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CoeusLite My COI: 
View Travel Disclosure(s)	
  

	
  
	
  

If	
  you	
  certified	
  and	
  submitted	
  a	
  Travel	
  Disclosure	
  for	
  review,	
  you	
  may	
  view	
  it	
  from	
  the	
  View	
  /	
  Print	
  section	
  of	
  CoeusLite	
  
My	
  COI.	
  	
  You	
  may	
  also	
  Copy	
  a	
  submitted	
  Travel	
  Disclosure	
  to	
  streamline	
  the	
  process	
  of	
  creating	
  multiple	
  disclosures	
  for	
  
the	
  same	
  SFI	
  Entity,	
  trip,	
  or	
  purpose.	
  
	
  

Access	
  Travel	
  Disclosure(s)	
  to	
  View	
  /	
  Print	
  
1. From	
  the	
  CoeusLite	
  MY	
  COI	
  screen	
  (https://coeus.mit.edu/coeus/coi.do?Menu_Id=004),	
  click	
  the	
  Travel	
  

Disclosure(s)	
  button	
  under	
  the	
  View	
  heading.	
  

	
  
2. The	
  All	
  Travel	
  Disclosures	
  screen	
  will	
  open.	
  	
  
3. Listed	
  under	
  the	
  View	
  heading	
  are	
  travel	
  disclosures	
  that	
  you	
  previously	
  certified	
  and	
  submitted	
  for	
  review.	
  	
  

These	
  travel	
  disclosures	
  cannot	
  be	
  modified	
  but	
  may	
  be	
  viewed	
  or	
  copied.	
  

	
  
4. Details	
  such	
  as	
  Entity	
  Name,	
  Trip	
  Name,	
  Traveler,	
  and	
  Start	
  Date	
  will	
  display	
  to	
  assist	
  you	
  in	
  identifying	
  the	
  

disclosure	
  for	
  editing.	
  	
  Click	
  the	
  View	
  link	
  to	
  the	
  right	
  of	
  a	
  Travel	
  Disclosure	
  listing.	
  	
  The	
  Travel	
  Disclosure	
  by	
  
<lastname,	
  firstname>	
  screen	
  will	
  display.	
  	
  You	
  may	
  view	
  and	
  print	
  from	
  your	
  web	
  browser	
   	
  

	
  
	
  
	
  
	
  
	
  

Copy	
  a	
  Submitted	
  Travel	
  Disclosure	
  
You	
  may	
  copy	
  a	
  submitted	
  travel	
  disclosure	
  to	
  save	
  time	
  in	
  creating	
  a	
  new	
  travel	
  disclosure	
  for	
  the	
  same	
  SFI	
  Entity,	
  
purpose,	
  etc.	
  

1. Under	
  the	
  View	
  heading,	
  a	
  list	
  of	
  travel	
  disclosures	
  you	
  previously	
  submitted	
  for	
  review	
  will	
  display.	
  	
  	
  
2. Click	
  the	
  Copy	
  link	
  to	
  the	
  right	
  of	
  a	
  travel	
  disclosure	
  listing.	
  	
  	
  

	
  

Quick	
  Reference 
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3. The	
  new	
  Travel	
  Disclosure	
  by	
  <lastname,	
  firstname>	
  screen	
  will	
  display	
  pre-­‐populated	
  with	
  data	
  from	
  the	
  
submitted	
  travel	
  disclosure.	
  	
  Make	
  modifications	
  as	
  needed.	
   	
  

	
  
	
  

	
  

Certify	
  	
  |	
  	
  Certify	
  &	
  Copy	
  	
  |	
  	
  Certify	
  &	
  Create	
  New	
  Disclosure	
  	
  |	
  	
  Save	
  
When	
  you	
  have	
  completed	
  the	
  Travel	
  Disclosure,	
  click	
  on	
  the	
  appropriate	
  button	
  at	
  the	
  bottom	
  of	
  the	
  screen.	
  

 Click	
  the	
  Certify	
  button	
  to	
  certify	
  that	
  the	
  information	
  provided	
  in	
  the	
  travel	
  disclosure	
  is	
  accurate	
  and	
  submit	
  
for	
  review.	
  	
  

	
  

You	
  will	
  see	
  the	
  pop-­‐up	
  window	
  displayed	
  below.	
  Review	
  the	
  certification	
  statement	
  then	
  click	
  the	
  Certify	
  
button.	
  If	
  you	
  need	
  to	
  make	
  modifications,	
  click	
  the	
  Cancel	
  button	
  and	
  you	
  will	
  return	
  to	
  the	
  travel	
  disclosure	
  
screen.	
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 Click	
  the	
  Certify	
  &	
  Copy	
  button	
  to	
  certify	
  that	
  the	
  information	
  provided	
  in	
  the	
  travel	
  disclosure	
  is	
  accurate	
  and	
  
submit	
  for	
  review,	
  and	
  also	
  create	
  a	
  copy	
  of	
  the	
  travel	
  disclosure	
  prepopulated	
  with	
  information	
  from	
  the	
  
original	
  travel	
  disclosure.	
  You	
  may	
  use	
  this	
  to	
  save	
  time	
  if	
  you	
  have	
  multiple	
  trips	
  to	
  disclose	
  for	
  the	
  same	
  Entity.	
  

You	
  will	
  see	
  the	
  pop-­‐up	
  window	
  displayed	
  below.	
  Review	
  the	
  certification	
  statement	
  then	
  click	
  the	
  Continue	
  
button.	
  If	
  you	
  need	
  to	
  make	
  modifications,	
  click	
  the	
  Cancel	
  button	
  and	
  you	
  will	
  return	
  to	
  the	
  travel	
  disclosure	
  
screen.	
  

 Click	
  the	
  Certify	
  &	
  Create	
  New	
  Travel	
  Disclosure	
  button	
  to	
  certify	
  that	
  the	
  information	
  provided	
  in	
  the	
  travel	
  
disclosure	
  is	
  accurate	
  and	
  submit	
  for	
  review,	
  and	
  also	
  create	
  a	
  new,	
  blank	
  travel	
  disclosure.	
  

You	
  will	
  see	
  the	
  pop-­‐up	
  window	
  displayed	
  below.	
  Review	
  the	
  certification	
  statement	
  then	
  click	
  the	
  Continue	
  
button.	
  If	
  you	
  need	
  to	
  make	
  modifications,	
  click	
  the	
  Cancel	
  button	
  and	
  you	
  will	
  return	
  to	
  the	
  travel	
  disclosure	
  
screen.	
  

 Click	
  the	
  Save	
  button	
  to	
  exit	
  the	
  travel	
  disclosure	
  to	
  complete	
  at	
  a	
  later	
  time.	
  	
  When	
  prompted	
  by	
  the	
  pop-­‐up	
  
window	
  below,	
  click	
  the	
  Continue	
  button	
  and	
  you	
  will	
  return	
  to	
  the	
  MY	
  COI	
  screen	
  (Note:	
  there	
  is	
  no	
  Cancel	
  
button	
  when	
  saving).	
  	
  The	
  Travel	
  Disclosure	
  will	
  be	
  saved	
  to	
  the	
  Revise	
  section	
  of	
  My	
  COI.	
  	
  

	
  	
  Getting	
  help	
  

MIT	
  Financial	
  Conflicts	
  Of	
  Interest	
  in	
  Research	
  
MIT	
  COI	
  website	
  –	
  http://coi.mit.edu	
  
MIT	
  COI	
  Policy	
  –	
  	
  http://coi.mit.edu/policy	
  	
  
MIT	
  COI	
  User	
  Guide	
  –	
  	
  http://coi.mit.edu/reference-and-user-guides/coi-user-guide	
  

Conflict	
  of	
  Interest	
  Officer	
  
COI-­‐help@mit.edu	
  	
  
Questions	
  about	
  the	
  Conflict	
  of	
  Interest	
  Policy	
  

Coeus	
  Support	
  Team	
  
kc-help@mit.edu	
  
CoeusLite	
  My	
  COI	
  system	
  issues	
  and	
  authorizations	
  
Include	
  your	
  Name,	
  Contact	
  information,	
  and	
  a	
  brief	
  description	
  of	
  the	
  problem	
  you	
  are	
  experiencing.	
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