
MPP Outside Employment Disclosure Submission Instructions  | Last Revision Date – 01/26/2024 Page 1 of 2 

 

1. Click on the link in the email to access the form.  Use only the link you were provided as they are specific to each 
user.   

 
 

2. You may need to disable the pop-up blocker on your browser.  Please refer to the ITSS Knowledge Base for 
Disabling Pop-Up Blockers.   

3. Using your campus credentials, log into OnBase.   
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4. Once you have logged in, your employee information should automatically populate in the Employee Information 
section of the form.  If it does not appear or is information for another person, please contact Enterprise 
Applications at DMGT@csuchico.edu before continuing.  

5. The type of disclosure will be preselected for you based on the reporting required. 
 

 
 

6. In the Outside Employment Involvement section, select yes or no if you have outside employment to report.  If 
you select yes, the Employment Information section will open and allow you to enter the nature of the outside 
employment held, the number of hours for the reporting period and the duration to and from.   

7. Select the sign and date button and then submit.   
 

 
 

If you have any questions regarding reporting your outside employment, please contact Kristen Curtis at 

Kncurtis@csuchico.edu.  

If you are experiencing technical problems with the submission of the form, please contact Enterprise Applications at 

DMGT@csuchico.edu.  

 
 

 


