
How to Create and Annual Disclosure in Cayuse 

1. Go to Cayuse athttps://ecsu.app.cayuse.com/ and login using your ECSU credentials.
2. Click on your name in the upper right-hand corner and choose “my profile”.

https://ecsu.app.cayuse.com/


3. Click on “COI Disclosures” from the menu on the left.

4. Click on “New Disclosure” in the upper right corner and then choose “Start a new Annual
Disclosure”.



5. Read the General Information provided for an explanation of the process, definitions, and
applicable policies.  Then click “next” in the upper right corner.

6. Answer the disclosure questions as accurately as possible.  A red exclamation mark indicates
that a question is required.  The number in the red circle beside “Disclosure Questions” indicates
how many required questions remain (this number may change depending on your answers).



7. If you answer yes to certain questions, new sections with required questions will appear in the
listing on the left-hand side of the screen.  You can proceed through the form by clicking on this
menu or by clicking next in the upper right corner.  Once each section has a green check, you
can proceed to the next section.

8. If you are asked to enter an Organization or Business for a relationship, click on “find external
organization” and begin typing the name of the organization.  If you are unable to locate the
correct on, choose “unknown sponsor” and report the correct name for the organization in one
of the boxes below.  Answer all questions and move on to the next page.

9. Once you have green checks on all pages of the form, move on to the certification page.  Check
the agreement and then click “submit” in the upper right corner of the page.  Answer any other
acknowledgements that pop up.  You should get an on-screen confirmation and you should
receive an email indicating successful submission.  You will also get an email once your
submission has been successfully reviewed.

10. If you have any questions, please contact the Office of Sponsored Programs at ecsuosp@ecsu.edu or call 
252-335-3222.


