
Outside Activity Reporting
Integrity Matters

Supervisor Review

This PowerPoint will walk you through completing a supervisor review for one of your direct reports in the Huron system. 
Log in to: mydisclosure.oar.uc.edu using your UC credentials.
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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…” 

2



Once on this page, you have a few different things to do. 
First, you’ll need to click “View Certification” to see the disclosure. 
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You’ll 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”. 
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Once you’ve viewed the certification, you need to manage any prior approval requests. 
Click “Manage Prior-Approval Requests” in the left-hand menu.
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Entities may be marked as Prior Approval, Pending, or Approved. You will need to take action on those marked Prior Approval or Pending.
Entities with the review state PRIOR APPROVAL are NEW outside activities that require your approval or denial.
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Entities with the review state APPROVED are outside activities that were approved in a prior disclosure and nothing has changed. No 
supervisor action required for these entities.
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Entities with the review state PENDING are outside activities that were approved in a prior disclosure but have been updated/changed in this 
disclosure. Supervisors must re-approve or re-deny these activities.
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Click “Update" on each Entity Disclosure, opening a new window, and select Approved or Denied from the Entity Review State dropdown list. 
Click “OK” when finished. Repeat for each new/updated outside activity listed.
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Once approved or denied the Entity Review State will change accordingly. Click “OK” 
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Note: At any point, if you need clarification from the employee, you have the option to click “Request Clarifications” in the left-hand menu. 
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Once you are satisfied with the information provided, click “Submit Review” in the left-hand menu.
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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. Answering “Yes” to question #1, will prompt question #2 “Are there any conflicts of interest or commitment with the discloser’s
outside activities?” 
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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”.
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The certification will transition to "Review Complete". 
It will route to the appropriate Chair, Dean, or VP so they can review and certify the form.

15


