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1. Access The Outside Activity and Conflict of Interest Forms

e Loginto OwlExpress — Owlexpress.kennesaw.edu
e Click on the Employee Servcies Tab
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e Click on Outside Activities and Conflict of Interest Dashboard
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2. Dashboard Quick Reference — Approvers have two dashboards
e Reviewer Dashboard — Dashboard used to review direct report requests.

Outside Activities and Conflicts of Interest Dashboard

My Direct Reports

I @ In Review Requests Addressed All Requests I<:m
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E:>| Back to Owl Express Main Menu |

E::>| [ View and Submit My COI Forms |

E :: Search

Submission ID

I Export to Excel Expart to PDF Export to CSV I<:E
A

Submitted By

Submission Date

Form Type
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Thomas D Butterworth

Themas D Butterworth

Thomas D Butterworth

Thomas D Butterworth

Thomas D Butterworth

Thomas D Butterworth

Thomas D Butterworth

02/07/2019 17:04:57

02/20/2019 17:04:10

02/20/2019 17:04:42

03/01/2019 12:52:07

03/01/2019 13:07:24

03/01/2019 13:07:47

03/01/2019 13:08:50

Request to Engage

COl Disclosure

COl Disclosure

Other Interest

Other Interest

COl Disclosure

Request to Engage/COI Disclosure

Showing 1 to 7 of - W

Reference Numbers (See above image):

1. Review submissions that require your approval and review requests previously addressed.

2. Export options for forms in selected section.

3. Return to OwlExpress Main Menu.
4. Changes dashboard to Requestor Dashboard to view and submit your own outside activity or conflict of

interest submissions.
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5. Search field to search submissions for specific criteria.

6. Links to take you to submission details for your review.

7. Tabs available to display more forms.

8. Fields that can be used for sorting. Double click field title to sort.

e Requestor Dashboard — Dashboard used to submit your outside activity or conflict of interest requests.

Qutside Activities and Conflicts of Interest Dashboard

[5 = e |
| EqotioExcel | | ExportnPF || Expetncsy |¢m - Search:

I Submission 1D Submission Date Form Type Latest Decision Latest Decision Date Latest Decision By Current Reviewer Comments I

Mo data available in able

Shavwing 010 0 of 0 eniries . I -_

Reference Numbers (See above image):
1. Review submission status and view saved forms.
Export options for forms in selected section.
Fields that can be used for sorting. Double click field title to sort.
Return to OwlExpress Main Menu.
Submit new Outside Activity or Conflict of Interest Form.
Change to Reviewer Dashboard to review submissions requiring your approval.

ok wn
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7. Search field to search submissions for specific criteria.
8. Tabs to display additional submissions, if any.

e For information on how to create and submit an outside activity or conflict
of interest form, please reference the Requestor Job Aid.

3. Reviewing Requests
e Navigate to the Reviewer Dashboard and select the “In Review” tab (See
Reviewer Dashboard Reference 1)
e Select any request that is pending your review.
o Once selected, the requestor and report details will be displayed for

review.
ChangeGear % | I TeamDynamix Version 102 x | B TeamDynamix Version 102 % | @8 UITS - Banner] KennesawState . X % COI Submission Detais - Confic. X | = - X
psi//owlexpresslesLkennesaw.edu/deviban/APP_LEGAL_AFFAIRS.PKG_COLP_COI_DETAILS?FID= # (=)
(Y
g i owL
EXPRESS
COI Submission Details Back to Owl Express Main Menu

uuuuuuuuuuuuuuuuuu

£ Demograpl

£ Up-to-Date Form

£ Form History

Please select

e Click on the plus sign next to the desired information to expand the Form
Details.

e Expand the Demographic Information icon to view the requestor’s
demographic information.
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Back to Owl Express Main Menu

Form Information < Back to Dashboard
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nnnnnnnnn Reques
Form Details
& Demographic Information
Name Department Collegeiunit Job Tile Email Address Affiliation Supervisor
Viola M Lee ISY-University Info Tech Serv CIO-Chief Information Officer IT Frofessional | Start Elizabeth M Stames

& Up-to-Date Form

2 Form History

Status Please select.

e Expand Up-to-date Form to view the version of the form that is under
review for approval.
o An approver can always request additional information when
reviewing a form. When changes or updates are made to a form, the
changes will appear in bold font in this section.
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saus Please select

e Expand Form History to display all versions of your form.
o You may click on the plus sign to see a previous version of the form.
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COI Submission Details Backto Ol Erpress
Form Informtion < Back fo Dashboard
Submission D Submission ate Submited By Fom Tpe stots LatestDesision Lstest Dcison Dte LatestDecison By
o e Vol s [R— aareane s2orar Amands lzaben Henry
Form Details
@ bemographic Information
8 Up-to-Date Form
B Form History
B Previous Submission Dated: 03/15/2019 1:53:59 AM
B Previous Submission Dated: 03/13/2019 02:55:15 PM
B Previous Submission Dated: 03/13/2019 02:37:14 PM
Rpprover Secton
s Please select v
Cammarts
4
‘Submit

e Expand Decisions to list of the decisions made to date on the submission.
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4. Making a Decision
e Approvers can select to Approve, Deny, or Request Additional Information
from the drop-down menu.
o Once a decision is selected, enter any comments about the decision.
When Deny or Request Additional Information is selected, comments
are required.
e |farequestisreturned to arequestor for additional information, the
request must go back through the entire approval workflow so that each
approver has the opportunity to review the changes.

nnnnnnnnnnnnnn

s Please select

‘Submit

e An approver has 3 business days to respond to requests. If the approver
does not review the request in 3 business days, it is automatically escalated
to the next level approver.

» Approvers will receive one reminder email each day if there are items to be
approved.

5. Need Help?
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If you need further assistance on completing or submitting a form, please email
COl@kennesaw.edu . If you have questions about an outside activity or conflict of
interest disclosure, please contact your supervisor to discuss further, email
COl@kennesaw.edu, or call KSU’s Internal Audit Department at (470) 578-6369.

For technical support, please contact the Service Desk by calling (470) 578-6999
or emailing service@kennesaw.edu
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