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HOW TO AUTO-GENERATE YOUR FINAL APPROVED REQUEST INTO A DISCLOSURE 
Please follow all 10 quick steps listed below.  These steps will only take a minute to complete. 

Step 1: Log into the outside activity portal: https://apps.utsystem.edu/ActivityPortal/ 

Step 2: Scroll down to your “Requests” table 

Step 3: Find the ‘Final-Approved’ request and click on ‘Select’

 

Step 4: Click ‘Generate Disclosure from Request’  

 

Step 5: Please answer the following questions:

 

Please be sure to select the 
2023 year 

2023 

ABC 01/07/2023 

ABC Company 

MINER 

8655 

https://apps.utsystem.edu/ActivityPortal/
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Step 6: Once the disclosure has been generated click on ‘Return to Main Menu.’  

 

Step 7: From the Main Menu, scroll down to your ‘Disclosure’ table, click ‘Select’ on your CLONED auto-
generated disclosure

 

Step 8: Review all sections of your disclosure form and update any information as needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

01/14/2024 ABC 

109759 

Please be sure the start and end dates 
are within the 2023 calendar year 

(01/01/2023 – 12/31/2023) 

CLONED 

2023 

01/1/2023 
12/31/2023 

 01/14/2024 
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Step 9: Once all of the information has been updated and is correct, click on ‘Submit Disclosure.’ 

 

Step 10: Please confirm by clicking ‘Yes, I want to submit.’ 

 

  

109759 


