Complete Review

NOTE: An OPA disclosure cannot be approved until the Ad Hoc Reviewer has completed their
review. If an approval is attempted, a validation error will occur.

| Validation

© Attention:

d: « All reviewers have not completed their review

Figure 11 - Review Incomplete Validation

Comments

A IMPORTANT: COMMENTS NOT MARKED AS PRIVATE ARE VISIBLE TO THE REPORTER.

Private comments are otherwise visible to all Approvers and Reviewers.

A Reviewer has the option to send comments in a disclosure to the Reporter and/or Reviewer(s) by
clicking the @] button in the lower right of each tile.

To mark a comment as Private, click the checkbox . Prlv:ate_

1. Inthe pop-up window, add your comment, then click .
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A Comments @ X

Q

Engagement Details
NAVIDUL ESPECIALIDADES EUROPEAS S.A.

® Woed, Carol J
-
Paragraph v BvAlv AvBAvY|B I U S|=Ev|izviov =&

o Please provide further detail on the amount of time spent outside the Institute with this engagement|

2
[] Private Cancel Clear Add Comment

Figure 12 — Reviewer Comment to Reporter

2. The Reporter and/or Reviewer(s) can then reply to the Reviewer through the system. Replies
are in the shaded box:

A All Comments @ X

Q = GoTo v + Add Comment

Engagement Details
NAVIDUL ESPECIALIDADES EUROPEAS S.A. + Add Comment

= Wood, Carol J 08/19/2025 11:55:08 AM

Please provide further detail on the amount of time spent outside the Institute with this engagement.
I Resolve 4. Reply

o Viejo, Pedro 08/19/202512:03:56 FM

# I'm a volunteer sample tester during the summer months. Usually i spent about 1 hour a week for a total of 12 hours dur
ing the whole summer

Figure 13 — Reporter Comment to Reviewer

Ad Hoc Reviewers can also reply. Replies are in the shaded box:
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OPA General Comment + Add Comment

& Wood, Carol J Private 08/19/2025 3:17:58 PM H

Please review per our earlier email exchange.

2 Resolve 4 Reply

: Private 08/19/2025 3:20:04 PM

Agree to approve after discussion.

Figure 14 - Comment Reply

Comments View: Who can see which comments?

Reporters will only see comments that are public, such as their personal exchanges with

Reviewers:
A All Comments @ ‘ Reporter View ’ X
= GoTo + Add Comment
OPA General Comment + Add Comment
- | 03/16/2026 1:34:58 PM :
Per our discussion prior to this submission, please let me know if any further clarification is needed.
I Resolve 4. Reply

Figure 15 - Reporter Comments View

Comments marked as Private are viewable only by those with Approver/Reviewer roles.
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A All Comments @ ( Reviewer(s) Comments View ) X

= GoTo ~ + Add Comment

OPA General Comment

: 03/16/2026 1:34:58 PM
Per our discussion prior to this submission, please let me know if any further clarification is needed. ( Reporter comment )
4 Reply
[ ] Privals 53.-"1 6/2026 1:54:55 PM
S -
FCOI Office and additional Reviewers, this is the disclosure we discussed in our meeting. ( Ad Hoc Reviewer comment )
4 Reply
2 Grewal, Rupinder Priva’e !uam 6/2026 1:59:30 PM (

COl Team comment )

| have reviewed the engagements in gquestion and this is okay to approve.

I Resolve 4 Reply

Figure 16 - Reviewers Comments View

Comments Notifications

When a Comment is made in a disclosure, a notification email is sent. Recipients of these
notifications are all the participants in the disclosure submission and review:

o Reporter

J COl administrators

. COl Reviewers (ad hoc)

. OPA routing approvers / ad hoc reviewers
. CA for project level comments only

These notifications will be sent hourly in digest form, and private comments will not be
visible.
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Hello,

New comments have been added to an OPA disclosure.
OPA Disclosure Details

Reporter:

Comment(s) Added

Per our discussion prior to this submission, please let me know if any further clarification is
needed.

Reporter comment )

— Commented by 1on 03/16/2026

Private Comment(s) Added Ad Hoc Reviewer comment )

— Commented by on 03/16/2026

— Commented by Grewal, Rupinder on 03;‘16!2025'( co' Team comment )

To view the complete comment details , please navigate to the All Comments tab within the
disclosure using the link below:

Comments

This is a system-generated notification. This email is sent only to users with private comment
access.

Figure 17 - Comments Email Notification

Action Buttons and Review

In the upper right corner of the screen is the Action Buttons area.
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‘ X Close H 3 All Comments H ; ’

o)

Last Updated By
On 12/06/2025 12:04:45 PM

Figure 18 - Actions Area

In addition to a timestamp indicating when the last action was taken and by whom, this section
allows the Reviewer to:

Close the current view of that disclosure.

View All Comments, if any (there will be a number indicating how many comments).
Return the disclosure to the Reporter.

Approve the disclosure.

Clicking on the ellipsis button presents an option to Print the disclosure, which will download it
in PFD format.

oo SN

#5  Print Disclosure

Figure 19 - Print

Approval/Return

Whether approving or returning the disclosure, the Approver can upload an attachment if
desired.

Clicking will cause a pop-up window to display. The mandatory Reason for

Return

Return field is free text. Click to send it back to the Reporter.
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Return OPA Disclosure )¢

* Reason for Return

Per our discussion, please update your disclosure}

A
1950 characters remaining

Add Files

& Support following files under 50 MB : pdf, doc, docx, csv, xml, ppt, pptx, txt, xls, xIsx, zip, json, xIsm, msg

Drop your file here or Choose File (s)
Maximum file size 50 MB

Figure 20 - OPA Return Window

Depending on the stage of approval routing, (e.g., if it must first be approved by COIl Team)

clicking will either finalize the approval of the disclosure, or it will move on to
the next approval stop.

1
f’ Approve OPA Disclosure X

* Reason for Approval

This disclosure is all set now|

4
1969 characters remaining

Add Files

@ Support following files under 50 MB : pdf, doc, docx, csv, xml, ppt, pptx, txt, xIs, x/sx, zip, json, xlsm, msg

Drop your file here or Choose File (s)
Maximum file size 50 MB

=] -

Figure 21 - OPA Approve Window

Routing

The Approval Routing map can be viewed by clicking on the Route Log tab.
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If a Reporter has disclosed an existing FCOI disclosure and discloses an FCOI while undergoing
the OPA disclosure process, the COl Team will be first in the approval routing, then followed by

OPA Approvers.
x B Engagements(9) | Disclosure History = A

= i@m o .mitedu A - ol Professor
Dates Status
Create Submission Expiration Approval OPA Disclosure
01/29/2026 03/16/2026 03/15/2027 Pending ® Routing in progress
Disclosure Reviews Route Log History
1-COI Administrator... 2-0PA Department ...

To Be Submitted

Waiting For Approval i

Currently with
COI Team

2 - COl Administrator Review - COI Adminisf

Will not be able
to approve until
COIl Team has
approved.

o COI Administrator

o Moffatt, Gregory T
--- & Sullivan, Jeffrey

--- & Grewal, Rupinder

Waiting For Approval

Figure 22 - Approval Routing

OPA - Initial al Engagements(10) | Disclosure History =~ A
[ X Close ][ A All Comments(4) ]

[~} @ .mitedu A . @@ Professor

Dates Status [ H ]

Create Approval OPA Disclosure Last Upggtted By

01/29/2026 03/16/2026 03/15/2027 Pending ® Routing in progress 0On 03/16/2026 6:38:45 PM
Disclosure Reviews Route Log History

No Approval button showing AEEEG S R

yet because the disclosure is
awaiting COIl Team approval.

2 - COl Administrator Review - COl Adminigfrator

Figure 23 - Awaiting COl Team Approval
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