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Purpose

v The Outside Activity Report (OAR) provides an
account of collateral employment while holding

university.

v University employees may engage in collateral
employment and activities consisting of service
within the university that is outside the scope of
the individual's normal employment or outside

ring the normal work week so

long as it Is approved in advance and does not

ict of commitment. Collateral
activities must be reported

and approved w
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nether performed more or less

than_ one day per week.



OAR Submission Timeline

 The Outside Activity Report (OAR) must
be completed by all new employees.

 Must be completed annually by all staff and
faculty (at 50% FTE or greater) by June 10 of
each year.

* Must be completed within 30 days if a change
occurs during the scope of employment
between online yearly submissions.
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OAR Location

 The OAR can be submitted online or a paper
form can be completed if online access is not
available.

— The online form iIs located at:
https://webcentral.uc.edu/oar/index.cfm

— The manual form submission can be downloaded at:
http://webcentral.uc.edu/oarpublic/oardownload.doc
or contact your supervisor for a paper copy.
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https://webcentral.uc.edu/oar/index.cfm
http://webcentral.uc.edu/oarpublic/oardownload.doc

Logging In:
Username

- The username for the OAR is known as an employee’s
6+2.

[ Generally consists of the first six letters of an
employee’s last name, first initial of the first name, and
the first initial of the last name.

1 May differ from the general rule due to the number of
letters in the last name or due to conflicts with other
employees with the same last name, first initials of the
first and middle name.

] The 6+2 can be verified for you if it is not known to
you.
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Logging In Information:
Password

 The password is defaulted as Uc! followed by the eight digit date
of birth in the MMDDYYY format.

[ For example, if the date of birth of an employee is May 12,
1972, the default password will be: Uc!05121972.

] The username and password is also known as a user’s
central login credentials. This set of credentials is used for
many programs at UC which may include Microsoft Outlook,
Blackboard, Collage Content Management System, as well
as a wide variety of other programs.

J Any issues concerning logging in or with a password must
be direct to University of Cincinnati Information Technology
(UCIT) at (513) 556- HELP (4357).
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Logging In Information:
Username and Password

O You will need to change your initial password the first time you logon. The
new password must be 8 characters long, include one capital letter or
special character (!,@,# etc.), one lower case letter, and one number.

U All username and password issues or inquires should be directed to the
UCIT help desk at (513) 556-(HELP) 4357 .
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Logging In

Address https: {fwebcentral uc,edufoar findesx. cfm

Central Login Service
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Authentication Required For:
Outside Activity Reports

You are connecting to a UC website that reqiires BT I Bt e B
authentication. Please enter your UC Centra@Login Service (6 +2)

Username and Password to continue, Login
Password I Change My Password

Set up your Password Self Service profile nj! Log In |

Forgot your password?

Use Password Self Service
or call 513-556-HELP{4357)

in Help

Step 1: Navigate to the web address:
https://webcentral.uc.edu/oar C Ouidelnes
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Logging In

/4§ University of Cincinnati - Microsoft Internet Explorer =S|

N

File Edt View Favaorites Tools  Help
|

OBack > B IiLI IELI .;‘| /-‘;Search |

o e ———e
Contact UCIT at 556-4357 for
Address I@j htkps: fwebcentral,uc.edufoar findex.cfm | W | t h an y p aS SWO rd | S S u eS . |

Central Login Service
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Step 2: Complete the Username and fuﬂsf;?ml |

Password fields, next click Log In. e

I z Log In
The username consists of the user’s 6+2 _gd
and the password is the central login

password.

Use Password Self Service
or call 513-556-HELP{4357)

Login Help

ere to UC computing policies and guidelines
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Step 3: Read the introduction, utilize the

OAR Completion

links provided for examples and conflicts Activity Reports

This annual report cavering the prior dwvelve months must be submitted no later than June 10 by all
University of Cincinnati full-time salaried and hourly employees as well as adjunct faculty (at 50% FTE ar
greater).

Ciraft reports saved anline for later editing prior to final submission will appear at the very bottom of this
home page. Employvees may print out their report at the time of online submission to the unit head
responsible far the first level of reviewrapproval. The unit head as well as the dean or division
administratar responsible for the secand level af review will either approve ar return the report to the
emplovees with an explanation of any issues invalving proposed caollateral activity ar any possible financial
conflicts of interest that need to be resalved. Emplayees will have access to an anline "history" of actions
taken for each oar report.

If significant changes occur in an individual's activities between annual submissions, the emplovee
should complete a new online report prior to undedaking a new activity or, if advance disclosure is not
possikle, no later than 20 days following the change.

Flease review the descriptions and examples of callateral employviment and activities and conflicts of
interest hefare proceeding to the repart farm. This oar report is designed to replace a number of farms
including University Farms A-128, A-1280&), A-128(kh), V.3, Sponsored Services Caonflict of Interest Repaort,
and IRB Conflict of Interest Reporting Formes that were used previously for outside activity reporting, human
| o soonsored rmrr‘h rﬁnnr‘rinrﬂ

of interest. All text underlined in a purple | Employment and Conflicts of Interest
font color serves as links to information which provide PR PPRNE
useful examples, definitions, and =
o a Logout

guidelines. ]

- Home

- Pending Review {0)
INTRODUCTION

- History

all 558-2101 or email
Web.Central@uc.edu for
echnical support.

escriptions & Examples
i ollateral Employiment and
Activities
» Conflicts of Interest

) OAR Feedback Comments

&

Step 4: Click the green circle

- T with the arrow pointing to the
UNIVERSITY ml@ right to proceed to the OAR

Cincinnati guestions.




Welcome Kevin Mewiman

First Annual Employee oar Due June 10, 2008

Collateral Emplovinent and Activitied

i YES {7 NO

Conflict of Iiterest

TR A S T
O YES T NO

doyou expectto receive such payin
outside narmal employment was fof service inside the Liniversity.

Do you currently have or do yo
scope of your normal UC e
required might interfare with
the only such activity was
imiolve any conflict wit

1. Hawe you received outside comp

1. Answer Yes if either ofthe following situations apfly:

Do wau currently receive pay forwork dgfie outside the scope of vour narmal UG employvment ar
B coming year? Answer "es" even if the only pay for work

four LI employment.

OAR Completion

Click on the Collateral E
Employment and Activities and
the Conflict of Interest links for

assistance with questions.

txwpect to hawve in the caming vear unpaid activities outside the
oyment that are so extensive or scheduled in a way that the time » Collateral Employment and
perfarmance ofyour LIS responsibilities? Answer"Mo" if none or if Acthvties

Ancompensated volunteer service outside the University that did not » Conflicts of Interest

Call 558-2101 or email
Web.Central@uc.edu for
technical suppart.

Descriptions & Examples

ZJ)OAF Feedback/Comments

gh=sation from any agen
prfarm for LICE

Il poflict o

2. Inconsulting or other outside employvrfent have you use

nterestwith assigfed University res

F‘ YES 7 NO
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Step 5: Answer each question.
Continue scrolling down the web
page to complete all questions.




OAR Completion

.

Employees who are engaged in research should answer "Yes" if any afthe following situations
apply. Answer "Mo" if you are not engaged in research ar if none of the situations apply.

a. Dovwou ordoes any member of your family have a financial interest {including
consulting with a business enterprise or entity that funds or sponsors your university-
hased research ar scholarly activiby?

h. Dovyoo ordoes any member of your farity have a director or managerial role or a
finghcial interastwith a business enterprise or entity in your field of research or schalarly
activity?

¢.  Doyau have or areyou applying for research funding from & source ar entity inwhich you
bave o cionificantfinancialinteracttbatyonld tesconahly appear to he affected by the

or others collaborating inyour
ichyou are aware?

Step 6: After each question has
been answered, click Save.

the

aped inresearch ornone ap

if Cincinnati | C
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Welcome Kevin Mewrman

outside narm

scope of yaur
required migh
the anly such
ifwolve any co

T YES * NO

OAR Completion

First Annual Employee oar Due June 10, 2008

Integrity Matters

@ Logout

Step 7: Click Next upon the receipt that the form
has been successfully saved. The final step will ¢
include an affirmation, additional comments,
and submission.

anail

h.  Doyou currergly have o
normal Uy Based on your responses, your submission requires 1 additional step(s).

interfere

ctivity weaf 1

flict with

&« Form Saved Successfully!

Affirm, pravide any additional comments & Submit

Flease click the Mext button to continue to the next step.

"

Conflict of Interest

L - =
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g Next |

Web.Central@uc.edu for
technical support.

criptions & Examples

ateral Employment and
ities
licts of Interest

FOAR Feedback/Cominents

1. Haveyou received outside compensation from any agency or individual seeking to profit from
paid wark that you perfarm far LIC?



OAR Completion

@ Logout

- Home

- Pending Review {0}

AFFIRMATION

- History
[« Insubmitting this report, | affirm that the information provided is true to the best of my knowledge. |
alzo affirm that it at any time in the coming year | undertake additional collateral employment and
activities and or hawve a potential conflict of interest Dwill submit an updated Cutside Activity Report. Call 358-2101 or email
Web.Central@uc.edu for
p—) Comments: technical suppart.

| =

Descriptions & Examples
» Collateral Employimernt andd
;l Activities
v Conflicts of Interest

2 OAR Feedback/Comments

Step 8: Read and place a check mark in the box

to the left of the affirmation statement. Enter appropriate
comments, which may be required based on previous

answer selections. Click Submit when completed.
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OAR Completion

- Home

Integrity Matters

- Pending Review (0)
The Farm has bheen successfully submitted! i 1

- History

Call 558-2101 or email
Web.Central@uc.edu for
technical support,

St elQ 9: Cll Ck L 000 Ut Wh en Descriptions & Examples
| t d g v Collateral Employment and
Comp etea. Activities

v Conflicts of Interest

=) OAR Feedback/Comments

» . t'S all ue
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Going Forward

 The OAR will be completed each year of
employment.

 Complete a new OAR within 30 days Iif
the status of collateral employment
changes during the year.
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Purpose

The Outside Activity Report (OAR) provides an account of collateral employment while holding a position at the university.

University employees may engage in collateral employment and activities consisting of service within the university that is outside the scope of the individual's normal employment or outside the university during the normal work week so long as it is approved in advance and does not represent a conflict of commitment. Collateral employment and activities must be reported and approved whether performed more or less than one day per week.











	







OAR Submission Timeline

		The Outside Activity Report (OAR) must

be completed by all new employees.

		Must be completed annually by all staff and faculty (at 50% FTE or greater) by June 10 of each year.

		Must be completed within 30 days if a change occurs during the scope of employment between online yearly submissions.









OAR Location

		The OAR can be submitted online or a paper form can be completed if online access is not available.

		The online form is located at: https://webcentral.uc.edu/oar/index.cfm

		The manual form submission can be downloaded at: http://webcentral.uc.edu/oarpublic/oardownload.doc or contact your supervisor for a paper copy.











Logging In:

Username 



The username for the OAR is known as an employee’s 6+2.  

Generally consists of the first six letters of an employee’s last name, first initial of the first name, and the first initial of the last name.

May differ from the general rule due to the number of letters in the last name or due to conflicts with other employees with the same last name, first initials of the first and middle name.

The 6+2 can be verified for you if it is not known to you.  







Logging in Information:

Password	

The password is defaulted as Uc! followed by the eight digit date of birth in the MMDDYYY format. 

For example, if the date of birth of an employee is May 12, 1972, the default password will be: Uc!05121972.

The username and password is also known as a user’s central login credentials.  This set of credentials is used for many programs at UC which may include Microsoft Outlook, Blackboard, Collage Content Management System, as well as a wide variety of other programs.

Any issues concerning logging in or with a password must be direct to University of Cincinnati Information Technology (UCIT) at (513) 556- HELP (4357).







Logging In Information:

Username and Password

You will need to change your initial password the first time you logon.  The new password must be 8 characters long, include one capital letter or special character (!,@,# etc.), one lower case letter, and one number.  



All username and password issues or inquires should be directed to the UCIT help desk at (513) 556-(HELP) 4357 .







Logging In



Step 1: Navigate to the web address:

https://webcentral.uc.edu/oar







Logging In







Step 2: Complete the Username and

Password fields, next click Log In.  

The username consists of the user’s 6+2

and the password is the central login 

password.  



Contact UCIT at 556-4357 for

with any password issues.







OAR Completion





Step 3: Read the introduction, utilize the 

links provided for examples and conflicts

of interest.  All text underlined in a purple

font color serves as links to information which provide 

useful examples, definitions, and 

guidelines.

Step 4: Click the green circle

with the arrow pointing to the 

right to proceed to the OAR 

questions.







OAR Completion











Step 5: Answer each question. 

Continue scrolling down the web 

page to complete all questions.

Click on the Collateral 

Employment and Activities and 

the Conflict of Interest links for 

assistance with questions.







OAR Completion



Step 6:  After each question has

been answered, click Save.







OAR Completion



Step 7: Click Next upon the receipt that the form 

has been successfully saved. The final step will 

include an affirmation, additional comments,

 and submission.







OAR Completion





Step 8: Read and place a check mark in the box

to the left of the affirmation statement.  Enter appropriate

comments, which may be required based on previous

answer selections.  Click Submit when completed.









OAR Completion



Step 9: Click Logout when 

completed.









Going Forward

		The OAR will be completed each year of employment.

		Complete a new OAR within 30 days if the status of collateral employment changes during the year.
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Outside Activity Report

Cincinnati Of Collateral Employment and Conficts of Interest

irst Annual Employee oar Due June 10, 2008 Integrity Matters.

Welcome Kevin Newrnan @ Logout

~Home

- Pending Review (0)

INTRODUCTION

~History

“This annual report cavering the prior twetve manths must be submitted na later than June 10 by all
University of Cincinnati fulltime salaried and hourly employees as well as adjunct faculty (at 50% FTE or

Call 5582101 or email
greater)

Web.Central@uc.edu for

Dratt repotts saved online for later editing pior to final subrmission will appear atthe very bottom of this technical support

home page. Employees may print out their report atthe time of online submission to the unit head
responsible for the firstIsvel of reviewfapproval. The unit head as well as the dean o division
administrator responsible for the Second level of review will ether approve of return the reportta the
employee with an explanation of any issues invalving proposed collateral activity or any possible fnancial |, Collateral Employment and L
conlits of interest that need to be resolved. Employees will have access to an online "history” of actions Actiitios

taken for each oar report > Conflicts of Interest

Descriptions & Examples

If significant changes oceur in an individual's activities between annual submissians, the employee
should camplete a new anline report prior to undertaking a new activity or, f advance disclosure is not .
possible, no late than 30 days following the change. =) OAR Feedback Comments,
Flease review the descriptions and sxamples of collateral employment and aciviies and conflcts of
interest befare praceeding to the report form. ThiS oar report s designed to replace a number of forms
including University Forms A-128, A-128(a), A-128(0), V.3, Sponsored Senvices Conflict of Interest Repor,
and IRB Conflct of Interest Reporing Forms that were used previously for outside activityreporting, human
Subjests research reporting, and sponsored research reporting
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Cincinnati

irst Annual Employee oar Due June 10, 2008 Integrity Matters.

@ Logout

Welcome Kevin Newrnan

OUTSIDE ACTIVITIES AND/OR FINANCIAL RELATIONSHIPS
Collateral Emplovment and Activities

1. Answer Yes if either of the following situations apply:

a. Doyou currently receive pay far work done outside the scape afyour normal UG emplayment or
do you expect o receive such pay in the coming year? Answer "Yes" sven ifthe only pay for work
outside normal employment was for sevice inside the University.

b. Do you currently have or do you sxpectto have in the coming year unpaid activities outsids the
Scope of your normal UC employment that are 5o extensive or scheduled in 3 way that the time
required might interfere with performance of your UC responsibiliies? Answer "No" f none or if
the only such activity was uncompensated voluntser service outside the University that did not
involve any conflictwith your UC employment.

C¥Es O No

Conflict of Interest

1. Have you received outside compensation rom any agency or individual seeking to profit from
paid work that you perform for UC?

C¥Es O No

2. In consulting or ather outside emplayment have you used information or procedures that might
involve a conflctof nterest with assigned Universiy responsibiliies?

C¥Es O No

ursiae ACHVITY IXepPOIIS 2

Of Collateral Employment and Conflicts of Interest

~Home
- Pending Review (0)
~History

Call 5582101 or email
Web.Central@uc.edu for
technical support,

Descriptions & Examples

Collateral Employment and
Activities
> Conflicts of Interest

5 0AR Feedback Comments.
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TYEs C NO

4. Doyou or does any member of your i have a director or managerial ole or a significant
financiat interestwith 3 business enterprise of entiy that does business with the university?

C¥Es O No

5. Do you or does any member of your immediats family have any other relationships,
commitments, or aciviies that might present or appear to present a conflctof interest with your
UC appointment? Such relationships may include financial interests or rusteeships o
uncompensated activties whether or not you believe the conflict is manageable.

C¥Es O No

6. Employees who are engaged in research should answer "Yes" if any of the following situations,
apply. Answer "No' ifyou are not engaged In research or if none of the situations apply

Da you or does any member of your farmily have a financial interest (ncluding
consulling) with 3 business enterprise or entiy that funds or sponsors your university-
based research or scholarly actity?

Do you or does any member of your f2rily have a director or managerial role or a
financia!interestwith a business enterprise o entity in your field of research o scholarly
actvity?

Do you have or are you appling for research funding from a source or enttyin which you
have a significant financial interest that would reasanably appear to be aflected by the
funded research?

Do any graduats or undergraduats students, visitors, or others collaborating in your
research have any potential canflicts of inferest o which you are aware?

Does your research with human subjects requirs a research protocol approved by the
Instituional Review Board?

€ YES (one or more ofthe above apply) ' NO (not engaged in research or none apply)
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Outside Activity Reports

Of Collateral Employment and Conflicts of Interest
First Annual Employee oar Due June 10, 2008 Integrity Matters

Welcome Kevin Newrnan @ Logout

~Home

- Pending Review ()

OUTSIDE ACTIVITIES AND/OR FINANCIAL RELATIONSHIPS

~History
Collateral Emplovment and Activities

1. Answer Yes if either of the following situations apply: Call 558.2101 "
all 558-2101 or emal

Web.Central@uc.edu for -
technical support,

a. Doyou currently receive pay far work done outside the scape afyour normal UG emplayment or
00 you expect 1o receiveqauaknauin thadamina e Loouo Nan cuonit o anli ool i
outside normal employs

& Form Saved Successfully: criptions & Examples

Based on your responses, your submission requires 1 additional step(s).  Jateral Employment and

b, Doyou currently have o
scope of your normal Ui
required might interfere
the only such activity wal

1. Affim, provide any addiional comments & Subrmit
involve any conflct with

Please clickthe Next button to continue to the next step.

CYES @ No

AR Feedback Comments.

1. Have you received outside compensalion fram any agency of Ingvidual seeking 1o proft from
paid work that you perform for UC?

CYES @ No

2. In consulting or ather outside emplayment have you used information or procedures that might
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Outside Activity Reports

Cincinnati Of Collateral Employment and Conficts of Interest

t Annual Employee oar Due June 10, 2008 Integrity Matters.

Welcome Kevin Newrnan @ Logout
~Home
- Pending Review (0)
AFFIRMATION
~History
[¥ In submiting this report | afim that the information provided is true to the best of my knowlsdge. |
also afitm that if at any time in the coming year | undertake additional collateral employment and
actviies and or have a potential confit of interest | will subit an upgated Outside Activity Report, Call 5582101 or email

Web.Central@uc.edu for

Comments: technical support,

Descriptions & Examples

» Collateral Employment and
Activities
> Conflicts of Interest

5 0AR Feedback Comments.

yriht Informati

3
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First Annual Employee oar Due June 10, 2008

Welcome Kevin Newrnan

The Form has heen successfully submitied!

yriht Informati
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Outside Activity Reports

Of Collateral Employment and Conflicts of Interest
Integrity Matters

@ Logout

~Home
- Pending Review (0)
~History

Call 5582101 or email
Web.Central@uc.edu for
technical support,

Descriptions & Examples

Collateral Employment and
Activities
Conflicts of Interest

5 0AR Feedback Comments.
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