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Logging in
You can access the disclosure platform from the RIT OCE Conflicts of Interest and
Commitment webpage.
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The platform is part of RIT’s single sign on process with multi factor authentication.
You can use your RIT credentials to log into the platform.
Making a disclosure
When you log into the disclosure platform to make a disclosure, you’ll first be asked
whether you are involved in research activities at RIT. This determines the remaining
questions you will be asked.

The next questions consist of basic screening questions broken into panels by topic.
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Each of the questions in the panels has a “Yes” or “No” answer.
If you answer “Yes” to any of the conflict screening questions, there will be a button you
must click to add additional information.

You must answer any questions and complete any fields with an asterisk.
The Final Questions panel is slightly different from the others.
The first question provides an opportunity for you to give additional details to your
supervisor about any information you disclosed above or to disclose a conflict situation
not addressed by the questions above.
The second question is asked by Human Resources (“HR”). It asks whether you are in
compliance with Policy C.23. If you answer “No,” your response will be routed to HR,
instead of your direct supervisor. If you have something to disclose on this issue, HR
will work with you directly. This process takes place outside the system, and any
resulting documentation or management plans will be stored with HR, not on the
Novelution platform.
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The system allows you to:
 SAVE your information to finish your disclosure later
 SUBMIT FOR APPROVAL to route your disclosure to your supervisor for review
 Check Validations, to show you any required fields you missed

Once you submit, you can check your Workflow and Requirements to see the status of
any routing tasks. If you do not disclose anything, your Disclosure will be complete. If
you do disclose something, it will continue routing for review.

NOTE: Only one person can work in a record at a time, so once you submit, please
either log out of the system or navigate to another portion of the platform (e.g. your
profile) to allow your supervisor to review the record and complete their tasks.

Reviewing a Disclosure (for Supervisors)
When one of your direct reports discloses something in the platform, you, as a
supervisor will receive an email instructing you to review it in the platform.
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When you log in, there should be a task noted in the upper right corner.

This will take you to all your tasks. In the Message column of the table, there will be a
link to the action you need to take.

This is where you will have the opportunity to review your direct report’s disclosure.

The next screen will ask you to review the answers from your direct report. Panels with
disclosed information will be open by default, but you can open any of the panels to
confirm all the answers from your direct report.
Review the information using the action button at the right of the table of disclosed
information.
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Once you’ve reviewed all the disclosed information, scroll to the top and answer
whether a management plan is needed.

If you select “No,” your role in the review is complete, unless OCE, SRS, or your
supervisor determine a management plan is necessary.
If you select “Yes,” you will start the management plan process.

Creating a Management Plan (for Supervisors)
Once you submit a “Yes” answer to creating a management plan, scroll down to the
Management Plan panel and select a template and, when applicable, an outside
organization. (You should not select an outside organization for a Nepotism plan.)
Then click the green button to generate the plan.

The templates provide RIT’s standard terms and conditions for general conflicts and
family relationship conflicts. The template form will prompt you to provide information
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necessary to build the management plan. The question marks inside the blue circles
provide additional information as you complete the fields.
You have the opportunity to update that information as you review and revise the
management plan.
Each time you want to update the management plan, select Generate Management
Plan to include any new information you typed.
Once the management plan reflects the terms you are ready to present to your direct
report, click in the box agreeing to sign electronically then click Sign & Save.

NOTE: At this point, you have only signed the management plan. You still need to send
this to your direct report for their review. If you need to create more than one
management plan for your direct report, you should first create, sign, and save all the
plans before sending them on to review. This allows the plans to route together and
saves time.

Routing a management plan

When you are ready to send the management plan(s) to your direct report, click the
green button that says Initiate Signatures and Approvals.
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At this point, the management plan will be routed to various individuals including the
original discloser and the second level supervisor for review and signature. Some
situations may require a review by Sponsored Research Services or the Office of
Compliance and Ethics. Each person in the review has the opportunity to review the
management plan and make comments before signing.
If someone rejects a management plan, it will return to the supervisor with comments,
allowing the supervisor to create a new version or maintain the same version.
To create a new version, the supervisor must create a new version of the declined plan
then edit the new draft plan. This is done in the Management Plans panel.
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From this point, the supervisor can update the same fields used to first create the
management plan. To incorporate the changes, the supervisor must select the green
Generate Management Plan button again, agree to sign electronically, sign and save,
then initiate signatures and approvals to start the routing process again.

Assistance and Appeals
There are times when an employee and supervisor or second level supervisor struggle
to find a management plan that mitigates the conflict in a way all parties can agree.
These discussions often happen best outside the platform. Additionally, the Office of
Compliance and Ethics (“OCE”) and Sponsored Research Services (“SRS”) can assist
when colleagues want an additional opinion or advice to resolve a matter.
Any signatory can opt to appeal a management plan to the Individual Conflict of Interest
and Commitment Committee.

When this is chosen, OCE or SRS will walk the parties through the appeal process.

Contact
conflictofinterest@rit.edu
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