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Navigation and Basic Tasks (Dashboard)

To log in, please click here or copy and paste the following link in your web browser to log in using your SSO credentials:
https://tamu.huronresearchsuite.com/

When you first log in, you will be on your Dashboard, which is the starting point for finding items and performing many
basic tasks.
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To find key items

From your Dashboard, you will see:
—— My Inbox: Items that require you to take action.
— My Reviews: Items assigned to you to review if you are a reviewer. These are a subset of the items in “My Inbox”.

Recently Viewed:
Recent: The last several items you viewed. Scroll through this list to find an item you worked on recently.

Pinned: You can pin the items in the Recently Viewed section for quick and easy access. This is where those pinned items are listed.
Personalize Table: You can alter the tables displayed on the dashboard by using the Personalize Table gear icon.
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Introduction

This guide shows how to assign and remove a Proxy from your COI disclosure
profile in Huron.

A Proxy is a person who is authorized to act on behalf of the discloser.

NOTE: An assigned Proxy may enter necessary information in a Disclosure
Profile (on behalf of the discloser). However, the Proxy is not allowed to
submit the Certification of the disclosure. The Certification is an electronic
certification which is automatically generated by Huron, requiring the
discloser to confirm that the submitted disclosure information is accurate,
current, and complete.
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Allow a Proxy to Disclose for You

A proxy is a person who is authorized to act for a discloser.
The proxy can perform the following tasks for the discloser in Huron COI:
* View the COI Disclosure Profile workspace, including Management Plans, Pre-Approval
Requests, and disclosure summary table.
* View the Instructions and Policies page in the SmartForm.
* Edit the Entity Disclosure Information page in the SmartForm.
* Assign and Remove proxy assignments for the discloser.
* Notify the discloser when the proxy has completed the updates.

However, the discloser must do the following tasks personally. The proxy cannot:
e Submit Disclosures
e Submit Certifications related to submitted Disclosures.
* Review and Certify COI training completion.
* Respond to a Clarification Request.
* Review and Accept Conflict of Interest Management Plans.
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Assign a Proxy

The Assign Proxy activity is used to add a new proxy assignment or change it to
someone else.

1. Log in the Huron system using SSO, and click on your Discloser Profile

2. On the disclosure workspace, click Assign Proxy.
3. Select the proxy using one of the following methods:

COl = Disclosures = Disclosure Profi

a. Inthe Discloser proxy box, start typing the name of t roxy, and Efnf:o?:t‘erg_mﬂ'e last
select the person’s name from the list of results. Click OK. 5/25/2022
. .. ] ] Training last completed:
b. Click the ellipsis (...) button, select the proxy from the list and ¢ 41202022
. . Training expiration date:
You can also use the filtering tools to search for a person. 3/10/2026

Note: The proxy receives an e-mail notification about the assignment, and E e ——

the Disclosure Profile appears in the proxy’s inbox. The Proxy can now _
perform tasks on behalf of the discloser.

After a proxy is assigned to the discloser, the proxy's name is displayed in
the workspace.

Disclosure Profile for

------

ruble
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Complete the Proxy Update
If you are assigned as Proxy, follow these steps:
1. Log in the Huron system using SSO.
2. Under the COIl tab, click on the link for the specific Discloser Profile for JcloseFonies
which you want to complete the proxy update. Fitter by @ Name v [En
3. If the discloser has something to disclose, Click on an R
enter the related information. ;ZC:Z::;:::Z :Z:;Z%
4. After you have entered all the relevant information, or if the discloser does not Disclosure Profile for Brian|__|

have anything to disclose, Click Complete Proxy Update.

5. If required, enter comments and upload supporting docum,m Complete Praxy Updat

6. Click OK. & Assiin Proxy

7. The discloser receives an e-mail notification that the proxy has completed the R N
updates. The discloser needs to review the updates done by the proxy and then e
complete and submit the discloser profile update.

Discloser proxy: Brian Ridenour

Note: The proxy details appear in the History tab of the disclosure profile.

. . . \D]rclosures>mstory
Just below the state of the disclosure profile, the discloser can see the date on :
which proxy completed the latest update.

Filter by @  Activity

Activity

4 Proxy Update Completed 7
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Remove the Assignhed Proxy

The Remove Proxy activity is used to remove the proxy assignment from the discloser's profile.
After executing this activity, the proxy will no longer have access to the discloser's profile.

1. On the disclosure workspace, click Remove Proxy. Request Pre-Approval

2. Click OK to remove the assigned proxy. [ Complete Disclosure Profile

polate

1 =

[+ Review and Accept Plans

& Assign Proxy

:'E.L"' wLy '—"L'.:'l.
| (@ 5

Note: The proxy receives an email notification about the removal, and the discloser profile disappears
from the proxy’s inbox. Then the proxy can no longer perform tasks on behalf of the discloser.



