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Presenter Notes
Presentation Notes
This PowerPoint will walk you through completing a supervisor review for one of your direct reports 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.
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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
Once on this page, you have a few different things to do. 
First, you’ll need to click “View Certification” to see the disclosure. 
Continue to slide 4.
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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.
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Presenter Notes
Presentation Notes
Once you’ve viewed the certification, you need to manage any prior approval requests. 
Click “Manage Prior-Approval Requests” in the left-hand menu.
Continue to slide 6. 
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Presenter Notes
Presentation Notes
This will open a new window. 
Click “Update" on each Entity Disclosure and answer the required questions that appear in a new window to approve/deny the activity. 
Click “OK” when finished. 
Continue to slide 7.
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Presenter Notes
Presentation Notes
Once approved or denied the Entity Review State will change accordingly. 
Click “OK” 
Continue to slide 8. 
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Presenter Notes
Presentation Notes
As a note: At any point, if you need clarification from the employee, you have the option to click “Request Clarifications” in the left-hand menu. 
To see what this process looks like, open the PowerPoint titled: Huron-Requesting Clarifications for Supervisors.
Continue to slide 9 to finish submitting the review.
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Presenter Notes
Presentation Notes
Once you are satisfied with the information provided, click “Submit Review” in the left-hand menu.
Continue to slide 10.
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Presenter Notes
Presentation Notes
Answer the required questions appropriately for your personal review. The expiration date will be set for 365 days from your review. Do not change this.
Note in the slide that answering “Yes” to question #1, prompts question #2 “Are there any conflicts of interest or commitment with the discloser’s outside activities?” 
If you feel there is a conflict of interest or commitment and would like more detailed steps in this scenario, open the PowerPoint titled: Huron- COI COC Concerns- Supervisor 
If COI is not a concern for you, answer “No” to question #2. Continue to slide 11.
As a note: You only need to assign for COI office review if you feel there are any conflicts of interest or commitment with activities, otherwise answer “No” on that question.
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Presenter Notes
Presentation Notes
As another note, if you answer “No” to question #1, you are still attesting that no Conflict of Commitment exists, and you will see this appear on #6 before clicking “OK”.
Once you’ve answered all the questions in the way that is most appropriate for your employee, Click “OK”.
Continue to slide 12.
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Presenter Notes
Presentation Notes
The certification will transition to "Review Complete". 
It will route to the appropriate Dean/VP so they can review and certify the form.
Continue to slide 13.
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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 14. 
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Presenter Notes
Presentation Notes
These tabs are located directly under the flow chart for each person. 
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