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Dean/VP Review

Presenter Notes
Presentation Notes
This PowerPoint will walk you through completing a Dean/VP review in the Huron system. 
Huron Website Link: mydisclosure.oar.uc.edu
Log in using your normal UC login credentials. You should be able to do single sign on (SSO). 
If you have any questions along the way, you can email OARquestions@uc.edu
Continue to slide 2.



Presenter Notes
Presentation Notes
Once logged in, any certification that needs your review will show in your “Dean/VP Review” tab. 
To begin your review, click directly on the certification: “Annual/Amend/New Hire certification for…” 
Continue to slide 3.




Presenter Notes
Presentation Notes
Your first step will be to View the certification. 
Click “View Certification” at the top of the left-hand menu.
Continue to slide 4.




Presenter Notes
Presentation Notes
You should be able to scroll through all the disclosure contents.
Click "View" on the “Entity Disclosure Information” to view all the details of each activity.
When you are finished viewing the certification, click “Exit”. 
Continue to slide 5.




Presenter Notes
Presentation Notes
As a note: If you feel you are not in complete agreement with the direct supervisor or need additional information, you have the option to click “Add Comment” in the left-hand menu. This will allow you to send your thoughts or questions back to the supervisor . They will be notified to go into the system to review your comments and respond back, if this occurs.
Continue to slide 6.



Presenter Notes
Presentation Notes
When you are ready, click “Review and Certify” in the left-hand menu.
Continue to slide 7.



Presenter Notes
Presentation Notes
Answer the required questions that open in a new window to complete the review. 
If you decide you need to answer “No”, please be sure to enter your thoughts/comments in the box on #3. The immediate supervisor would get a notification to respond to you, in this case. Otherwise, if in agreement, answer “Yes”. 
Click “OK”
Note: The certification will disappear from your “Dean/VP Review” tab once you review and certify a certification with a “Yes” response. If it remains in your inbox, that means the review is not complete.
Continue to slide 8.




Presenter Notes
Presentation Notes
You can go to your COI tab at the top, then “Certifications”, followed by “All Certifications” to see the state of each disclosure. 
Click on the name, “Annual/Amend/New Hire certification for…” to open the detailed view and see a history of all activity. 
Continue to slide 9.



Presenter Notes
Presentation Notes
These tabs are located directly under the flow chart for each person. 
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