Step 1: Launch eDisclose

Open the myUSF portal by clicking on this link: http://my.usf.edu and taking the following
steps:

1) Enter your NetiD.
2) Enter your NetID password.
3) Click on the Sign In button to log into myUSF.
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USF NetlD Single-SignOn
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By logging in, | agree to the terms of the Acceptable Use Policy.

J

Choose eDisclose from the Business Systems drop-down menu of myUSF.

1, USF

EMAIL = LEARNING & TEACHING TOOLS < BUSINESS SYSTEMS = MY RESOURCES = MANAGE MY NETID

Special Announcement Features Inside USF
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Step 2: Open & Complete Your FCOE Form

Click on the New FCOE Disclosure button to open a new FCOE disclosure form.
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Welcome Disclosures

Page for John Discloser

eDisclose Discloser Page for John Discloser

) e Welcome to your Personal Disclosure Workspace. Here v
eDisclose Discloser revievs and determination. Specifically you can:
Create... : : 2
- Create a new disclosure using one of the activity butt
ia NOWw'T CORTEICIONITe j - View disclosures needing your reviev and action on t
- View a history of all your disclosures on the All Discl
Disclose Outside Activity « Access more specifics about a particular disclosure b
[ @ New Outside Activity ]

@ Use % as a viild card v/hen filtering information on t

Read the training pages and answer the associated questions. Click the Continue button
to proceed through the form. This button is located on the upper and lower right-hand
corners of every page of the form.
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Save | Exit | Hide/Show Errors | Print... | Jump To: - 1.2 Vendor Rel h Employ tr: |~ /

Click Continue to save your answers
and go to the next page of the form.

Vendor Relationships: Employment/Contractual 1.2

eDisclose Discloser Guide | FCOE Form Submission How-To | Last Updated 4/27/14 2



Step3: Submit Your FCOE Form

Review the Florida Code of Ethics (FCOE) Summary page for accuracy.

@ If you need to change your answers, use the Back button to go back to the
page which needs to be edited.

Florida Code of Ethics (FCOE) Summary 6.1a
Please revievs the belovs summary of your Florida Code of Ethics (FCOE) disclosure for accuracy. If correct, then click on “Save”, located on
the top and bottom toolbars on this page, to save your FCOE disclosure vithin the eDisclose system. "
You have disclosed that you may have the following FCOE ricted busi ploy or i @
(sl Ch k If you need to change your
1 F : disclosure, use the “Back” buttons
hs‘ilmg to the USF System / €CK your responses et oo TR loft i e of the
Vendor Relati ips (Employ 1y top and bottom toolbars on this
Db for accuracy. D o
Vendor il (Material
No
C | Services Participati

no
Employment of a related person:
no

Check the checkbox on the Disclosure Saved page and then click the Finish button.
This will submit your FCOE form.

Save | Exit | Hide/Show Errors | Print.. | Jump To: -6 4 Dsclosure Complete ~

Click Finish after you have checked e
the box indicating you are ready to submit

Disclosure Saved 6.4

Check this box

Thank You! @

You have successfully saved your disclosure in the eDisclose system. In order to submit your disclosure for

review, be sure to click on one of the “Finish™ buttons located on the right-hand side toolbar. If you want to

wait and submit your disclosure at a later date, use the "Exit" button located on the bottom and top toolbars
n this page.

(@ Check this box to indicate you are ready to submit your disclosure for review now.)

Congratulations, your annual FCOE Disclosure is submitted!
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