HSCP Annual Certification (for reviewers)

3. Once you are in the Annual Certification screen, you can use the radio

e Compliance with APM 671: Faculty are responsible for submitting annual buttons to select filtered views of annual certification forms:
repOftS Of a” Category I and ” aCtIVItIeS and Compensatlon earned from SUCh NEEDS MY REVIEW :Erunmsmfnoczw (:IAPPRWED : i\ STOCK VALUATION ,ALLAc‘nvas -ANTJUALCERTIF\CATIONS IXDELETED
FACULTY: ANNUAL CERTIFICATIONS || Finter rorme: Dot submittes @) in qusue (with no sctvies) () in queue (with activiies) () in pracess () acceptea
activities (or the lack thereof) to the Department Chair. [APM 671-6-b-(6)]

¢ Not Submitted: Waiting for faculty to certify

¢ In queue (with no activities): Pending your review — no OPA
e In queue (with activities): Pending your review — with OPA
e In process: Pending submission or Chair/Director approval
e Accepted: Approved by Chair/Director

e Pending Approval Forms: Faculty will not be able to complete the annual
certification until all prior-approval forms (e.g., Category |, exceed threshold)
have been approved and all payments due the Plan have been settled.

Getting Started

1. Log into OATS: Log into OATS using MyAccess: OATS will be listed as an 4. To review forms in your queue with no activity, select the “In queue (With
application you can select; clicking on the application name will open a new No Activities)” radio button. You can bulk review all forms from faculty who
browser and take you directly into the OATS system. did not engage in any outside professional activity. Check the box in the

header row to select all forms and click the “Sign rows that are checked”

Reviewing Annual Certification Forms button. This will push all the forms to the Approver’s queue.

2. Use the arrow buttons to navigate to the fiscal year reporting period for o — Saneatue | bhciies | THews | TSmngs | SueTorn rtons
which you are reviewing annual certifications. Click the AP REVIEW tab and B e rensay o weowsTmmOm s °
then Select the ANNUAL CERTIFICATIONS tab. M 888888866 Saund, Dalip 999991 - OATS Training Dept 03132019 o 000 0.00 0.00

[] sssseeszz  wong. Anna 900901 - OATS Training Dept 03132019 o 000 000 000

] Ty ] tceseessso  vamasaki Minors 099991 - QATS Traifing Dept 03132019 [ 000 000 0.00
» AP REVIEW FISCAL REVIEW APP ADMIN ARSRVER: S VEW i @ Stalus  Lagend J I ROTICATIONS s
Showing 1107 of 7 entries
Fiter by date: From IS 2 || ciear wision: [~ Select a dvision v i -
NEEDS MY REVIEW 23 FORMS IN PROCESS + APPROVED 4 STOCK VALUATION ® ALL ACTIVITIE il ANNUAL CERTIFICATIONS X DELETED .

FACULTY: ANNUAL CERTIFICATIONS  Fitertorms: () not submimes  ®)1n queue witn no actviies) (O in queue witn actviies)  Oinprocess (O acceptea

s [ erves 5. To review annual certification forms with activities, select the “In queue
e mem e e T T U Teen | memw L e (With Activities)” radio button. Click the Annual Certification button to

[] sessessr Friedan, Betty 900901 - CATS Training Dept 031372019 [] 0.00 0.00 0.00
O . review an individual faculty report. Click here for more detailed instructions on
[] sessesses  Lee Bruce 999991 - OATS Traming Dept 0311372019 o 000 000 0.00 hOW to reVIeW annual Certlflcatlons

O we Faculty It Department Signed Date # Activities Total Hours Total Earnings. Due To Plan

[[] sesesess?s  Friedan Betty 900001 - QAT Training Dept SR ] 000 000 0.00
[[] ceesessa  mouye. Daniel 999991 - DATS Training Dept 03132019 ] 000 000 0.00
[[] wsesseeess  Lee.Bruce 999991 - DATS Traming Dept 03132019 0 000 000 0.00
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https://info.ucoats.org/files/view/training/How_to_review_annual_certification_reports.pdf

