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Requesting Clarifications


Presenter Notes
Presentation Notes
This PowerPoint will walk you through a Request for Clarifications during your supervisor review in the Huron system. 
If you’ve followed along with the Huron-Supervisor review slides and still have your review pulled up, you can skip to slide 3.
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.
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Presenter Notes
Presentation Notes
Once logged in, any certification that still needs your review will show in both “My Inbox” and “My Reviews”. 
To begin/continue your review, click directly on the certification: “Annual/Amend/New Hire certification for…” 
Continue to slide 3.
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Presenter Notes
Presentation Notes
At any point, if you need clarification from the employee, you have the option to click “Request Clarifications” in the left-hand menu. This will allow you to send your questions to the discloser before submitting your review. 
Click “Request Clarifications”
Continue to slide 4.
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Presenter Notes
Presentation Notes
A new window will open allowing you to provide your comments and questions, and any supporting documents to your employee. 
Once you are ready, click “OK” 
Continue to slide 5. 
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Presenter Notes
Presentation Notes
Notice in the flow chart that “Clarification Requested” is now filled. 
Your employee will receive an email notification to respond and send the form back. 
You will have to wait for their response before you are allowed to complete the review. 
Once a response is submitted you will be notified, and the form will return to the review state, allowing you to submit your review.
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