ETHICS OFFICER FUNCTION
Dear colleagues,
The system has been enabled to do the ethics officer function as follows:
1. Click ethics officer verification
2. Outstanding verifications
On your right hand side screen, complete the fields as follows:
3. Disclosure period:  2013/14
4. Disclosure status:  select “disclosure submitted by employee”
5. Part / ID number:  input (type)* (shift 8)
6. Click search.
The system should give you the results of employees in your jurisdiction who have submitted the disclosures for 2013/14.
The other method you can use is as follows:
1. Click ethics officer verification
2. Outstanding verifications
On your right hand side screen, complete the fields as follows:
3. Disclosure period:  2013/14
4. Disclosure status:  select disclosure submitted by employee
5. Part / ID number:  put in a specific id number
6. Search
The system will return a specific record.  This is even faster, but I know the process of inputting id’s or names one by one might be tedious, but currently these are the two methods we could use to process the disclosures.  Remember that the EA will also have to use the same method to process the disclosures to PSC.
The access to reports is also resolved, so you can access your own reports.
1. Click ethics officer verification and the drop down menu will include reports
2. Click any of the reports.  Disclosure status will provide you with the overall management report.
3. Follow the directions on the right hand side of the screen and then search.
Regards.

