FDM Point of Contact (POC) Quick Start
Introduction: 
This Quick Start introduces the most likely FDM features and resources you will need in your POC role.  
The Financial Disclosure Management (FDM) software program helps Filers accurately prepare and electronically file a Financial Disclosure Report (FDR) either the Standard Form 278, Public Financial Disclosure Report, or the Office of Government Ethics (OGE) Form 450, Confidential Financial Disclosure Report).  FDM is a secure, online application that simplifies financial disclosure report preparation and review saving time and eliminating common errors.  FDM is gradually being implemented DoD–wide. 
Many organizations have an established network of POCs who are responsible for managing OGE 450 financial disclosure filing activities.  As a POC for your organization, you have very important responsibilities in FDM.  POCs perform a variety of tasks including registering and managing OGE 450 Filers, their Supervisors and Organizational data into FDM and keeping OGE 450 Filers and their Supervisors aware of the filing season and deadlines.
POCs have the ability to add or delete subordinate organization units, add new Filers who enter the organization and remove Filers who leave the organization, assign and/or change Supervisors for your subordinate organization units, assign the requirement for Filers to complete a report, and generate management reports.  POCs cannot assign DAEOs, SLCs or 450 Certifiers.  POCs can also record annual ethics training for their filers.
Getting Started:  
1.
Browse the FDM web site, https://www.fdm.army.mil, especially the Learning Center and the Help & Support tabs, just to see what is available for later use.  Take the 4-minute narrated web site tour, https://www.fdm.army.mil/PM_Reference_Docs/GCFDMIntro/GCIntro.html, for a quick orientation.  The FDM Learning Center, https://www.fdm.army.mil/learningCenter/learningCenter.htm, includes short video tutorials (https://www.fdm.army.mil/learningCenter/tutorials.htm) (e.g., Filing an OGE 450), and topical Quick Reference Cards (QRCs) (https://www.fdm.army.mil/learningCenter/documentation.htm) that are often two to six pages of screen shots and step-by-step explanations of select FDM features or functions including:

Managing My Filers (including how to add Filers); 
Managing Filer Activities; 
Managing Org Units
2.  
Review these resources:

a.
POC User Guide: https://www.fdm.army.mil/documents/FDM_POC_Basic_User_Guide.pdf 
A narrated tutorial of the POC User Guide is located at: https://www.fdm.army.mil/documents/POC_Basic_User_Guide_Tutorial_for_Website/POC_Basic_User_Guide_TOC.html. 
b.
Get Started Using FDM:

· Slides: https://www.fdm.army.mil/PM_Reference_Docs/POCStart.ppt 
· Narrated: https://www.fdm.army.mil/PM_Reference_Docs/POCGuide/GetStarted.html 
c.
Managing Filers in FDM:

· Slides: https://www.fdm.army.mil/PM_Reference_Docs/FilerMgmt.ppt 
· Narrated: https://www.fdm.army.mil/PM_Reference_Docs/POCFilers/FilerMgmt.html 
.  
3.
Login to FDM:  FDM is simple to use, much like TurboTax.  The first time a new FDM user logs in the Contact Info screen appears.  Complete any missing information and Save to proceed to the standard FDM navigation tabs for POCs:
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The Admin tab is where you will do most of your work in FDM.  It has sub-tabs Filers, POCs, Supervisors, and Org Units, where you create new Org Units (or edit the existing Org Unit name/description), assign/delete subordinate Org Unit POCs, and Delete/Assign Supervisors who leave/arrive at the Org Unit, and most importantly register/remove Filers (Admin | Filers).
The Admin | Users tab is an online directory of all registered FDM users and their roles (profile) in FDM.  This is very useful when seeking a user’s FDM Org Unit location, an email address, or phone number.

Registering Filers:  After creating the FDM Org Unit for a particular Supervisor (as explained in the resources in para 2), POCs register Filers in FDM on the Admin | Filers tab in an existing Org Unit associated with the Filer’s Supervisor (or, add a new Org Unit first if needed). A short video tutorial, Managing FDM Filers, and a Quick Reference Card (QRC), QRC My Filers, explain the Filer registration process.  Remember when registering OGE 450 Filers after 1 January 2011 be sure to “assign” the report (either New Entrant or Annual).  The FDM Learning Center, https://www.fdm.army.mil/learningCenter/documentation.htm, has a QRC on Assigning Reports: https://www.fdm.army.mil/documents/FDM_QRC_Assigning_A_Report_to_File.pdf.
Seeing Registered Filers: Go to Admin | Filers to see Filers in organizations where you have the POC role.  Use “SELECT Next Level Down” to display Filers in a particular org unit.
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You may want to mark the “Show My Filers” (instead of “Show Filers for My Orgs . . .” or an Org Unit name) to see all your Filers in the Org Units at the current level and below where you are the POC.  Once you set the filters ensure you click the Retrieve Filers button to display the list of filers.
FDM Help:

1.
FDM tutorials are short videos on specific subjects.  Each will self-play or use the control bar
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to pause (||) or rewind (<) or advance forward (>>) at your own pace.

2.
FDM includes a [image: image5.png]


 symbol for more information on a particular task.

3.
Most FDM screens include Common Questions and Answers.

4.
FDM Help Desk: (443) 861-8247 DSN 848-8247. This office is staffed from 7:00 AM to 5:00 PM Eastern Time. Voice mail available for other times.  The email is:  usarmy.APG.cecom.mbx.fdmspt@mail.mil . 
5.
Contact the FDM Webmaster by email at FDMWebmaster2@conus.army.mil or by phone at 703.696.5506/5512. 
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