
Insight
Completing Your Annual Disclosure in the Disclosures Module

How-To Guide
Insight is Emory University’s platform for managing research protocols and related administrative workflows. The annual disclosure process is required for Emory faculty and staff and helps ensure transparency around outside interests, financial relationships and potential conflicts of interest. This guide provides step-by-step instructions for completing the Annual Disclosure with instructions for answering required questions, disclosing external activities and submitting the completed form.

Complete Your Annual Disclosure
1. Log into Insight: https://emory.researchinsight.org/
2. Click on Disclosures in the lefthand panel
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3. Click on My Annual in the lefthand panel. Read the instructions and click on Start Annual Cycle.
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4. The Annual Certification Form will open. Answer the questions by clicking the button next to each appropriate answer. As you respond, the fields update dynamically, and “Yes” answers prompt you for more details. Upload any supporting documentation to the attachments section as appropriate.
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5. When you finish answering all questions on the form, click Next at the bottom right of the page. This will take you to the Table of Financial Interests page.
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6. The Table of Financial Interests will open. To add a new financial interest, click Add Entity.
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The Financial Interest Disclosure form will open. In the search field at the top of the page, type the name of the entity linked to your external activity, then select the company or organization from the list of results. Answers to the entity-related questions will automatically populate based on existing system data for that entity. Review the auto-filled information about the entity and confirm its accuracy. 
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To add another financial interest, click Add Entity. 
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If you have existing financial interests, they will populate in the Table of Financial Interests. Review all compensation reported. Click Confirm if the information is accurate. Click Edit to revise the information if it is not accurate. Click Add Entity to add any new financial interests following the steps above. Click Confirm All to confirm all financial interests at the same time.
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7. Once all financial interests are accurately reported in the Table of Financial Interests, click Next.
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8. Once all responses are complete, navigate to the right of the screen, and confirm that the Submission Checklist shows the message “All validations in this area have been completed.” This indicates the form is complete and ready to submit.
[image: A screen shot of a checklist

AI-generated content may be incorrect.]
9. When you are ready to submit the form, click the checkbox by the message “I have answered fully and to the best of my ability” at the bottom right of the screen. Then click Submit.
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Resources
· Visit SharePoint here for more information 	Comment by Tannebaum, Nicole: Insert link
· For technical issues, contact IT by emailing insighthelp@emory.edu 
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Your previously disclosed Financial Interests are listed below. Click on the plus/minus sign next to the Entity name to view/collapse the
disclosure information for the Entity. Click "Edit" to revise the disclosure information; "Confirm" to include the disclosure information as is; or
"Delete" to remove the disclosure because you did not have a Financial Interest in the Entity in the last calendar year. To add a new Financial
Interest disclosure for an Entity not listed, click "Add Entity."
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You indicated you have interests to disclose. Use this form to enter information about the Entity in which you have the interest. Type the
Entity name in the search box below to search for the Entity in the database. Keep typing the name until the search results display the Entity
you need to disclose, then click on the name of the Entity to select it. The name of the Entity and prepopulated information about it will then
display in the form. You cannot change the answers to prepopulated questions. If the Entity is not found in the database, type the full name of
the Entity in the search box and then answer the questions below about the Entity.

Type the Entity name to search for the Entity -

An Outside Entity is any Entity,
whether U.S. or foreign, that is not a
Mass General Brigham organization.
This includes for-profit companies,
non-profit organizations, private and
public foundations, academic and
research institutions, hospitals,
medical centers, government entities,
etc.

Name of Outside Entity:

Is the Outside Entity a for-profit company? *

Yes No

Is the Outside Entity a publicly traded company? * €]
Yes No

Is this a foreign entity? *

Yes No

Description of the Outside Entity's primary business: *

ct.

Please answer the following questions about this activity and your role at Emory. After completing this questionnaire, upload a
copy of the agreement and any other documents you received from the company on the Attachments page on the left.

*Note Emory refers to Emory University, Emory Healthcare, and its affiliate institutions including the Pediatric Institute and
Children's Healthcare of Atlanta.

If multiple Emory person are involved in this activity, each personnel must submit a separate External Activity Request.

A Preview
<Previous v~ -




image7.png
Provide any additional details that should be considered in the review of this request:

If you need to report a Financial Interest in another Entity, click Add Entity.

Add Entity
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Welcome to the Emory Annual Disclosure Form for Calendar Year 2025

You will need to report interests in and relationships with External Entities held during the last calendar year.
We ask that you review guidance and complete the form to disclose all applicable interests and relationships.

Navigate to each section of the Annual Form using the links listed under My Annual in the left navigation.

« Ared exclamation mark ! indicates an incomplete section of the Annual Form.
« A green check mark ? indicates that a section of the Annual Form is complete.
« You must click either "Next" or "Save" on each page to save your answers.

+ You must click "Submit" to submit your Annual Form.
Text

Once completed, the status of your Annual Form will change to "Ready to Submit" and Submitter Actions
fields will activate in the bottom right panel. To submit your Annual Form, complete the Submitter Actions
and click "Submit."

You will receive a confirmation message and email when your Annual Form is successfully submitted and the
status of your Annual Form will change to "Submitted."

Please note, once you select the "Start Annual Cycle" button, you will not be able to enter or submit any disclosure Updates
in the My Updates section of the Insight Disclosures Module until your Annual Form is submitted.

Start Annual Cycle
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Are you an Emory University or Emory Healthcare employee? *

@® Emory University O Emory Healthcare

Are you faculty or staff? *
O Faculty @ Staff

Are you engaged in research? *

O Yes, | am engaged in research @ No, | am not engaged in research

In the last 12 months, did you, any Related Person, or any Related Organization receive any form of Financial Interest from an entity that
does business or sought to do business with Emory? *

OYes @ No

Do you, any Related person, or any Related Organization anticipate receiving any form of Financial Interest from an entity that does
business or is seeking to do business with Emory? *

OYes O No

Do you supervise anyone at Emory who is a Related Person, extended family member, or with whom you have any personal or business
relationship (e g, business partnership, landlord/tenant, employer/employee, significant other) outside of Emory? *

OYes O No

Do you or Related Person receive royalties or licensing fees for a book that you have assigned to Emory students, residents or fellows? *

OYes O No

Do you or Related person have currently or previously undisclosed past ownership interest in, or fiduciary duty to, any person or entity
that supplies good or services to Emory or competes with the services of Emory? *

OYes O No

Do you or a Related person, have any Financial interest with another faculty or staff member who reports to you, or with a student or
trainee who you supervise? *

OYes O No

4 Questions? Email Ol a%a View Report
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