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Convey

Within Editorial Manager (EM), authors’ DoI are 
requested and completed via Convey, a not-for-
profit DoI management system provided by the 
American Association of Medical Colleges (AAMC).

Convey serves as a central repository where 
individuals can enter and maintain records of their 
financial interests.

The individual’s records can be used to populate 
DoI forms required for different reviews or 
different organisations.



Collecting author DoIs

• Conflict of Interest (CoI) policy for Cochrane Library content 
(2020) runs in parallel with Commercial Sponsorship policy (2014) 

• Authors submitting to EM answer same questions in Convey

• Editorial staff check declarations in line with relevant policy

• DoI are collected at the following time points:

– Title registration (for reviews) / point at which the decision is made 
to update (for updates)

– Annually until publication of the protocol / review / update

– Just prior to publication of the protocol

– Just prior to publication of the review / update



Using Convey as an author



New submissions 

• Submission to EM automatically trigger email from Convey to 
all authors

• Email from AAMC (Do_Not_Reply@aamc.org)

• Contains unique URL for authors to submit DoIs

• Weekly reminders are sent until the DoI form is completed

• Please note currently a bug means that automated emails are not 
triggered for authors who added after submission. In such cases 
contact support@cochrane.org for assistance.

mailto:Do_Not_Reply@aamc.org
mailto:support@cochrane.org




Declaring interests in Convey

• Link in email takes authors to ‘Sign in’ page 

• Author must log in or create account



Step 1: Policy & Instructions

• Summary of Cochrane’s CoI policy 
and instructions for completing DoI 
form 

• Page divided into 2 sections: 

1. Policy & Instructions

2. Discloser identifier and 
purpose

• Links to:

– CoI Portal (for policies)

– Instructions for authors



Step 2: Enter interests
New user Returning user











Step 3: Additional questions



Step 3: Additional questions



Step 3: Additional questions
Non financial interests and involvement in included studies



Step 4: Review and send



Editorial teams: using EM 
to check author DoI



Viewing authors’ declarations in EM



Viewing authors’ declarations in EM

Author has completed DoI 

Author has not completed DoI 



Viewing authors’ declarations in EM

• Always click on ‘Show Full Details’ or ‘Download PDF’
• Do not rely on information shown under ‘Summary of interests’ as 

this will not show the answers to the additional questions section of 
the Convey form.



Viewing authors’ declarations in EM

Show Full Details 



Viewing authors’ declarations in EM

PDF  



Viewing authors’ declarations in EM

• Updates to declarations do not automatically show up in EM
• Refresh DoI information in EM by clicking ‘Request Updated COI Data’



Adding flags

• You can add flags to indicate DoI status of a review in EM



Annual reminders

• Authors of protocols, reviews and updates in progress, 
receive an automated annual reminder to review and update 
their DoI statement

• Authors can use the link in their original request email from 
Convey to update their interests at any time

• Or they can log into Convey and update the relevant 
disclosure. 

• Authors are also asked to let the editorial team know of any 
relevant changes by email.

• Changes made in Convey will not automatically be pulled 
into EM.



Ad hoc reminders to authors

• Editorial teams can send reminder emails to authors. 
This email goes to all authors listed on the review and 
includes a link to update declarations in Convey.



Editorial teams: using 
Convey to collect/check 
author DoI



Use of Convey by Editorial Teams

• Not required in most cases as DoI are viewable in EM

• Editorial staff need to log on to Convey in following 
scenarios:

– Before work begins on a review update

– For annual reminders for invited submissions where the 
authors have not yet submitted work to EM

– A new author joins an existing team who have not yet 
submitted work to EM

• In these scenarios Convey is used to generate a link to 
request authors’ declarations and to view the declarations



Access to Convey

• Groups may use one Convey account login for whole 
editorial team

• When your group starts using EM, please let the Support 
Team know which email address you would prefer to 
use to access the system

• Your chosen email address will receive an automated 
message from Do_Not_Reply@aamc.org, inviting you 
to create a Convey account as a Disclosure Manager 



Creating a Discloser List in Convey
• Discloser List created to invite the author team to disclose through Convey

• Step by step instructions in ME guidance on CoI Portal

1. Log in to Convey and select the Disclosure Manager role



2. On the Managing Disclosures screen, select Manage Discloser Lists

3. On the Discloser Lists screen, select Create New List 



4. Create Discloser List

• Enter the review title in both the Disclosure List Name and Description
fields

• Enter Disclosure Purpose using the following naming conventions:

– For review updates - Pre-Update-Disclosure

– For annual reminders - Annual-Disclosure

• Enter your contact details 



• Description, Activity Start Date, Activity End Date, and Disclosure 
Submission Deadline Date are optional fields

• Turn on Initial Request and Reminder emails in the ‘Automatic Email 
Distribution’ section

• Click on ‘Create list’



5. On the Manage Disclosers screen, select ‘Add’ and enter each author's 
details. Use the author’s email as ID. Click on ‘Add & Send Request’ to 
trigger emails to authors.



6. Notifications: on the Discloser Lists screen, you can select to receive 
notifications each time an author completes a disclosure related to this 
list, or a daily summary of new disclosures.



Viewing author DoI

• Log in as ‘Disclosure Manager’

• Select ‘Manage Disclosers List’ and click on the list 
name



Exporting author DoI

• Select the relevant authors using the tick boxes on the 
left-hand side of the screen

• Click on ‘Export Disclosures’ button



Select ‘Disclosure with Supporting Documents’ and click ‘Export’. Download the 
report

• You can add these as attachments to the File Inventory on the relevant 
review in Editorial Manager

• When the update is submitted to Editorial Manager the authors will 
automatically be requested to submit their DoI, which will be visible in 
Editorial Manager directly



Resources and support



Support and resources

• Guidance for Managing Editors – CoI portal

– https://training.cochrane.org/online-learning/policies/coi-
policy/guidance-mes-doi-forms-convey#Section%205

• Submitting a DoI form: Instructions for authors – CoI portal

– https://training.cochrane.org/online-learning/policies/coi-policy/doi-
form-authors-convey

• Queries about guidance/Convey/EM – Support Team

– support@cochrane.org

• Queries about author CoI/policy – Research Integrity Team

– Referral form - https://training.cochrane.org/online-learning/editorial-
policies/coi-policy/referrals-conflict-interest-panel

– coIarbiter@cochrane.org

https://training.cochrane.org/online-learning/policies/coi-policy/guidance-mes-doi-forms-convey#Section%205
https://training.cochrane.org/online-learning/policies/coi-policy/doi-form-authors-convey
mailto:support@cochrane.org
https://training.cochrane.org/online-learning/editorial-policies/coi-policy/referrals-conflict-interest-panel
mailto:coIarbiter@cocrhane.org
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Questions?


