FDM DAEO Frequent Task How to Guide
The top Agency FDM DAEO can complete any of these tasks throughout the Agency.  Inside an FDM Agency any subordinate FDM DAEO role(s) can take these actions only on Filers/reports in subordinate org units within that FDM DAEO’s area of responsibility.

Contents
(Click the hyperlinked topic to see a short summary and a link to a more 
detailed explanation of the topic with step-by-step instructions)
· Report Oversight/Management

Assign a 278
Remove an Assigned, Not Started report assignment
Record an extension on an Assigned, Not Started 278 or a Draft 278

See who has not started an Assigned 278
See 278 review progress
See a summary (numbers only) of reports filed as of today’s date
See a report of overdue OGE 450s
· Report Processing

View a 278
Change a Supervisor on this 278 only
Record that Supervisor reviewed outside FDM
Bypass a Supervisor review
DAEO action options on a 278
Complete Draft without Filer eSign in FDM

Print (includes View pdf, Save)
Oversee 450 report processing
· Administrative Actions

Update my FDM contact info
Add my DAEO Ethics Counselor (DAEO EC)
Edit an existing FDM org unit
Add new/replace departed users (other than Filer) for an existing FDM org unit

Add a new FDM org unit
Add a new-to-my Agency FDM 278 Filer
Add a 278 Filer Assistant
Remove a departed Filer
Send suggestions for additions/changes to FDM Webmaster.
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FDM DAEO Frequent Task How to Summary/Links
(Underlined text in left column links to more detailed explanation on that topic later in this document.)
	In my DAEO (or DAEO EC) role I want to …
	where (FDM tab)
	Suggestion; Reference/Resource
(Underlined text in this column links to online resources)

	assign a 278 so Filer knows which report to eFile
	Admin | Filers
	Assigning when registering a Filer includes an option to Notify Filer to eFile.

Note: FDM automatically assigns an Incumbent report to all registered 278 Filers on the last duty day of the calendar year.

Filers see Assigned, Not Started reports on the My Reports | Reports Not Started tab as explained in the 278 Filer Quick Start.

Tutorial Assign a Report
Assigning a Report
FDM User Guide, page 47

	remove an Assigned, Not Started report assignment

since Filer does not need to file the assigned report
	My Reviews | Review Reports – OrgUnit View Mode
	Assigning a Report, page 2
FDM User Guide, page 52

	record an extension on an Assigned, Not Started 278 or an existing 278
	My Reviews | Review Reports – OrgUnit View Mode
	1. The SLC, SLC EC, DAEO, and DAEO EC roles may record an extension on an FDM 278 before the DAEO completes it.

2. Report must be at least in Assigned, Not Started (see Assign a 278 to assign a report) or Draft status so that it has a “Review Status” screen.

3. Find the report on the My Reviews | Review Reports tab, View it, click on Review Status. 

4. Click on “View/Edit Due Date & Extensions” (on the right side, just to the left of the Common Questions) and follow the onscreen prompts.

Extensions
Tutorial Managing FDM Extensions
Managing Extensions

Also see Edit a report due date, FDM User Guide, page 50

	monitor 278 processing & . . .

	see who has not started an Assigned 278 
	Management  Reports | Disclosure
	1. Click on Option 3,”Filers with No Disclosures”

2. Check the “Show My Filers” radio button

3. Click “Generate Report”
Using FDM Management Reports & slides
Management Reports
Using FDM 278 & slides  

	see 278 report review progress details
	Management  Reports | Disclosure
	1. Click on Option 2, “Disclosure Report Detail”

2. Check the “Show My Filers” radio button

3. Click “Generate Report”
Using FDM Management Reports & slides
Management Reports
Using FDM 278 & slides  

	see a summary (numbers only) of report progress
	Management  Reports | Disclosure
	1. Click on Option 1, “Registered Filers Summary”

2. Check the “Show My Filers” radio button

3. Click “Generate Report”
Using FDM Management Reports & slides
Management Reports
Using FDM 278 & slides  

	see a report of overdue OGE 450s
	Management  Reports | Currently Overdue
	1. Start on the Management Reports | Currently Overdue tab

2. Click “Generate Report”







	In my DAEO (or DAEO EC) role I want to

because (or to)
	where (FDM tab)
	Suggestion; Reference/Resource
(Underlined text in this column links to online resources)

	see possible DAEO/DAEO EC actions on a 278:

	View a 278 

	My Reviews | Review Reports
	Click on View for details

Tutorial Reviewing a 278
Reviewing a 278

	change a Supervisor on this  278 only (for a temporary Supervisor will review this 278)
	My Reviews | Review Reports – Review Status screen of the 278

Note: *OGE regulations require final certification within 60 days of report receipt when the reports do not require additional information or remedial action. (See OGE Program Management Advisory PA-11-04, http://www.oge.gov/DisplayTemplates/ModelSub.aspx?id=2147484468.)
	1. Click “Show Report Review Chain Controls” action button

2. Click “Change” in the row for the Supervisor

3. Follow the on screen prompts

Edit the org unit on the Admin | Org Unit tab to replace a departed Supervisor. Managing Org Units and Roles, page 2

	record that Supervisor  reviewed outside FDM
	
	1. Click “Show Report Review Chain Controls” action button

2. Click “Change” in the row for the Supervisor

3. Follow the on screen prompts

	bypass a Supervisor review to process 278 without an indication that Supervisor reviewed
	
	1. Click “Show Report Review Chain Controls” action button

2. Click “Change” in the row for the Supervisor

3. Follow the on screen prompts

Alternative: Click on “Submit to DAEO” after the SLC role eSigns and ignore that Supervisor did not eSign/review.

	Admin Close
	
	Admin Close – use to retain the report data, but not count or finish the report.  Filer may prepopulate from a report in Admin Close status.

	Delete
	
	Delete – permanently removes the report data from FDM.  Cannot be undone.  

	Request Filer Amend
	
	Request Filer Amend – starts the process to request Filer amend the report.  Use when you decide Filer must personally provide additional information in the report.

	End Initial Review
	
	End Initial Review – allows recording that you have reviewed the report but are not ready to eSign and Complete. See 5 CFR 2634.605 for OGE’s 60-day review rule.

	Submit to DAEO
	
	Submit to DAEO – temporarily locks the report preventing Filer from changing; converts it to “Submitted to DAEO” status so DAEO/DAEO EC see an eSign and Complete action button. 

	Undo Submit to DAEO
	
	Undo Submit to DAEO – unlocks the report so other Reviewers may add additional information or the Filer may amend.

	eSign & Complete
	
	eSign & Complete – click to record final DAEO/DAEO EC “certification” of the report shown as Submitted to DAEO. Cannot be undone. Prevents report deletion for 6 years after Filer’s eSign date.  See 5 CFR 2634.603(g)(1)

	Complete a Draft without Filer eSignature since Filer signed on paper outside FDM
	My Review | Review Reports
	1. Start on the My Reviews | Review Reports tab, find the report you want to print

2. Click “View”



	Print (or view/save a pdf file of the) 278
	View/Print tab (inside the report)
	1. Start on the My Reviews | Review Reports tab, find the report you want to print

2. Click “View”

3. Click the “View/Print” tab after FDM displays the Getting Started screen

4. Click the “View/Print” action button

Note:  once a report is Complete the DAEO or DAEO EC roles may view/print an “official copy” without the FDM watermark.





	In my DAEO (or DAEO EC) role I want to

because (or to)
	where (FDM tab)
	Suggestion; Reference/Resource
(Underlined text in this column links to online resources)

	see key Administrative tasks:

	update my FDM contact info to report changes to my FDM account
	My Info | Contact Info
	Key Features, page 3

Quick Reference on email settings to avoid spam filters

	add an Ethics Counselor
to act for or instead of me as DAEO on the same reports I could act on
	My Info | My ECs
	1. Click “Add DAEO EC”

2. Enter name

3. Click “Search”

4. Click “Select”

5. Click “Confirm”

Notes: 

· FDM will email the person(s) you added as your DAEO EC indicating (s)he now has FDM access in that role.

· Your DAEO EC can do the same things in FDM that you can do.

· Remember to remove your DAEO EC(s) before you leave or after they leave or no longer should use FDM in that role.

	
	
	

	edit an existing FDM org unit to change/update an existing org unit name 


	Admin | Org Unit
	1. Search for the org unit name or click the down arrow until the org unit displays, 

2. Click “Edit” to open the Org Unit Edit screen.

FDM User Guide, page 26;

	add new/replace departed users (e.g., Supervisor; other than Filer) for an existing FDM org unit


	Admin | Org Unit
	1. Search for the org unit name or click the down arrow until the org unit displays

2. Click “Edit” to open the Org Unit Edit screen.

3. Click “Change” or “Assign” for each role you want to change.

Note: FDM uses org unit hierarchy – roles are acting at subordinate levels until another user is assigned in that role. No need to assign to a role if the “acting” user is who you want to assign.
FDM User Guide, p 30

	add a new FDM org unit to 
create a location for Filers under a new Supervisor (not a successor Supervisor)
	Admin | Org Unit
	1. Find the org unit immediately above where you want to add the new org unit

2. Click the down pointing arrow to the right of the org unit immediately above where you want to add the new org unit

3. Click on the “Add Org Unit” action button 

Managing Org Units and Roles
FDM User Guide, p 21

	add a new-to-my Agency FDM 278 Filer 
	Admin | Filers
	1. Select Next Level Down until you reach the org unit for the Filer’s Supervisor

2. Click the Add 278 Filer action button.

Note: Add the Filer who is also a Supervisor in the org unit where that user is assigned as Supervisor so the org unit SLC can see that Filer’s 278.  FDM automatically looks next level up for the Supervisor on the Filer’s report

Caution: If FDM indicates the Filer was already registered in FDM you may see that the Filer has a 278 assigned in that other location. Follow the onscreen instructions before proceeding.  Most of the time you can move the assigned report within your Agency, but not when the Filer is outside your agency at the time you are adding him/her.
Manage Filers, page 1

	add a 278 Filer Assistant to 
draft a Filer’s 278
	Admin | Filers
	1. Check the “Show My Filers” radio button & Search for the Filer’s name

2. Click on View
3. Click on “Add Filer Assistant”

4. Search for the person you are adding.

Cautions:

· Be sure to add the right person. 

· Only the Filer can remove a Filer Assistant (My Info | My Assistants tab).

	remove a Filer

because (s)he no longer files with my Agency  
	Admin | Filers
	1. Check the “Show My Filers” radio button & Search for the Filer’s name

2. Check the check box to the left of the Filer’s name

3. Click the “Remove 278 Filer Role” action button, Confirm.

Note:  also remove Assigned, Not Started Reports

Manage Filers, page 3




· Assign a 278

1. Start on the Admin | Filers tab:
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2. Click the Retrieve Filers action button to display results in a table like this for all 278 Filers where you are in the report review chain as DAEO:
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3. Check the check box to the left of one or more Filers that you want to assign the same report type.

4. Click the “Assign 278 Report” action button and complete the choices for the report year, type, and due date. 

5. Click Save, Confirm
FDM will display an optional choice to Notify now or not.  Decide and click Continue to proceed.


· Remove an Assigned, Not Started report assignment

1. Start on the My Reviews | Review Reports – OrgUnit View Mode
2. Search for the Filer

3. Click the “Remove Assignment” action button in the far right of the row with the Filer’s report that you want to unassign.  This action means that the report will not be counted on the SLC Worksheet extract of information annually reported to OGE on the number and types of 278s.



Management Reports
Using FDM Management Reports & slides
Management Reports
Using FDM 278 & slides  

· See who has not started an Assigned 278

1. Start on the Management Reports tab
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2. Click on “Filers with No Disclosure Report” (Choice 3)
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3. Clicking “Generate Report” displays a Report Results screen like this:
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· See 278 review progress

1. Start on the Management Reports | Disclosures tab
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2. Click on “Disclosure Report Detail”
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3. Clicking “Generate Report” returns a Report Results screen like this:
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· See a summary (numbers only) of report progress
1. Start on the Management Reports | Disclosures tab
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2. Click on Registered Filers Summary to open this screen
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3. Clicking “Generate Report” returns a Report Results screen like this:
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· View a 278

Reviewing a 278 tutorial: https://www.fdm.army.mil/documents/FDM_REVIEWING_A_SF_278_FOR_WEBSITE_53/Reviewing_an_SF_278_TOC.html 

Quick Reference: QRC Reviewing a SF 278 https://www.fdm.army.mil/documents/QRC_Reviewing_SF_278.pdf 
DAEOs may View a 278 in several ways:

· My Reviews | Review Reports tab – Worklist View Mode (default, most frequently used; displays those reports less than 30 days old ready for your action in a particular FDM role)

· My Reviews | Review Reports tab – OrgUnit View Mode (will display all 278s in all Review Status – Assigned, Not Started; Draft; Under Review; Submitted to DAEO )

· My Reviews | Manage Exceptions (for reports over 30 days old, reports with Notes)

1. Go to the default My Reviews | Review Reports – Worklist View Mode or click the “OrgUnit View Mode” action button (far right, near Common Questions display).

a. Worklist View Mode displays those reports ready for DAEO action (Action = “Action Required” as the default).

Default landing screen: My Reviews | Review Reports – Worklist View Mode
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Note:  this FDM DAEO only has a DAEO role.  If this user had more than one FDM role the My Roles drop down box would be different and user should pick a role.

Use the defaults and click Search or, to focus only on 278s ready for your DAEO action, set the Search filter settings as follows and click Search to load reports ready for your DAEO action.    

My Role: DAEO (DAEO EC)

Form Type: SF 278

Year = ALL (or pick from drop down choices) 

Reporting Status = All

Review Status = Submitted to DAEO

Action = Action Required (default) to display only those reports already “Submitted to DAEO”

To see all 278s for Filers under your DAEO authority, click “Reset” to restore the original Search settings and click Search.  

b. OrgUnit View Mode allows you to set multiple search filter combinations to see specific reports including those over 30 days since the Filer eSigned, those still Under Review and not yet “locked” in “Submitted to DAEO” status for final DAEO action.

Click the “OrgUnit View Mode” action button on the right side to display this screen:

My Reviews | Review Reports – OrgUnit View Mode
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Suggestions:  

· Use the “Org Unit View Mode” most of the time because it lets you more easily, quickly see more reports in different review status all at once.

· Almost always check the “Show My Filer’s Reports” radio button.  (If you have subordinate FDM DAEOs and you want to see the reports assigned to them check the check box to the left of the “Include Filer’s Reports for Org Units assigned to other DAEOs.”)

FYI: This screen shot shows drop down menu options:
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2. Set desired search filter settings, enter the Filer’s name, and click Search.

Click the View action button in the row for the Filer’s report you want to open.

Click View for a report in the table below the Search box to open that report.  The Report Data row of tabs will display:
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and the Report Progress Bar wizard (below) lets you click through or use Continue to advance through the report sections.
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FDM 278 has a “Compare” view for Filers with more than one 278 in FDM:
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Click “Compare” to open a view that highlights all changes a Filer made in this report as compared to the prior report.

The Review Reports sub-menu displays sub-tabs (left to right):

· Report Data – main area used for preparing (or reviewing a report with FDM’s report wizard).

· Attachments – add/replace/view attachments associated with a report.

· Comments – area for recording Reviewer comments on a report.

· Flags – identifies missing or incomplete information that must be provided before the report is filed.

· Red Flags  - indicate a significant deficiency or missing information that may prevent the SF 278 from being certified/approved until cleared.
· Yellow Flags – indicate you may need additional information or clarification. For example, FDM “yellow flags” certain assets (i.e., 401(k), IRA) to remind all involved that the Filer may need to report the underlying holdings in the asset.  Look at the asset information to decide if you need more information. 

· Audit Trail – tracks all changes made to the report).

· View/Print – provides the user a view and print function for the report.

· Review Status – shows who has reviewed/approved a Filer’s report.

· Compare – highlights changes a Filer made from prior report when prepopulating the current one from the earlier one.

· Previous Reports – displays a Filer’s prior reports in FDM.

· Notes – an area for recording a temporary, Post-it type note as a memory jogger.  Note: opening a Report Note temporarily moves the report to the Manage Exceptions area.
278 review suggestion: Many FDM DAEOs/DAEO ECs click the Compare (when available), then Comments, Flags, Audit Trail, View/Print, and Review Status tabs before reviewing the substance of a report.  These help quickly identify missing or explanatory report information as well as display who else has reviewed the report (Review Status tab).  Office of Government Ethics (OGE) financial disclosure report review guides are available on the FDM website Resources tab.  In addition, a “Quick Reference,” Reviewing a SF 278, https://www.fdm.army.mil/Documents/QRC_Reviewing_SF_278.pdf, is available.  Some DAEOs prefer to print the report to review it.  Go on the View/Print tab and click View/Print.  Return to the wizard view to add any section/line item comments. 



· Change a Supervisor on this 278 only

1. View the report from the My Reviews | Review Reports – OrgUnit View Mode display.  

2. Click on the Review Status tab of the report. 

3. Click on Show Review Chain Controls:
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Notice the change in the Review Chain table:
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4. Click “Change” in the row for the Supervisor to see this screen with several options:
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5. Check the radio button to the left of “Change the Organizational Supervisor,” Click Continue, and follow the on screen prompts to change the Supervisor reviewer.


· Record that Supervisor reviewed outside FDM

1. View the report from the My Reviews | Review Reports – OrgUnit View Mode display.  

2. Click on the Review Status tab of the report. 

3. Click on Show Review Chain Controls:
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Notice the change in the Review Chain table:
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1. Click “Change” in the row for the Supervisor to see this screen with several options:
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5. Check the radio button to the left of “Record that the Supervisor signed outside of FDM,” Click Continue, and follow the on screen prompts to record the Supervisor’s review.



· Bypass a Supervisor review

1. View the report from the My Reviews | Review Reports – OrgUnit View Mode display.  

2. Click on the Review Status tab of the report. 

3. Click on Show Review Chain Controls:
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Notice the change in the Review Chain table:
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4. Click “Change” in the row for the Supervisor to see this screen with several options:
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5. Check the radio button to the left of “Bypass the Review,” Click Continue, and follow the on screen prompts to bypass (skip) the Supervisor reviewer.


DAEO action options

	Report Status
	DAEO/DAEO EC Possible Actions on an FDM 278

	Assigned, Not Started
	Remove assignment or record an extension

	Draft
	Admin Close, Delete, Complete w/o Filer’s Signature

	Under Review
	Admin Close, Delete, Request Filer Amend, Complete 

	Submitted to DAEO
	Admin Close, Delete, Request Filer Amend, End Initial Review, Complete

	Complete
	Add supplemental Comments or Attachments


Note:  The DAEO role can only complete a report that is in Submitted to DAEO review status.

Beginning with Release 6.0.3 (March 30, 2011) FDM automatically advances an FDM 278 to Submit to DAEO status after both the Supervisor and SLC/SLC EC eSign the report.

Report already in Submitted to DAEO status options:
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Action options explained:

· Admin Close – use to retain the report data, but not count or finish the report.  Filer may prepopulate from a report in Admin Close status.

· Delete – permanently removes the report data from FDM.  Cannot be undone.  Report that is Complete cannot be deleted until 6 years after Filer’s eSign date.

· Request Filer Amend – starts the process to request Filer amend the report.  Use when you decide Filer must personally provide additional information in the report.
· End Initial Review – allows recording that you have reviewed the report but are not ready to eSign and Complete. See 5 CFR 2634.605 for OGE’s 60-day review rule.

· Undo Submit to DAEO – unlocks the report so other Reviewers may add additional information or the Filer may amend.

· eSign & Complete – click to record final DAEO/DAEO EC “certification” of the report shown as Submitted to DAEO. Cannot be undone. Prevents report deletion for 6 years after Filer’s eSign date.  See 5 CFR 2634.603(g)(1)

Reports in Under Review status DAEO/DAEO EC action options:
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Action options explained:

· Admin Close – use to retain the report data, but not count or finish the report.  Filer may prepopulate from a report in Admin Close status.
· Delete – permanently removes the report data from FDM.  Cannot be undone.  
· Request Filer Amend – starts the process to request Filer amend the report.  Use when you decide Filer must personally provide additional information in the report.
· Submit to DAEO – temporarily locks the report preventing Filer from changing; converts it to “Submitted to DAEO” status so DAEO/DAEO EC have an eSign and Complete action button.


· Complete w/o Filer Signature

1. When: 278 Filer starts a report in FDM, but leaves it in Draft status in FDM and signs outside FDM on paper.  

2. How: View the report from the My Reviews | Review Reports – OrgUnit View Mode display.  
3. Click on the Review Status tab of the report to see a screen like this one.
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4. Click the “Complete w/o Signature” action button to open a screen like this one:
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5. Review/edit the information in the Signature Box Content, click Continue.

6. Check the check box if you have the Filer’s signed 278 already scanned to attach in FDM.
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7. Click Add Attachment to attach the scanned, signed 278 on a screen like this:
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8. Check “Other” and indicate “Filer’s signed 278”, then click Browse to find the scanned file to attach.

9. After adding the scanned 278, click Back to the “Change a Review” screen:
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10. Highlight the “Please provide an explanation for this change” text in the text box and enter your explanation. Example:  “Filer signed outside FDM and this Completes the FDM record.”  Click Continue to see a screen like this one:
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11. Click Continue to see the Final Confirmation and Save screen:
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12. Click Confirm to finish or Cancel.

Note: once a report is in “Complete” status it remains in FDM for six years.


· Add an Ethics Counselor

1. Start on the My Info | My ECs tab:
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2. Click on “Add DAEO EC” and enter the name, click Search, Select, Confirm.  FDM will email the person you added that (s)he now has FDM access as your DAEO EC and can do anything you can do.


· Add a 278 Filer Assistant

Who:  In addition to the 278 Filer, the DAEO/DAEO EC roles may add a Filer Assistant to a 278 Filer.

1. Start on the Admin | Filer tab
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2. Enter the Filer’s name in the “Last Name” box and click Retrieve Filers to see this screen:
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3. Click View to open the View Filer – Name screen:
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4. Click the Add 278 Filer Assistant action button to see the Search screen:
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5. Enter the name, check the Agency Directory, and click Search.  

Suggestion &Caution: 

· Use the CAC-embedded email address of the person you want to add.

· Be sure you are adding the right person.  You may want to check the DISA Global CAC Directory, https://dod411.gds.disa.mil/ to add a DoD user.  

· Only the Filer can remove the person added as Filer Assistant (My Info | My Assistants tab). Once added the Filer Assistant has access to the Filer’s report information in FDM.  
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6. Find the correct name and click Select to add that person as a Filer Assistant.  The result:
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7. FDM will email the Filer Assistant with the FDM link, name of the 278 Filer.
Suggestion:  email the newly added Filer Assistant the Filer Assistant Quick Start with helpful hints on creating a 278 in FDM.  You may want to edit this one to send.
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Note:  The Filer Assistant may draft and change the report for the Filer until the Filer eSigns.  Once the Filer eSigns only the Filer can amend in FDM by clicking on the Amend action button on the My Reports | Reports List tab.

Only the Filer may remove his/her Filer Assistants (My Info | My Assistants tab, click Remove).


· Remove a departed Filer

1. Start on the Admin | Filer tab
2. Enter the Filer’s name

3. Click Search
4. Check the check box to the left of the Filer’s name

5. Click the “Remove 278 Filer Role” action button, Confirm



· See a report of overdue FDM 450s
1. Start on the Management Reports | Currently Overdue:
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2. Click “Generate Report” to see a Report Results screen like this that shows Filers assigned reports that are late (past the due date or extended due date):
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Suggestion: email the SLC and request assistance in report completion.


· Oversee FDM 450 Report Progress

1. The Joint Ethics Regulation implements OGE regulations that indicate responsible Ethics Officials shall review reports within 60 days of filing (see 5 CFR 2634.605(a); date of eFiling in FDM is date of filing to start the 60-day review time clock).  (See OGE Program Management Advisory PA-11-04, http://www.oge.gov/DisplayTemplates/ModelSub.aspx?id=2147484468.)
2. FDM has several standard management reports to help you monitor FDM 450 report processing.  A short narrated recording, Using FDM Management Reports, https://www.fdm.army.mil/PM_Reference_Docs/SLCStatus/SLCStatus.html, and slides: https://www.fdm.army.mil/PM_Reference_Docs/SLCStatus.ppt, explain how to use the FDM Management tools.  

3. Here are brief explanations of two available reports and suggestions for SLC/SLC EC action.  You may want to run these reports weekly beginning mid-March annually until all OGE 450s are Complete.

· Disclosure Report Details

1. Start on the Management Reports | Disclosure tab.  
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2. Click on Disclosure Report Detail.  Set your role to DAEO (if not already that).
3. Select Form Type = OGE 450, click “Generate Report” to see a report of the status/completion of reports:
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4. Options:  Contact the SLC or the 450 Certifier to act on the unfinished reports, especially those that (s)he or the 450 Certifier Assistant has not indicated an initial review within 60 days from the Filer’s eSign.
5. You may find the FDM450SITREP.doc (https://www.fdm.army.mil/PM_Reference_Docs/FDM450SITREP.doc) template a useful way to prompt the 450 Certifier to clean up Assigned, Not started reports near year end.  See those reports on the Management Reports | Disclosure tab, Option 3, Filers with No Disclosures.

2

_1363593237.doc


Quick Start – SF 278 Filer Assistant

Introduction: You were registered as a Filer Assistant to an SF 278 Filer.  Financial Disclosure Management (FDM) is a SECARMY-approved, secure, web-based program to help prepare and manage SF 278, Public Financial Disclosure Reports.  Using several “TurboTax®”-like screens, questions, and “flags,” FDM simplifies report preparation, eliminating common errors and saving time.  


Login at https://www.fdm.army.mil using your Common Access Card (CAC) and Personal Identification Number (PIN).  (Army users may also use the AKO user name/password.)  

Upon your first login you will see a Contact Information screen to complete and save.  Next go to the Assist Filers | Reports List tab.  
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In the Filer select drop down area, pick the Filer’s name you are assisting, then click Add New Report to start a report. If the Filer has an Assigned, Not Started report you will see this:
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Click “Start this Report” to start the assigned report or click the “Start Different Report” to start a different one.  Alert the SLC if you choose this last option.

For New Entrant Filers you will need the appointment date, e.g., date promoted to BG if military; date appointed to SES position if civilian.


Note: FDM also expects that the Filer or you will attach a job description.  This may be as simple as an MS Word document with a listing of main duties or the actual position description could be attached.  Consult the SLC for information on this.

Clicking “Start this Report” opens the Getting Started screen to answer the questions about the Filer’s Category:
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Next, click Continue and the Checkpoint screen with the Filer wizard report progress bar appears:
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If Filer had no assigned report, FDM will display this report choice screen:
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Check the appropriate report and use the Continue button (lower right) to move through the report wizard. Answer questions on the screens for the Filer. 

FDM will prompt to use “prepopulate” to bring forward select information from a Filer’s prior report in FDM (available if Filer has another report in FDM).

Hint: FDM provides Continue and Back buttons at the bottom of the FDM screen to “navigate through” the steps to prepare a SF 278.  Please use these buttons not your Internet Explorer browser’s Forward and Back buttons. 


1. Select the New Entrant (first time 278 Filer) or Incumbent (FDM will prompt for year report covers (e.g., 2010)), Continue until you see “New report is ready . . .”  After setting up the report with this administrative information you may stop and return later to finish it.


2. Once you have entered the Filer’s data and cleared any red flags, the Wrap Up enables the Filer to electronically file the report online.  

How do I pick up where I left off?


Each time you log back into FDM, go to the Assist Filers tab to see a list of your Filer’s disclosure reports.  Pick the report you want to Edit then use the navigation tabs to move directly to the desired section.  For example, to add a Transaction, simply click Edit on the desired report on the Assist Filers | Report List tab and then click Transactions (in the report progress bar row of tabs or buttons that appears just above the Getting Organized title on the page).
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Is that all there is?


Yes, to start go to the Assist Filers tab, select the Filer you are assisting, and click Add a New Report (or Edit if the report is already started), and click Continue to move through the report wizard providing any requested information. Most FDM pages have explicit instructions and handy reference material (Common Questions -- on the right hand side of the screen).


What if I need further assistance?


The FDM website has a Quick Reference with step-by-step instructions and screen shots:  https://www.fdm.army.mil/documents/QRC_Filing_A_SF278.pdf, and a short video tutorial, Filing an SF 278:  https://www.fdm.army.mil/documents/FDM_278_Filing_for_Website/Filing_a_SF_278_Main_Menu.html.  


SF 278 Filer Quick Start: https://www.fdm.army.mil/documents/278FilerQuickStart.doc. 

Contact ____ or the FDM Help Desk, (732) 532-5566, DSN 992-5566. This office is staffed from 8:00 AM to 5:00 PM Eastern Time.  Email: MONM-SECFDMSpt@conus.army.mil.
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