
STARTmyDisclosures 

User Guide for Reviewers and Assistants 

This guide provides step-by-step instructions for using STARTmyDisclosures to review Report of Non-
University Activity disclosures submitted to you as a departmental RNUA facilitator, a Unit Executive 
Officer, or a second level reviewer. 
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Roles 
STARTmyDisclosures serves the needs of users who have different roles in the RNUA process. 

Disclosers/Covered Individuals 

Disclosers (i.e. “Covered Individuals”) include all academic staff required to complete the RNUA. 
Disclosers are able to submit, edit, view, delete, print, and save PDF versions of their own 
disclosures. Lists of disclosers in each department are generated through a Banner query. 

Assistants 

Assistants are named by the Unit Executive Officer (UEO) and can help streamline the review 
process for the UEO. Each unit can have more than one assistant, and one assistant can fill that 
role for more than one unit. If a unit needs to change the named assistant(s), please contact 
your campus COI office.  

Assistants are able to view all disclosures within the unit(s) to which they are assigned. They also 
have the ability to assign a recommended status to each activity within a disclosure, e.g. activity 
should be approved or forwarded for further review and make comments on disclosures. 
Assistants are also able to return the disclosure for revisions in an effort to get more or clarifying 
information from the discloser.   

Reviewer/Approver – Unit Executive Officer (UEO) 

UEOs are responsible for managing any potential or actual conflicts of commitment or interest, 
and their review of each disclosure is required. UEOs can, with or without the assistance of an 
Assistant, view, assign a status to each activity within a disclosure, comment, attach 
explanations of management mechanisms, and complete the first level of review. 

Reviewer/Approver – Second Level of Review 

A second level of review is necessary when the UEO assigns a status of “forward for further 
review.” Reviewers at the second level, e.g. deans, have the ability to view, confirm a UEO’s 
assigned status for a disclosure, return a disclosure to the UEO for further review, comment, and 
complete the second level of review. 

Reviewers at the second level are also able to view all disclosures in the unit(s) they oversee. For 
example, the dean of a college can view all the disclosures within the college. 

An assistant may assist a reviewer at the second level. 

View/Read Only 

The View/Read Only status can be assigned as needed by a UEO or Reviewer at the Second 
Level. View/Read Only status allows users to view disclosures within the unit(s) to which they 
have been assigned. View/Read Only users cannot set a status for an activity, return disclosures 
to disclosers, or approve disclosures. 

https://mydisclosures.uillinois.edu/


Accessing STARTmyDisclosures 
STARTmyDisclosures is available at START myDisclosures (https://mydisclosures.uillinois.edu/). 

 

 

• Log on using your NetID and Active Directory (AD) password. 
o Login screen is the same for both disclosers and reviewers. 

• Reviewers and Assistants have the option to enter the system as a discloser or as a reviewer. To 
review, choose the “Review My Unit’s Disclosures” option. 
 

 

 

 

https://mydisclosures.uillinois.edu/
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Reviewer’s Dashboard 
 

 

Once in the system as a reviewer or facilitator in Reviewer Mode, you will see a list of all units to which 
you have access. 

Display Order of Units 
1. All units for which you are a reviewer/ approver Listed in order by six digit org code 
2. All units for which you are an assistant Listed in order by six digit org code 
3. All units for which you have view/read only access Listed in order by six digit org code 

 

Note: Your role is displayed in the right “Role” column (e.g. approver). 

This dashboard also displays the number of disclosures that are ready for your review (“Awaiting 
Review”). 

To review disclosures from a unit, click on the name of the unit. You can view an entire department’s 
disclosures by clicking the “Dept XXX” link with the three-digit code. 

  



Reviewing Unit Disclosures – Organizing Workflow 

 

Once you select a unit to review, you will see the name and org code of the unit along with “buckets” of 
disclosures separated by their status. 

Pending 

The two left buckets, under the heading “Pending,” list all employees who have either not completed 
their disclosures or who have submitted a disclosure that has been returned for revisions. 

By clicking in the “disclosures not submitted yet” bucket, you can manage your list of employees. 

  



Review Unit Disclosures – Pending Disclosures -- Employee Listing  

 

From this screen you are able to manage the employees’ disclosures. 

1. By clicking on an employee name, you will review his or her disclosure OR 
2. By clicking on the icon in the “Past Disclosures” column, you can view past disclosures OR 
3. By clicking on the “Create Exemption” icon, you are able to set an exemption status for the 

employee.   



 

 

An Exemption status should be set when an employee is unable to complete the RNUA. Reasons for 
exemption may include the reasons listed in the above screenshot. 

Once an exemption status for an employee is set, the disclosure for that employee is 
considered to be “complete.” 



Recusal 
If, as a UEO, you need to recuse yourself from the review of an employee’s disclosure because you have 
a familial or business relationship, please contact your campus COI office as soon as possible. 



Review Unit Disclosures -- Ready for Review 

 

The two middle buckets under the “Ready for Review” heading contain disclosures that are ready for 
review either by the facilitator to set recommended status, or by the UEO to complete the review. 

1. Disclosures with no non-University activities reported 

Disclosures with no non-University Activities are auto-approved by START myDisclosures and 
will be in the “Total” column. UEOs, assistants, and those with read-only access are still able to 
view the auto-approved RNUAs at any time. 

2. Disclosures with non-University Activities Reported 

Disclosures with non-University Activities Reported must be reviewed individually and will be in 
the “Ready for Review” column. 

3. Disclosures with only comments/attachments 

These disclosures do not report any non-university activities, but do have comments or 
attachments on the form. 

 

 

 

 

 

 

 



Reviewing Unit Disclosures – Individual Disclosure 
To review an individual disclosure within the “disclosures with non-University Activities” bucket, click on 
that bucket. 

You will see a list of employees who have disclosures with activities reported. A summary of the number 
of activities and the aggregate numbers of days requested and days spent is displayed for each 
employee. 

 

Click on an employee name to view his or her disclosure. 



 

You will see the employee name, title, and appointment. 

Below his or her identifying information, you will see a summary of the activities he or she disclosed.  

The summary describes the financial interest, displays the number of days reported for the previous 
academic year and requested for the upcoming academic year, and displays whether University 
resources (space, equipment, intellectual property, staff, or students) are used. 

By clicking “Show Details” you will see the data submitted by the discloser for each activity. 



 

After reviewing the information submitted by the discloser, the facilitator and UEO must select one of 
three options for each reported activity. 

1. Approve the activity 



Approval of the activity is appropriate when the activity does not present a potential or actual 
conflict or if the activity does not require reporting.  Examples of activities that generally do not 
require reporting can be found in the COCI Policy. 

2. Forward for further review 

Forwarding the activity for review is required when the activity presents a potential or actual 
conflict with the employee’s responsibilities to the University. 

When this status is selected, a statement of explanation detailing the conflict and proposed 
management mechanisms is required.  For assistance with this statement, please contact your 
campus COI office. 

Selection and confirmation of this status by the UEO will automatically route the disclosure to 
the second level of review. 

3. Return for revisions 
 
A disclosure can be returned for revisions when either the department needs more information 
to evaluate the activity or if the UEO disapproves the activity. 
 
When this status is selected, a statement detailing what information is requested is required. 
 
Returning a disclosure for revisions returns the disclosure to the “Pending” buckets.  Once the 
employee makes the required revisions, the disclosure will appear in the “Ready for Review” 
buckets. 

4. Deny Activity 
 
If a UEO needs to deny an activity, the “Deny Activity” option can be used.  
 
Denying an activity is only available to the home unit. If you are not the home unit UEO, please 
return to home unit and request them to deny. The submitter will be notified once the 
disclosure is finalized. 

 

 

 

 

https://www.vpaa.uillinois.edu/cms/One.aspx?portalId=420456&pageId=469764


 

The assistant can set a recommended status for each activity before the UEO completes his or her 
review, and assistants can also return a disclosure for revisions. 

Once the UEO reviews the disclosures, he or she will either confirm the recommended status by clicking 
the green “Confirm” button or change the status for each activity. 



 

Assistants and UEOs are able to make comments on the disclosure. The name of the UEO or assistant 
who made comments will be visible to the discloser.  

  



Reviewing Unit Disclosures – Completed Review 
Once the UEO has confirmed the status for each activity in a disclosure, the disclosure will move to the 
“Completed” bucket. Any disclosures within the “Completed” bucket that require a second level of 
review will be automatically routed to the second level. 

If the UEO completes a review but needs to make changes to the disclosure, please contact your campus 
COI office as soon as possible. 

 

 

  



 

Reviewing Disclosures – Second Level of Review 
Activities that may present a conflict of commitment or interest with an employee’s University 
responsibilities must receive a second level of review. These activities are identified by the UEO through 
selecting the “forward for further review” status. 

Disclosures forwarded for a second level of review will automatically appear in the reviewer at the 
second level’s workflow within the unit from which they were forwarded. 

When a disclosure is forwarded for a second level of review, begin the review by clicking the employee’s 
name. The disclosure will appear with a status of needs further review and an explanation from the UEO 
will appear below. 

As a second level of review, or an assistant for a reviewer at the second level, you must take one of two 
options for each activity that is forwarded for your review. 



 

1. Approve the management mechanisms or  
2. Return to the UEO for revisions. 

If you confirm that status selected by the UEO, the review of the disclosure is complete. 

If you return the disclosure to the UEO for revisions, an explanation for why revisions are necessary is 
required. 



Disclosures that are returned to the UEO for revisions will return to your “Pending” bucket. Once the 
UEO makes the required revisions, the disclosure will move to your “Ready for Review” bucket. 

As with the reviews at the first level (UEO), you must act on all disclosures so that there are no 
employees/disclosures in your “Pending” bucket. 

If you complete a second level of review but need to revise the disclosure, contact your campus COI 
office as soon possible. 
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