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Last Update January 21, 2021 
Intended Audience Faculty Member/Owner of Disclosure 
Purpose To provide the user with step-by-step instructions on how to update a 

disclosure 
 

Please first refer to the eDisclose Getting Started Guide before continuing. 

NOTE: Only the Faculty Member/Owner of Disclosure can create and submit their own disclosure. COI 
staff can not initiate an original disclosure nor an update to an existing disclosure. 

Follow the steps below to update a disclosure: 

Step 1. Close all open web browsers 

Step 2. Open a new browser and go to: http://edisclose.jhu.edu 

Step 3. Login using your JHED ID and password 

Step 4. Select the “My Disclosures” workspace link on the left-hand side navigation panel 

Step 5. Select a disclosure from the workspace whose state is in “Review Complete”. To select a 
disclosure, click on the Disclosure ID which is hyperlinked. Clicking on this will take you to the Disclosure 
Workspace 

NOTE: You are unable to edit or update a disclosure in the “Pending Review” section of this 
workspace. If you require an edit to a disclosure in this section, please email policy@jhmi.edu 

Step 6. Select the “Update Disclosure” button on the left-hand side 
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Step 7. Begin revising your disclosure to best reflect your ongoing relationship. 

Step 8. Select “Continue” to proceed through each SmartForm 

• All required fields are indicated with a * 
• You can select “Save” at any time and exit the form 

 

 

 

 

 

 

 

 

Step 9. Due to a system update, if you have previously indicated participating in research related to the 
entity you MUST reenter the data. See Step 12 for details. 

Step 10. Proceed through all sections of the SmartForm until you arrive at the Final Page 

Step 11. Select “Finish” on the last page of the Smart Form (Final Page). You will be automatically taken 
back to the Update workspace. If you receive errors upon selecting Finish, see Step 11a 

 

  

 

 

 

 

 

 

Step 11a. If selecting “Finish” results in a note that says “Could not update the Transaction due to one 
or more errors” you will need to follow these steps. Please refer to the image below as a guide. 

• Clear your response in question 1.0 
• Select the “Validate” tab to review the error or warning messages 
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• Select the section that the error is appearing in, and revise your response as necessary 
• Select “Refresh” at the top of the error/warning messages to ensure the errors have been 

resolved 

Once each section has a green check mark next to it, navigate again to the “Final” page and respond to 
question 1.0 and click “Finish” 

 

 

 

 

 

 

 

 

 

 

Step 12. Updating Human Subjects Research and Non-Human Subjects Research: 

• Due to a system update, you will be prompted to enter the details of the relationship between 
the entity and your research again 

• You will be asked to enter each protocol or project individually 
• The data that you previously entered is shown in a read-only format embedded in a blue text-

box 
• Using the information in that section, please use the “Add” button in question 1.0 to re-add 

each protocol or project that you participate in 
• Clicking “Add” will open a pop-up window 
• You will need to respond to the questions within the “Add” window on a per protocol basis 
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