
COI Instructions 

Receive a Task Email 
 
Once you complete and submit a routing form in the Research Channel  
you will receive an email with the subject of “New task assigned to you in Cayuse” 
The email will be in the format in the image below,  
Click the link https://luc.app.cayuse.com  

 
 

https://luc.app.cayuse.com/


 

Log into Cayuse 
Log in with your LUC Credentials 

 

Home Page and Tasks 
At the Home Page you will be able to view all tasks assigned to you, this includes tasks from other 
Cayuse modules; your tasks will start with “COI” as shown in “1” below. After “2” your name and 
email address will appear, with “3” being the date assigned. 

 

Now select the number to the left of the title to open your COI task. 

 



Your COI Task 
Your Description Box of your COI contains two important pieces of information that you need to 
keep note of, you may want to copy and paste this information into a separate document for 
reference. 

1) Your External Organization: This organization is who you are filling out a COI for; you may 
need to enter this exact organization name within the form if you are found to have a 
conflict of interest. 

2) Your Form Passkey: Please COPY this number in its entirety you will enter this later within 
the COI form. 

 

  



Enter your Profile Page 
Go to the upper right hand corner and click your name, now you will enter your Profile Page to fill 
out a new Research-Based disclosure (COI). 

 

Now select “My Profile” 

 

  



Start a New Research Based Disclosure 
Once you are in your “My Profile” page, click “COI Disclosures” menu on the right hand side. 

 

Click “+ New Disclosure” in the upper right hand corner. 

 



Now select the “Start a new Research-Based disclosure” radio button and click “Next” in the 
lower right hand corner. 

 

Your COI Form 
 
The first question will require you to enter your COPIED Form Passkey from earlier. Complete 
thoroughly and read all of the questions carefully. When you fill out the last section, scroll back up 
to the top to click the Submit button in the upper right-hand corner. 

 


