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Respondent Instructions 

 

Accessing the survey - When the survey is released, you will receive an email from noreply@coi-smart.com with a link to 

https://wfu.coi-smart.com/ 

 

 

Logging in - The website is tied to your WFU credentials through single-sign on. If you are already logged in, the 

application should open without further input. Otherwise, simply use your WFU Google information to log in. 

 

  

https://wfu.coi-smart.com/
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Home screen – Once logged-in, most respondents will see the following Announcement screen.  There are two main 

items to note, the Document Library and the Link to the Questionnaire. The document library contains relevant 

policies and the forms you will use if there are disclosures.  The survey will guide you to the correct documents.   

All you need to do is click on the Click Here button, or choose My Questionnaires to proceed to the COI 

Questionnaire: 

 

Some Respondents are also Reviewers; for Reviewers the initial screen is the Reviewer Home screen. The Document 

Library link can be found here as well. Choose My Questionnaires to proceed to the COI questionnaire: 

 

If you are accessing via your mobile phone, you can either click on Announcements and find a link to the 

questionnaire there or open the menu link in the upper right corner, and choose My Questionnaires or 

Announcements- either one will have a link to the survey. 
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Select Start the Questionnaire to proceed. 

 

Once you click on the survey link to Start the Questionnaire, the question view allows you to save at any point.  This 

will retain your answers if you need to exit and return to the survey.  

If a conflict is identified and a management plan is needed, you and your leader should work collaboratively to 

develop a proposed plan. Either you or the Reviewer can draft or upload a plan. A Workplace Relationship form(s) 

should also be uploaded for any reported workplace relationship. Other documentation may be uploaded as well, if 

helpful to describe a relationship.  

• Select Choose File, browse to find and select the file, then select UPLOAD. 
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If you have multiple grants or relationships to report, you will use the green plus sign to route back through the 

question set to respond for each one, if needed. 

 

 

Once you have completed the questionnaire, you will be prompted to Submit the survey, as seen below. Type submit 

and click the green FINISH button. 
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To review complete responses, you can download a copy of your answers, or review specific questions by selecting the 

magnifying glass next to the question (in the Status column).   

If you need to revise any answers or add additional documentation, return to the Submitted questionnaire, and choose 

the Revise button for the section you want to revise. Once completed, you will type revise and click the Submit Revision 

button.  

 

 

If you have disclosed relationships that present or potentially present a conflict of interest, your submitted 

questionnaire will be routed to an assigned Reviewer, generally your direct manager or possibly a department Chair, 

Dean or Provost.  They or the Compliance office may contact you for more information.  

The Compliance office is available to assist with plan development, if needed, and will review all plans before they are 

finalized.   

Plans may also be presented or routed to the University Conflict of Interest Committee and/or the Committee Chair. 

Reported workplace relationships will be routed to Human Resources.  

 


