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Submitting a Disclosure Profile

Presenter Notes
Presentation Notes
This PowerPoint will walk you through submitting your personal disclosure. Login on the Huron website: mydisclosure.oar.uc.eduYou will use 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.eduContinue to slide 2.



Presenter Notes
Presentation Notes
You will receive this email notification when it is time for you to go in to disclose. It will come from no-reply-OARQuestions@uc.eduNote that you are also able to access Huron by clicking the link inside the e-mail.Continue to slide 3.



Presenter Notes
Presentation Notes
Once logged in, navigate to your disclosure profile in your inbox. You will click "Disclosure Profile for…“ It should say your name.Continue to slide 4.



Presenter Notes
Presentation Notes
In the upper left-hand corner, you should see “Action Required”To begin your disclosure, you will click the blue “Prior Approval/Edit Disclosure” button.Continue to slide 5.



Presenter Notes
Presentation Notes
On the left-hand menu, you will see the 4 steps needed to complete your form. Review the Instructions and Policies page AND ensure your COI training is up to date, if applicable. This is listed at the bottom. If it is not, you will need to complete that training through UC CPD application. Click “Continue”. Continue to slide 6.



Presenter Notes
Presentation Notes
This is the Entity Disclosure Information. Answer each question appropriately. If you have an outside activity to disclose, answering “Yes” to question #1 will allow you to enter in those details. If you have nothing to disclose answer “No”Assuming there is something to add, Click “+Add” on question 2. Continue to slide 7.



Presenter Notes
Presentation Notes
Choose an entity from the list on question #1 or create your own. Answer the required questions for the selected disclosure type(s). These will appear below the disclosure types list once the boxes are selected. Continue to slide 8.



Presenter Notes
Presentation Notes
Note: Each entity needs to be disclosed separately, BUT if you do multiple things for one entity then you can check all the disclosure types that are applicable. For example, if you disclose an activity with Proctor & Gamble and you both consult for them AND have equity in stocks, you can check both of those boxes since it is the same entity. Questions will populate below the disclosure types for BOTH Equity and Consulting for Proctor and Gamble.When finished answering all questions, click “OK”.Continue to slide 9.



Presenter Notes
Presentation Notes
Once your activities are added, They will appear under question #2. Each entity needs to be added separately, but you may add as many as needed. They are all submitted as prior approvals and will be reviewed and approved/denied by your supervisor during their review. Answer question #3 appropriately, and then click “Continue”.Continue to slide 10.



Presenter Notes
Presentation Notes
This is the Foreign Talent Recruitment Programs page. Answer the foreign attestation. Click “Continue”.Note: If someone clicks "No" they must disclose that in the "Foreign Support" disclosure type on the previous page. A red text will appear, “Disclose any foreign talent recruitment program involvement in the Foreign Support disclosure type.”If you are unsure about what a malign foreign talent program is, reach out to research_security@uc.edu There is also a training video housed on the CPD application: https://ce.uc.edu/cpd/Workshops/Index/ResrchSec Continue to slide 11.



Presenter Notes
Presentation Notes
You should be on the final Complete Disclosure Profile page.When you are ready to submit, click “Complete and Submit Disclosure Profile Update”. Continue to slide 12.



Presenter Notes
Presentation Notes
Click “OK” to confirm your submission. Continue to slide 13.



Presenter Notes
Presentation Notes
Your action state will change to "No Action Required“ and your disclosure has been sent to your immediate supervisor. If any further action is required during the review, you will receive a notification via email. 
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