STEPS FOR SIGNING YOUR DISCLOSURE CERTIFICATE

1. You will receive an e-mail in your inbox informing you that you have a disclosure
certificate to be signed.

From: miv-help-request@ucdavis.edu on behalf of | noreply @ucdavis.edu Sent:  Fril/25/2013 11:54 AM
To: miv-help@ucdavis.edu
Cc miv-help@ucdavis.edu
Subject: [TEST] MyInfoVault Candidate's Disclosure Certificate requires signature
You are receiving this notification from the APPLICATION DEVELOPMENT department because the Disclosure Certificate for your Dossier is N

ready to be signed. Please follow these steps to sign your Disclosure Certificate:

* Log in to Mylnfovault to review your dossier as outlined in the Candidate's Disclosure Certificate, the department's recommendation (and
redacted evaluations, if applicable) at http://mivdemo.ucdavis.edu/.

* Select the "Sign My Disclosure Certificate" link located under the "Sign Documents” heading, or the top navigation menu "My Dossier” tab.

Add additional information that will appear in the email notification, if necessary...

If you feel you have received this message in error or have guestions, please contact your department administrator or the MIV Project Team
at miv-help@ucdavis.edu

2. Loginto MIV and click “Sign My Disclosure Certificate” on your home page
(there should be a red number behind this link).

4 Home

Learn how to enter data, create and design your dossier, and send your dossier to your department: How do I get started?
CV & Biosketches

a Manage My Curriculum Vitae (CV)
A My Dossier Manage My NIH Biosketch

My Packet Requests (0)

\/ Completed Actions

Sign Documents View Dossier Archive

View My Complete Dossier/Sign My Disclosure Certificate (1)
(2 iLi Reports
“\ Review Dossiers View MIV Users
Review Other Candidate's Dossiers (0) View MIV Deans
View MIV Department Chairs
( {,/f ) View MIV Open Actions
N Open Actions

View Dossier Snapshots

3. Click on “Sign My Disclosure Certificate” and you will receive another link that
says “Review My [action name & year] and Disclosure Certificate.”

# Home = Sign My Disclosure Certificate

Sign My Disclosure Certificate

Please review your dossier, the department's recommendation (and redacted evaluation, if applicable), and sign your Disclosure Certificate(s).

Review my Appraisal 2016 and Disclosure Certificate for SOM - Internal Medicine
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4. Click on that link and you will receive a message that says “View My Dossier as
One PDF File: [action & year]

4 Home > Sign My Disclosure Certificate List > Sign My Disclosure Certificate 3 (Elisabeth Adler-Lund) Return to My Account

Sign My Disclosure Certificate

Candidate: Elisabeth Adler-Lund

View My Dossier as One PDF File: Merit 2013

Signature Requested for: My Candidate's Disclosure Certificate

Requested by: Information and Educational Technology - Application Development

I certify that I have reviewed my dossier as outlined in the Candidate's Disclosure Certificate, and I have reviewed the department's
recommendation (and redacted evaluations, if applicable).

Sign My Candidate's Disclosure Cediﬁcatel Cancel|

5. Click on the action and year link (Merit 2013 in the example above) to review their
entire dossier as one PDF file. This PDF file includes all redacted extramural
letters (if applicable) and any other documents added to MIV by the department.
This is your opportunity to save a copy of the dossier to your computer. You may
also review only the “My Candidate’s Disclosure Certificate,” but this is only the
disclosure certificate, not the entire dossier.

6. After you are satisfied with your review, click the button “Sign My Candidate’s
Disclosure Certificate,” at which time you will receive a confirmation screen:

«a (Elisabeth Adler-Lund) Return to My Account
#A Home = Sign My Disclosure Certificate List = Sign My Disclosure Certificate = Sign My Disclosure Certificate: Confirmation

Sign My Disclosure Certificate: Confirmation

Candidate's Disclosure Certificate has been signed by:

Elisabeth Adler-Lund: 1/25/13 12:02 PM

7. If you are NOT satisfied with your review, click “Cancel” and alert the department
administrator or department chair that you have declined to sign their disclosure
and that the dossier needs additional work.

NOTE:

« If you have a joint appointment you will need to sign a disclosure for each department.

* Signing this certificate acknowledges that you have approved of the dossier as reviewed.

« If changes are made to the dossier, you will need to sign a revised disclosure certificate for
each of your appointments.
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