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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

r

k'
%,

UETLRLEGTE F Employee Services § Financial Aid ¥ Registration

Student Records ¥ Student Services

Search

Main Menu

Check Admissions Status

Employee Services
Financial Aid
Registration
Student Records
Student Services
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e Click on Outside Activities and Conflict of Interest link.

g
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m =110 R i w-F Financial Aid ¥ Registration § Student Records ¥ Student Services

Search Go

Employee Services

Parking and Vehicle Infermation Menu
Surveys

View Account cr Pay Online

Employee Preferred Name Change Form

Programs Supporting Minors s

Training Dashboard
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2. Dashboard Quick Reference

OWL
EXPRESS

> Back fo Cwil Express Main Menu
My COI Forms 5 ' > [§ Submit New Outside Activity/COI Form

QOutside Activities and Conflicts of Interest Dashboard 4

@ In Review @ Approved © Denied B Saved All Requests <: 1
ExportloExcel | | ExporttoPDF | | ExporttoGSV <: 2 6 Search:
Submission ID * Submission Date Form Type Latest Decision Latest Decision Date Latest Decision By Current Reviewer Comments
18 02/07/2019 17:04:57 Request to Engage Recommends Approval 02/21/2019 06:56:30 Lesley Netter-Snowden Candis P. Lobik Dickson |
28 02072019 17:05:42 Request to Engage Recommends Approval 02/08/2019 10:13:22 Candis P. Lobik Dickson Lesley Netter-Snowden
1“Ue 0211/2019 12:36:45 Request to Engage/COI Disclosure Recommends Approval 02/13/2019 09:51:08 Candis P. Lobik Dickson Lesley Netter-Snowden
16§ 02/06/2019 14:00:05 Request to Engage Recommends Approval 02/06/2019 14:03:53 Candis P. Lobik Dickson Lesley Netter-Snowden
Ue 0211212019 14:34:50 Request to Engage Pending Clarification 0211212019 14:39:08 Candis P. Lobik Dickson Candis P. Lobik Dickson
3P 0211272019 14:18:47 Request to Engage Recommends Approval 0211312019 09:51:17 Candis P. Lobik Dickson Lesley Netter-Snowden
08 02122019 14:19:15 COl Disclosure Pending Clarification 0211212019 14:38:07 Candis P. Lobik Dickson Candis P. Lobik Dickson
ne 02/19/2019 10:55:23 COIl Disclosure Recommends Approval 02/19/2019 10:56:41 Candis P. Lobik Dickson Lesley Netter-Snowden
728 0211912019 10:56:15 COl Disclosure Pending Clarification 0211912019 10:56:51 Candis P. Lobik Dickson Candis P. Lobik Dickson
uy 02118/2019 10:58:13 COl Disclosure Recommends Approval 02119/2019 10:59:07 Candis P. Lobik Dickson Lesley Netter-Snowden
LA
Showing 1 to 10 of 18 GM 7 :> Previous n 2 Next
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Reference Numbers (See above image):

1.
. 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.

. Search field to search submissions for specific criteria.

. Direct links to previous submissions or to continue saved submissions.
. Tabs to display additional submissions, if any.

OO UL b WN

Review status of submissions and view saved forms.

3. How to Begin a New Form.

® Click on Submit New Outside Activity/COI Form

é

C i htps//owlexpresstest kennesaw.edu/devlban/APP LEGAL AFFARSPKG_COLP DASHBOARD Q% 60

OWL
EXPRESS

Qutside Activities and Conflicts of Interest Dashhoard % —

l i Sutmit New Ouside Aciy/COI Fomn .

My COI Forms

@nfeiew  OApoed  QDenied  Bae

Submission [0

o
b Seath

Submission Date: Form Type. Latest Decision Latest Decision Date Latest Decision By Current Reviewer Comments

Shoningla0ef Dt

No data avalzbie in table:

® The below page will be displayed to begin the submission process.
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< C @ htips//owlexpresstest kennesaw.edu Q ¥ (L N+]

LL.?J KENNESAW STATE
-T'Jl UNIVERSITY

N

Disclosure Form and Request for Approval Outside Activities & Conflicts of Interest

a eir KSU duties. All faculty and staff must obtain the university's permission before engaging in compensated outside activities tha
3l or potential conflict of interest, including personal, financial or professional relationships, must either avoid the conflict, or obtain an appr
e relevant policies, please see the links below. If you have questions regarding these policies, please email coi@kennesaw.edu, or call KSU's Division of Legal Affairs at (47

t are related to their KSU
gement plan that properly defines and manages any potential

duties, and for any activities that may i
conflicts, This form should be used to fulfll those requirements. To re

® Please read BOR Policy and related information.

® You may return to your dashboard with top right link or continue with
submitting a form with the bottom left link.
o If you continue with a request, the below screen will be displayed.

Demographic

< C @ hips//owlexpresstestkennesaw.edy Q % 6o

T3/ [KENNESAW STATE
.T‘J‘: UNIVERSITY

Disclosure Form and Request for Approval Outside Activities & Conflicts of Interest

< Back to Dashboard

Disclosure and Request for Approval

Your Name Viola M Lee

Department I5Y-University Info Tech Serv
College/Unit CI0-Chief Information Officer
Title IT Professional |

Email essvendor@kennesaw.edu
Afiiation Staff

Supervisor Elizabeth M stames

Instructions for Users

Please choose one of
financial interests, or activ

Please submit 2 new for
v the potentil to compre

hto seek permission to engage in an outside activty, or when you recognize a new real or apparent potential conflict of interest. A real or apparent conflctof nterest includes personal relationships, professional relationships, or
y in fulfiling your responsibiltes to KsU.

You vill be able to track the progress of approvals for each submission by iewing your dashboard in Ol Express

to

[Request permission to engage in an outside actvity
Disclose a real or apparent conflict of interest

Disclose personal professional, financial or other interest

Both request permission to engage in an outside activity and disclose a confict of interest

® Please review your demographic information and ensure this is correct.
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® Read the Instructions for Users.
® Choose the appropriate request or disclosure type.

4. Filling out and Submitting a Form.

<« C @ httpsy/owlexpresstestkennesaw.edu/deviban/APP_LEGAL AFFAIRS PKG_COLP_COL FOR

\l; -'ﬂ KENNESAW STATE

%}umv[ﬂsw

Disclosure Form and Request for Approval Outside Activities & Conflicts of Interest

Request to Engage in Outside Activities

Please identify the person or organization you will be working for or contracting with for the proposed outside activity

What are the proposed dates when you would engage in this outside activity?

You must include a specific starting and ending date. If you do not know the specific dates on which you will engage in the proposed outside activity, you should still define the date range during which you will engage in the outside activity, by entering a speci

Starting Date *

Ending Date

Page 1/8

e Required Fields: Each selection type has required information fields. These
fields are mark with a *. These fields must contain information for the form
to submit. If a required field is missed, you will be notified to complete the
missing field when you attempt to submit the form.

o Email: The Email field must be formatted in an email format to be
accepted. For example: COl@kennesaw.edu.

o Phone: The Phone field must have the area code and phone number.
The country code is not required, but is provided for international
numbers.

o Dates: The Ending Date cannot be more than one year from the
Starting Date. You will need to request permission for outside
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activities or disclose a conflict each year that it exists. (Only the
outside activity disclosure form will have the date fields.)

< C i hy

L& /) [KENNESAW STATE
) TY

';_‘—J' UNIVERSI
LT 5§

Disclosure Form and Request for Approval Outside Activities & Conflicts of Interest

Request to Engage in Outside Activities

Please identify

y work this might cause you to miss, including classes, meetings, o other KSU responsibilities.

Please enter your answer here *

Page 2/8
emescia]

® Saving a Form: You may save your form at any time for completion at a
later time. The saved form will be retained for 45 days. After 45 days, if the
saved form has not been completed the system will remove the saved
form’s information. You may access saved forms from the main dashboard
by selecting the “Saved” icon. See Quick Reference 1 for more detail.

< C @ https/owlexpresstestkennesaw.edu

[G3/2) | KENNESAW STATE
R NIVERSITY

%‘J UNI

Disclosure Form and Request for Approval Outside Activities & Conflicts of Interest

Disclose a Real or Apparent Conflict of Interest

Is there any ott

ivity, relationship or business interest you wish to disclose?

4
Page 8/8
oo i | s L ] s |

e Submitting Form: When you have completed the form, click the submit
button. This will begin the review process and notify your supervisor that
you have submitted a form for their review.

o Missing Required Information: If there is any missing required
information in the form you are submitting, you will not be able to
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submit the form and there will be a dialog box that notifies you of
the missing information. Please complete the required information
and attempt to submit your form again.

KENNESAW STATE

UNIVERSITY

You have successfully submitted the request. Request id

Back to Dashboard

® Request ID: Once submitted, you will receive your request ID. You will not
receive a confirmation email of your submission, but you can check your
Dashboard for the status of your request.

O You will receive an email communication notifying you when your
submission has been approved by the final reviewer, denied, orif a
reviewer has requested additional information. Your dashboard will
always have up-to-date information on any of your submissions.
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5. Reviewing Your Submission Information

e Select submission to review.

< c

& https://owlexpresstest kennesaw.edu/deviban/APP_LEGAL_AFFAIRS.PKG_COI.P_DASHBO

Outside Activities and Conflicts of Interest Dashboard

Back to Owl Express Main Menu
My COI Forms,

@ InRevie © Approved

[ Submit New Outside Activity/COI Form
ODened @ Saved

Exportto Bxcel | | Export toPDF | | Exportto GSV

Search
Submission 1D A suomission Dae Form Type Latest Decision Latest Decision Date Latest Decision By Current Reviewer Comments
10e / 031 mzmslum 14 Request to Engage/COI Disclosure Amanda Elizabeth Henry
shooho 1to 1o tentried N\ [_’

Once a submission is selected the submission information is displayed

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

ChangeGear x | [ Teambyn

https://owlexpresstestkennesal

COIl Submission Details

Back to Owl Express Main Menu
Form Information

< Back to Dashboard
Submission 1D Submission Date Submitted By Form Type stat Latest Decision Latest Decision Date: Latest Decision 8y
10 031132019 Viola M Lee Request o Engage/COI Disclosure: In Rev
Form Details

£ Demographic Information

£ Up-to-Date Form
£ Form History

£ Decisions

Approver Section

Status Please select

Comments

%
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e Expand the Demographic Information icon to view your demographic

information.

Form Information

Submission D Submission Date Submitted By Form Type

Form Details

Back to Owl Express Main Menu

< Back to Dashboard

& Demographic Information

Name Department College/Unit

Viola M Lee: ISY-University Info Tech Serv

CIO-Chief Information Officer

Job Tile

IT Professional 11

Email Address

essvendor@kennesaw.edu

Supervisor

Elizabeth M Stames

£3 Up-to-Date Form

&3 Form History

Please select.

e Expand Up-to-date Form to view the version of the form that under review

for approval

e A reviewer can always request additional information when reviewing your
form. When you make changes or updates to your form, the changes will
appear in bold font in this section. If a request is returned to a requestor
for additional information, the request must go back through the entire
approval workflow so that each approver has the opportunity to review the

changes.
0
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< c

@ httpsy//owlexpresstest kennesaw.edu/deviba

COI Submission Details

Form nformstion

owL
EXPRESS

PRS- suomisonose sunmiteasy rompe st - L oectmonosts Latentoncian sy
" crazors ReqmstoExagecol o
Form Detas
B Demographic Information
Name Dsgartment Gollsgelunit JobTie Emai Acaress Affaton supervsor
vamL [T —— i - -
BUpo-Date Form
Name o
Primary
Emi
en (s 5555555
Batress 123 sy st Ampuners, GA
Plesse dessriv th ntur of the proposed outsid scivity Thi s my dasorptioofmy outsice setvie.
Staring e g
Ening e
pertiont o
Estmatea ot Num m SrtDate to End e o
Wilany of pace uring "o
Non
,,,,,,,, Non
way o betneen KU nd Ente AnswerHers
rustss, employee or s e tat may aeste el Mo
e "o
orlgniteHG) tht upperts
€« C @ htips//owlexpresstestkennesaw.edy, Q % e
e KSU At "o
ves
ves
. Jsinsh mployee? o
dependen,ssing,gran et N
ves
"o

@ Fom History

BDecisions

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 your submission.

aQ w e

€« C @ htips//owlexpresstest kennesaw.edu/de: 0
owL
EXPRESS

COI Submission Details

Form Informstion

[ —

summisiono sumitaa 2y Fom 1ype sutus Latstoscinon Latstoacinon oste
Form Detais
B Demographic Information
Name Collegetunit JonTie Emit Adare: Afistion Supervsor
= Eiassein i Simes

C0-Crt formston Ofier I Ersessonsi |

B Up-to-Date Form

£ Form History

BDecisions

Approver Aoprover Comments Decison Decision Date

Approver Section
. Request Additional Information

Commenis Need addiional information
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6. What is Next?
Approval Process — High Level Overview:

e Your request will be sent to your first approver, your immediate supervisor.
e The form will be routed to each supervisor in your chain of command. The
last individuals that must approve the request in the approval chain are the
President (staff submissions) and Provost (faculty submissions).
e Each approver has 3 business days to respond to your request.
o If an approver does not respond within 3 days, your request will
automatically escalate to the next level approver.

7. Need Help?

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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