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Introduction to FDM

Welcome to the [Financial Disclosure Management (FDM) application that allows Filers to fill out their financial
disclosure reports online, save draft disclosure reports, and submit the final version of the report. There will no longer
be the need to distribute, collect, and deliver thousands of paper forms because everything is done online within FDM.

Given the sensitive nature of information entered into FDM, some users may be concerned about the security of
their information. FDM uses a secure Internet connection to guarantee that the transmission of data from the server
to you is secure. FDM limits access to individual reports by role and responsibility to the Filer to individuals within
the review chain and select System Administrators. System Administrators are required to sign Non-Disclosure
Agreements.

Your Role as a Point of Contact (POC)

Many organizations have an established network of POCs who are responsible for managing OGE 450 financial
disclosure filing activities. As a POC for an organization, command, or activity, you have very important
responsibilities in FDM. Your duties in FDM are similar to how you manage Filers and reporting activities today,
except now you can manage them online and in one place.

In FDM, POCs are responsible for a variety of tasks but primarily loading and managing OGE 450 Filers and
Organizational data into FDM and keeping OGE 450 Filers and their Supervisors aware of the filing season and
deadlines.

Task In FDM

Identify Organizations and Supervisors Add Org Unit and their respective Supervisors to FDM
Identify Filers who enter your organization who need to file Register Filers in FDM

Identify and communicate the type of report that needs to be Assign Filers a report to File in FDM

filed

Track Filer Reporting Activities Run management reports and send reminder notifications

Your local legal office will initially identify and establish the top level Org Units and POCs for your organization/
installation in FDM. The legal office will also assign the DAEO, Senior Legal Counsel (SLC) and 450 Certifier roles for
your Org Units. Once you are added as a POC, you can begin managing Filers and their reporting activities in FDM.

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 required activities (the requirement for Filers to complete a specific report), and generate management
reports. POCs cannot assign DAEOs, SLCs or 450 Certifiers.

All FDM users must be assigned a specific role by an existing FDM user. Some FDM users can have overlapping
responsibilities and multiple roles to help expedite the disclosure process. A user’s location in the role hierarchy
reflects the authority and responsibility they have in FDM.

During your initial year of FDM, POCs may be called upon to do a great deal of work including the front-loading
of all Filers and organizations within your agency. This task may be time consuming depending on the size of your
organization. During your initial year, it is recommended that you begin executing these steps several months in
advance of the filing season to ensure accuracy and completion of all tasks. For each subsequent year, information for
Filers need only be modified as appropriate, as the information will already be stored in FDM’s database.

FDM POC Basic Functions 4


https://www.fdm.army.mil/

Financial Disclosure Management

OrgUnit View Options

View Option Description
Show Filers for Org Unit... Limits your view to Filers in the currently selected Org Unit only.
Show My Filers Lists the Filers you are responsible for in the selected Org Unit and any subordinate Org Units. For

example, if you are responsible for 3 Org Units, CECOM and 2 subordinate Org Units, selecting Show
My Filers lists the disclosure status for the Filers in your 3 Org Units.

Include Filers for Org Units Allows you to view and manage all Filers listed on the page. For example, a POC can manage Filers
assigned to other ... within their own Org Units and any subordinate Org Units even if the subordinate Org Unit has a
different POC assigned to it.

450 Filer Tracking Spreadsheet

The first step is to identify Filers by organization and group them by reviewing Supervisor. The 450 Tracking
Workbook spreadsheet, https://www.fdm.army.mil/helpSupport/resources.htm helps with this. This spreadsheet is
located on the FDM Homepage under the Help and Support/Resources tabs under the OGE 450 Section. It includes
several tabs, including instructions, and may be used to track and manage ethics training for FDM Filers. Ensure
every Filer and their proper Supervisor/reviewer is listed for your organization(s). The Supervisor’s position/title is
very important as that will assist in naming subordinate Org Units should they need to be created. EVERY Supervisor
will have a separate Org Unit for their Filers. A Supervisor who is ALSO a Filer will be added as a Filer to their
superior Org Unit. AKO user names (AKO e-mail addresses) are required to register Army users in FDM and the
Workbook includes a column for that information. AKO user IDs are very important, as other e-mail addresses will
NOT be recognized by FDM. This requirement does not apply for other Services or federal agencies.

NOTE: If your Organizations have used FDM before, do not include current FDM Filers on your spreadsheet.

New Org Units & Supervisors/POCs

Org Units are simply an electronic version of your agency organization structure. You can create sub-Org Units
to complete the organizational structure. The Org Unit tool allows you to group Filers into separate Org Units or
Departments, by reviewing Supervisor. Agencies that do not use Supervisory review, assign a paralegal or legal clerk
in the Supervisor role to perform a technical screening for completeness.

In the paper filing process, an ethics counselor or administrative assistant routinely groups Filers into organizations
or departments based. The Org Units tool simply allows you to do this process online in FDM, eliminating the need to
have a paper-tracking system to manage your Filers.

First, determine your organizational structure by using an organization chart or wire diagram. Use this same
structure as the model for your Org Unit structure in FDM. To keep Filers grouped together by their reviewing
Supervisor, we recommend using the following Org Unit naming convention: Use the abbreviated name of the
Directorate/Division/Branch/Section or the Supervisor’s position/title or the office symbol. All Filers will have a
Supervisor and all Supervisors will be in a specific Org Unit following your organization wire diagram. If you are the
POC for the subordinate Org Units, you do not need to assign yourself that role, as the POC role will flow down to the
subordinate Org Unit until you assign a different POC to a specific Org Unit.
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POC Timeline

When

Who

What

Description

October 1

Ethics Officials

Identify POCs

Ethics Officials should contact their organizational POCs
and request a positive response if they are still the financial
disclosure form POC. If possible, a POC should provide an
alternate name or replacement name when appropriate.

NLT October 15

Ethics Officials

Inform and Train POCs

Ethics Officials should inform and train POCs on their new
responsibilities within FDM.

Note: During the initial year of FDM, the task of front-loading
Filers and org units may be considerably time-consuming. It
is recommended that POCs are notified and begin executing
their FDM tasks several months in advance of the filing

season

NLT October 31

POC

Review/Update Filer Spreadsheet

Gather Filer, Review Chain and Org List information and enter
into the Filer Tracking Spreadsheet.

Notify Filers and Supervisors that the FDM registration process
has begun for upcoming filing season.

NLT November 30

POC

Add New Org Units & POCs/
Supervisors to FDM

Determine Filer to Org Unit Groupings.

Categorize Filers into organizations or departments based on
their need to file a disclosure report and by their supervisor.

Org Units are simply an electronic version of your agency
organization structure. You can create sub-Org Units to
complete the organizational structure.

Large agencies should plan on this task consuming a significant
amount of time during its initial year of FDM, as each Org Unit
has to be manually entered into FDM. For each subsequent year,
information for Org Units need only be modified as appropriate,
as the information will already be stored in FDM’s database.

NLT December 31

POC

Add New Filers

Once Filers are identified and grouped via the Filer spreadsheet
and the Org Unit structure is established in FDM, begin adding
Filers to FDM.

You can add multiple OGE 450 Filers at the same time.

NLT Jan 2

POC

Notify Filers

Once your Filers are set up in FDM, you can use Remind Filers to
monitor and manage filing activities.

NLT than Jan 20

POC

Update Filer Activity

Review filing activity status.

Locate Filers who have not started their reports and send
reminder notifications.

NLT February 1

POC

Check Delinquent Filers and
Supervisor Reviewers

Review Remind Supervisors for any delinquent Supervisor
Reviewers

Review Remind Filers to send second reminder notification to
Filers who have not completed their reports

February 16

POC/Ethics
Officials

Send first late notice to
delinquent Filers

See sample e-mail in 450 SOP.

NLT March 1

POC/Ethics
Officials

Send second late notice to
remaining delinquent Filers and
Supervisors

Repeat the process every two weeks until there are no remaining
delinquent Filers. Elevate to legal advisor to raise with
organization leadership as necessary.
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-
Logging In

——

File Edit View Favorites Tools Help X
. "Please Mote: On Thursday August 22, 2013 1. Type https://www.fdm.army.mil in
1. Log onto your computer, connect to the internet, Your browser address bar.and then

open a web browser, type, https://www.fdm.army.
mil in the address line and click Go. The FDM Home
page displays.

2. Click Login to FDM on the left side of the screen. : e e
e —— ¢ Select your user role under "Information for. . . " area (left side) for
Lt to Register as a Filer or ¥ ;n—‘anF[\’r;;Drmalmn.
There are two different log in methods, using your S O e BT e -
Smart Card(CAC/PIV) or using your Agency User Name i w
and Password for those Agencies not using Smart Cards. e
bocomammi ¥ Gios Tading on Concrsssionl
Ethics Officials & Staff Knowledge (STOCK) Act Information
LoGGING IN UsiNG YOUR | e

SMART CARD

1. Click Login button under the Login Using your Smart
Card section.

Selecting a Certificate

2. Select your certificates and then click OK.

Select a Certificate

i 2. Select your Certificate.

You may have several certificates listed. Select any
certificate that contains your name; however, be sure to

I Raine Misty.A. 1234567
check the expiration date to ensure that the certificate @ Vit o 5033t e s,
has not expired. Always pick the highest numbered one = %U_ —
(or the one that has not expired). To check the certificate ‘gj VP 72612012 087701 b Mgy o
expiration, highlight a certificate and then click View : o
Certificate. Pick an unexpired certificate. e Je L e e

! |Login Using: [Trainng |~

Actividentity
ActivClient

3. Type your Smart Card PIN and then click OK. The
My Contact Info page will display the first time you —

3. Type your SmartCard Pin.

Please enter your PIN, *m subject to federal law.

- |
10 ln Financial D [|uthorized U.S. Government use only. Unauthorized stiempts to upload or
° o || the Computer Fraud end Abuse Act of 1828,

ity | Developed by: CECOM LCHMC

What if I forget my Smart Card PIN? e il

If you do not know your Smart Card PIN or if you have
locked out your Smart Card PIN, contact the central
processing/badge office or Local Registration Authority
(LRA) to reset your Smart card PIN.

What if the Access Denied Page Displays?

If the Access Denied page displays after you have tried
logging in using your Smart Card, contact your Agency
POC or your local legal advisor to check if you are
registered in FDM. Have your e-mail address available
so they can verify your access to FDM.
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LoGGING IN wiTH UsSerR NAME

1. In your web browser type, https://www.fdm.army.
mil in the address line and click Go. The FDM Home
page displays.

2. Click Login to FDM on the left side of the FDM
Home page.

3. Select your appropriate authenticating source from
the Login Using drop-down.

4. Type your User Name and Password.

5. Click Login.

What if I Receive a Message that My User Name or Password
is Incorrect?

If you receive a message that your Username or
Password is incorrect, check your Username and
Password you entered remembering that Passwords are
case sensitive and usernames do not include the suffix@
abc.gov. Make sure your cap locks key is not set ON
and enter in your credentials again. After 3 unsuccessful
attempts, FDM will lock you out for 30 Minutes. If you
try entering FDM after the 30 minutes and you continue
to fail, please contact the FDM Support Desk at (732) 532-
5566 so they can check your username.

If you are still having trouble accessing FDM, please
contact your Agency POC or your local legal advisor to
check if you are registered in FDM. Have your e-mail
address available so they can verify your access to FDM.

LoGcaGging Ourt

You can log out at any time by clicking Log Out in
the top right corner of any FDM page. Selecting Log
Out is your way of concluding your online session and
maintains the security and privacy of your financial
disclosure report information by closing the connection
to FDM.

Help with FDM

To contact the FDM Service Center:
¢ Phone: (732) 532-5566 or DSN 992-5566

¢ e-mail monm-secfdmspte@conus.army.mil. This
office is staffed from 7:00 AM to 5:00 PM Eastern
Standard Time. Voicemalil is available all other
times.

Finaivial Piscvsure Management

0 |
Welcome to FDM, your assistant for preparing your OGE 278 and OGE 450 Finan:

Disdlosure Reports

olmpurlanl Message: If you need assistance, contact FDM Support by e-mail
usarmy.APG.cecom.mbx,FDMSPT@mail.mil or call 732-720-6454 or DSN 848-
8679.

Login to FDM
MNeed help logging in?
Login using your Smart Card

reviewing, and managing of required financial i orts. It is

a securs, limited accass information system. By using tering e

your financial information you acknowledge that autharized ust

view your information, Authorized users include your repart reviePp| Login with User Name

chain, assistants you appoint, and FOM administrative persannel. All r :

such personnel ar= bound by law, regulation, and policy to safequard | |fLogin Using: [Traning |+
[User Name:

individual ity and nandisclosur promising not

yaur information from unauthorized access and disclosure. In addition,

FDM administrative personnel, including Help Desk personnel, execute
o s

to disclase yaur i Violation of such could lead | [[PassWord:

to disciplinary action.

5. Type your User Name and Password

4. Select the appropriate authenticating source.
6. Click Login

Warning - This is a U.S. Government computer system subject to federal law.

Financis! Disclosure Management is hosted on s U.S. Gevemment computer system snd is intended for authorized U.S. Govemment use only. Unauthorized sttempts to uplosd
or otherwise sher informstion are strictly prohibited and may be punishsble under the Computer Fraud snd Abuse Act of 1983,

Financiai Visciosure Management

Filers | POCs : Supervisors | Users

Qrg Units
Click Logout when finished with FDM
to maintain security and privacy.

Org Unit: My Orgs

rOrg Unit Search

MName: Search I@I

Items per pagy

1to1of 1

Click Help on any page to send an
e-mail to the FDM Help Desk.

Name Description . /

Edit
. » RDJ Leare, Shanda Move
Delete

| Add llew Org Unit. )

CERDEC HQS CERDEC Heacuarters

Security and Privacy Notice | Help | Accessibility | Developed by CECOM LGMC
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Org Units
ADDING SuB OrRG-UNITS

Additional Org Units are necessary when you need
different or separate groupings of Filers and review chain
participants, such as a new Supervisor for a new Activity.

Note: A New Org Unit is not required when a successor Supervisor
replaces an incumbent one. In that case, simply delete the
departed Supervisor and assign a new one.

You can add a new Org Unit and any associated Org
Unit Members to FDM on the Admin | Org Units page.

Note: A review chain participant can only update those Org Units
within their Span of Control.

1. Select the ADMIN | ORG UNIT tab. The Org
Units page is displayed.
Note: The initial view of the Org Units page displays the top level
Org Units for which you are responsible. By clicking on the

arrow next to the top level Org Unit, you can drill down to its
sub Org Units.

Note:  You cannot add an Org Unit with the same name within the
same level of the Org Unit hierarchy and you should avoid
naming a subordinate Org Unit the same name as its parent
Org Unit.

2. On the list, locate the Org Unit you wish to place the
sub org unit under and click on the down arrow.

3. Click Add New Org Unit. The Add Org Unit page
is displayed.

Note: All new Org Units are added as subordinate Org Units to the
currently selected Org Unit.

4. Type the appropriate Name and Description for
your Org Unit.

Org Unit Name

+ The Org Unit Name must be unique and is limited to
20 alphanumeric characters. The Org Unit name should
accurately reflect the Org Unit of filers supervised. FDM
does not prohibit you from naming Org Units whatever
you like, however it is recommended that you follow a
standardized Org Unit naming convention.

Org Unit Description

+ Use the Description field to describe the Org Unit further
so you can easily distinguish the Org Unit from others
that may have a similar name. For example, you could
type ASD as the Org Unit’s name and Application Support
Division (SEC/ITED) as the Org Unit Description. The Org
Unit Description is limited to 100 alphanumeric characters.

5. Click SAVE AND ASSIGN ROLES to assign a
Supervisor to the Org Unit.

Note: When an Org Unit does not have an assigned Review Chain
Participant or POC, FDM assigns the person in that role in the
Org Unit that is the next level up in hierarchy and their name
displays as acting.

6. Click OK to confirm adding this org unit.

My Info | My Reviews Ethics Training Management Reports | Resources oqg O

Go to the Admin tab and

then dick Org Units.

‘Org Unit: My Orgs » |Confidential Filers ‘

 Org Unit Search

Name:‘ ‘ |Searcn| Clear

1to 4 of 4

Click Add New Org Unit.

Add New Org Unit
Name Description Location Supervisor Name
Edit
Central North Central Morth ... » Confidential Filers | Tuesday, Ruby X Move
Delste

My InfuT My ReviewsT T Ethics TrainingT Management Reporl':.T Resources

Org Units

Add Org Unit

Name: |r.m West Region |
|r.m West Regmn\

S
Org Unit Location: y orgs » Conﬂdent\gl\ﬂ(ﬁ Move

Type new Org Unit Name and Description.j

Description:

[Org unit Role Assignments
~ . NN
Click Save and Return to Admin Org Units ET=T.
or ree X acting)
Save and Assign Roles. visor, TraningFOM X acting)
N oree X acting)
Senior Legal Counsel: Noh\\{(Lee Brock X acting)
DAEO: Not Assignimeg, Brock X acting)
o

I X =
lSa\re and Return to Admin Org Units] [ Save and Assign Roles ] [ Cancel J
|
My InfoT My ReviewsT T Ethics TrainingT Management RepnrrsT Resources
Org Units
Add Org Unit
9 How DoI...
Name: Mid West Region
Descripti i i L
ndows Interne plore
Org Uni
. / Are you sure you want o add Org Unit Mid \West Region? Click OK For yes, Cancel Far no,
POC(s] gned (Vic, Toree X acting)
Supew Click OK. Iwed (Supervisor, TraningFDM X acting)
450 Ce d (Vic, Toree X acting)
Senior Legal Counsel: | Not A55|gned (Lee, Brock X acting)
DAED: ot Assigned (Lee, Brock X acting)

- 1L I L
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ASSIGNING SUPERVISORS

When editing an org unit you can also replace or
remove the currently assigned org unit role.

FDM automatically assigns the org unit role from the
superior Org Unit as the acting org unit role until a
different org unit role is assigned.

If the person is associated to all of the subordinate
org units, there is no need to assign that person to each
subordinate org unit. In fact, you may not need the
subordinate Org Unit in that case.

The Sub Org Unit that you created now shows the org
unit members from the superior org unit as acting for
the org unit just added.

1. Click the CHANGE button beside any of the listed
Supervisor.

Note: Only those roles that you have permission to change will
display a Change button.
2. Type the new Supervisor’s e-mail address in the
e-mail starts with box.

Note: If you don’t have the e-mail address, you can search by Last
and First Name.
3. Select the appropriate Agency Directory from the
drop-down list and then click SEARCH.

Note: The Search & Select New (FDM Role) search, searches within
the selected agency’s directory.

4. Click SELECT beside the Supervisor’s name.

Note: The Search Results display. If more than one name is listed,
be sure to check the e-mail address to ensure you are selecting
the correct person.

5. CONFIRM your selection. You return to the Edit

Org Unit page and your newly added supervisor

displays.

My Info | My Reviews Ethics Training | Management Reports | Resources

Org Units

Edit Org Unit - Mid West Region

[Mid west Region |

Name: [Mid west Region

Description:

Org Unit Location: My Orgs » Confidential Filers

[ Save Namej/Description ] [ Reset ]

Instructions: Click the "Change” button next to the role assignme . € note that you
cannot assign a role to someone who is aready In the "acting” postion| ‘Click Change. I
Org Unit Role i NS

Roles Current Assignments N
POC(s): Not Assigned (Vic, Toree X acting)
Supervisor: Mot Assigned (Supervisor, TraningFDM X acting) Change
450 Certifier: Mot Assigned (Vic, Toree X acting) Change
Senior Legal Counsel: Mot Assigned (Lee, Brock X acting)}
DAEO: Not Assigned (Lee, Brock X acting)

[ pox ot dmin Oea lloite Lict |

isclosure rianagement

Ethics Training

Management Reports | Resources

Type the Supervisor's e-mail

Assign Supervisor L address and dick Search.
S

Instructions: Fill in any combination of fielkds and click Search
Last Name:* | Starts with | ||
y

First Name: | Starts With « | | |

Middle Name: | Starts with | | |

e-mail: [starts with ] [training_s50, Zﬁ@usarms|
Agency Directories :
Items Per Page lm‘

Required

Click Select beside the
Cancel Supervisor's name.
_

Items per page:

Note: If you want to change another role, depending on your A AT
permissions, click on the Change button for that role and LastName | FirstName | Middle Name | Grade | E-Mail Address | Phone
repeat the above process. K0 [panny lx | |training 450 26@us.amw.mi [o00-000-0000 |[seieat
6. Click RETURN TO ADMIN ORG UNITS LIST.
FDM POC Basic Functions 10



Financial Disclosure Management

ASSIGNING A POC rll'lul'l(l‘ill IsCiuUsure |unugem¢nl
vt | neaows |

Senior Legal

= o | DAEOS

Gl | | ETEs | s“'e"m's Certlﬁers min'ns

If you are a POC at the top level of you organization
hierarchy, and you have many Org Units and Filers,
you can assign a POC to any of your sub Org Units in

Org Units

order to help you manager your Filers. |org unie: 1y Oras » Deme Agency » |
To add an additional POC to an Org Unit, (:;g":‘m“h | [seuren] [ciear] ‘
1. Click the Edit button beside the appropriate Org Lt ofs —
Unit on the Admin | Org Units page. -
|_Add New Org Unit |
2. Click the Change button beside the assigned POC = == Location StpsreisorNams |
to add an addltlonal POC Central North [¥)| central Horth ... » Confidential Filers Tuesday, Ruby X Move
Click Edit. — ﬁ
Note: Two or more POCs can be added to the same org Unit. Mid West: Region (3] Mid est Region ... » Confidential Fiers T Wiy e
3. Select the Add a POC option and then click
Continue.

Note: You can add additional POCs to assist with the administration JINancial IsCIosdre 1ianagement

My Info et tenmnn | anagement reperts |

Senior Legal
Filers | POCs | S!mervlsnrs C Is DAEOs Cel Iﬁ II ins

Edit Org Unit - Mid West Region

of this org unit.

4. Type the POC’s e-mail address in the e-mail starts
with box, select the appropriate Agency Directory

oHuwDoI...

1 N 3 Mid West R
and then click SEARCH. ame [uia west Region
Description: [mia west Region |
. . Org Unit Location: My Orgs » ... » Confidential Filers » Mid West Region
5. Click SELECT beside the name of the POC you [ Sava namefosscrption ] [ masst ]
want to add. (
Click the Change button
Note: The Search Results display. If more than one name is listed, e e ] s HSTUEE RS RIS e TR
be sure to check the e-mail address to ensure you are selecting
the correct person. Roles Current Assignments
Org Unit POC: Day, Manny X Change
H = Supervisor: Kin, Manny X Change
User Already_ has Selected Role with another Org Unit Add e o oot (U Ty o .
[ROIe] Wa rning Senior Legal Counsel: Not Assigned (Lee, Brock X acting)
DAEO: Not Assigned (Lee, Brock X acting)

6. Select the YES to allow this person to hold the
same role for multiple Org Units and then click
CONFIRM.

[ Return to Admin Oro Units List |

I'inunciul I)isclosurc I'lunugement

7. CONFIRM your changes. You return to the Edit m o

Qrg Unit page and the newly assigned user appears e [ e Se(!n:'r;_eegal | oacos.
in the role you changed.

8. Click SAVE and then click RETURN TO ADMIN
ORG UNITS LIST.

(:erl'lﬁers 1 Mn'ns
Change POC - Manny X Day

What would you like to do?
(0 Replace the current POC

() Remove the current POC
without assigning a replacement

Select Add a POC and
then dick Continue.

’ Cancel J [ Cuntinue}]

FDM POC Basic Functions 11
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EpiTing AN OrRG UNIT

If there is a need to rename an Org Unit, possibly due
to restructuring within Divisions, you may wish to
rename the Org Units for which you are responsible to
reflect the name of the new organizations.

To edit an Org Unit:

1. Click on the ADMIN | ORG UNIT tab. The Org
Units page is displayed.

2. On the list, drill down to the Org Unit you wish to
edit.

3. Locate the Org Unit you wish to edit and click on
the Edit button. The Edit Org Unit page is
displayed.

4. Make any changes to the Name and Description
fields.

5. Click on Save. You return to the Org Units page
and the change is displayed.

MoviNG AN OrG UNIT

Due to changes within your organization, you may
find that you need to move an Org Unit from one
group to another.

Keep in mind that moving an Org Unit may change
the review chain of the Filers in that Org Unit.

Note: Selected user roles may only move org units to another FDM

location within their authority. Contact the FDM Help Desk if
the desired new org unit location is not available.
To move an Org Unit as a subordinate to a different
Org Unit:

1. Click on the ADMIN | ORG UNIT tab. The Org
Units page is displayed.
2. The highest-level Org Unit to which you are a POC

is displayed. To view subordinate Org Units, click
on the arrow next to the parent Org Unit.

3. Locate the Org Unit you wish to move, and then
click Move beside the Org Unit name. .

Note:  You may need to drill down or click the down arrow beside

the appropriate Org Unit.

4. Click Select beside the Org Unit that will be the
new superior Org Unit for the Org Unit you are
moving..

5. Click OK to the message confirming that you wish
to make this move.

Move Org Unit - Systems Directorate

J INUIILIVL W IBLIVSUTYE BIunuyvinennt

[y ot | ]t raing | rsgementneperts

Senior Legal

Filers E POCs S|mennsors E i Is

J B=s Cerllﬁers

Org Units

| Org Unit: My Orgs » Demo Agency » |Confidential Filers

" 0Org Unit Search

Name: | | [search| |ciear

1to5of5 Items per page: -1UD ad
| Add New Org Unit |
Name Description Location Supervisor Name
Central North Central North ... » Confidential Filers Tuesday, Ruby X
.
Click Edit.
[ Eait
Mid VWest Region [¥)| mid west Region .. » Confidential Fiers i, Manry Tove
Edit

PRIIMITNINE B AV B M MRS,

mm .|| Ethics Training | Management Raports

: SemorLegaI : :
Filers:PGCs Supervisors Is DAEGS Cers

Org Units

‘Org Unit: My QOrgs » ... » Confidential Filers » North East Region » |Morth East 1 |

‘ |Searcn| Clear

Name:l

" Org Unit Search ‘

Items per page:

ltolofl

T T— Click Move.
| Add New Org Unit |

Name Description Location Supervisor Na‘l?l\ |
Systems Directorate Systems Directorate ... » North East 1 Graw, Marty

1tolof1 Items per page:

FInangal wisciosdre r'ianuagement

e[ v et o | ronnementteors

Filers | POCs | Supervisors | Semior Legal DAEOs

Counsels Cerﬁﬁers

Org Unit: My Orgs » Demo Agency » Confidential Filers » North East Region
Name: I

Click Select beside the Org Unit that will be the
new superior Org Unit to the one you are moving.

Items per page:

Description Location Supervisor Name
North East 1 [¥)| North East 1 .. » North East Region Winds, Gail X N\ Saisct
North East 2 Morth East 2 ... » North East Region Storm, Gail X [‘\E'em ]
VRS Click OK to confirm this move e —=
* rm, Raine X
\?) Move Org Unit Systems Directorate under North East 27 CJ ves, Cancel for no. [ndy, Dey X

QK Cancel

FDM POC Basic Functions
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Reviewer Relationships Already Exist

At times, both Org Units, the one you are moving and
the Org Unit you are moving to, may have existing
review chain participant associations. Choose from the
list of legal reviewers that is displayed in FDM. Look
closely at the options.

6. Select No to use the review chain participants from
the new main Org Unit or select Yes, to keep the
subordinate Org Unit’s existing legal reviewer
associations.

7. Click Confirm when complete.

You may want to check to ensure that the Org Unit
you just moved is in the correct location. To do so:

8. Drill down or click on the down arrow beside the
superior org unit.

DELETING AN ORG UNIT

Deleting Org Units allows you to remove Org Units
when departments become consolidated or no longer
exist.

Important Information

Before you can delete an Org Unit, move any
associated Filers to another Org Unit or remove the
Filer’s role if then are no longer Filers. See the My
Filers card for further information. If the Org Unit has
subordinate Org Units, move or delete the sub-Org
Units.

1. To check if any Filers are located in this Org Unit,
click on the Org Unit description link and then click
SHOW FILERS.

2. Close the Org Unit Profile and then on the Org
Units page.

You should also check to be sure that this org unit
does not have any subordinate org units.

Ethics Training | Management Reports | Resources

Move Org Unit - Di

Direct 450 Certifier Relationship

Select No to use the new
review chain participant.

Select Yes, to keep the existing
legal reviewer assodations.

Please choose if Gail X Storm wil keep the dire rtifier relationship to Org Unit
Systems Directorate

O No, 450 Certifier for O
Augusta X Wynd

Directorate

it Systems Directorate wil be

(as determined through Org Unit hierarchy or until that i= changed)

O Yes, keep Gail X Storm as the 450 Certifier for Org Unit Systems

i

- Org Unit Search

Name: al Disclosure Manageme do erne plore tl
& https:if158.9,48, 244(FDMargUnitProfile. do?orgUnitid=15637&popup=1 A @ Certificate Error
D 0 ~
-
Add Hew Or Org Unit Profile
Nam
Name: South East 6
South East 1 Description: South East 6
Org Unit Location:| My Orgs * .. » South East Region » South East& §
Org Unit POC(s): | Mot Assigned {_Burst, Starr X acting}
South East 2 Supervisor: Mot Assigned(Mello, Cara X acting)
450 Certifier: Not Assigned(Mij .
SLC: Mot Assignedily  Click Show Filers.
South East 3
DAEO: Not Assigned(LeZ H
) [srow rier || v
South East 4 < = - | >
Y nternet F100% <
South East 5 South El Click the Org Unit Description. E he X Move

Delete

—

-
South East 6 South East 6 | T » South East Region

Mot Assigned
(Mello, Cara , acting)

Edit
Move
Deolat

il

|0rg Unit: My Orgs » Confidential Filers » |Central North

Search| |Clear

Org Unit Search
’7Name:

Items per page:
Org Units for Central North

1to60f 6

Add New Org Unit

Name Description Location Supervisor Name
3. Dirill down or click the down arrow beside the org =i
K . Central North 1 Central North 1 ... » Central North Dave, Holly X Move
unit you wish to delete. , - =
Windows Internet Explorer E]
Central Morth 2|
Once you have removed all of the Filers and Sub-Org \?‘) T T o G U et G e o o s, G,
Edit
Units you can delete the Org Unit from FDM. Contra torth 3 . . tieve
4. Click DELETE beside the Org Unit that no longer CraRE el A4 o Centralorth | Kniaht, Wednesday x o]
. Click OK. [
Edit
eXlStS' Central North 5 Central North 5 ... » Central Morth Dav, Summer X Move
5. Click OK to the message confirming the deletion.
FDM POC Basic Functions 13
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Filers

Everyone who is required to file an OGE 450 report
and has been registered in FDM will automatically be
assigned an Annual Report on December 31.

Because annual reports will now be assigned
automatically, it is important that POCs have their Org
Units, Supervisors and Filers set up correctly in FDM
before the end of the year.

REGISTERING MULTIPLE
FiLErs IN FDM

FDM allows you to add Filers in groups of up to 25
at the same time. However, you will need the correct
e-mail address for each Filer and each Filer grouping
will be added to the selected Org Unit.

Note: If a person holds another role in FDM, for example, a
Supervisor role, then that person cannot be included within
adding a group of filers. This person must be added
individually.

Adding Up To 25 OGE 450 Filers
at a Time

1. Select ADMIN | FILERS.

Note: The Filers screen can also be accessed by selecting MY
REVIEWS / FILERS.

2. Select the Org Unit to which you wish to add the
new Filers from the Next Level Down drop-down
list.

3. Click ADD MULTIPLE OGE 450 FILERS.

Searching for Filers

4. Select the appropriate AGENCY DIRECTORY
from the drop-down list.

5. Type or copy and paste the e-mail addresses of the
filers in the E-mail Address Box (up to 25 addresses
allowed at a time and only one e-mail address per
line).

6. When complete, click SEARCH.

Note: The Search may take longer depending on the number of
names being searched.

My Info | My Reviews| Ethics Training | Management Reports | Resources og O

My Filers

POC Click Admin | Filers j

Org Unit: My Orgs » |North East Region | [ -SELECT-Next Level Down Locate the Org Unit where
< Show Filers for North East Region you want to add your Filers.

@ show My Filers [ Include Filers for Org Units assigned to other

Filer Role: __UGE 450 v

Last Name:l

Retrieve Filers| |Reset

‘ First Name: ‘ ‘

Click Add Multiple OGE 450
Filers.

Items per page:

= ¢
| Add Multiple OGE 450 Filers

Org Unit |

Add OGE 450 Filer

Name | Filer Role [ Current Reports Supervisor

Make selections and click "Retrieve Filers™ to view a list of your Filers

My Info | My Reviews Ethics Training | Management Reports | Resources og O

Filers

Add Multiple OGE 450 Filers - Search

Instructions: Type or copy and paste the E-mail addressess into the text box below.

Filer(s) will be added to the following Org Unit:

0Org Unit: North East Region

Supervisor: Sea, Stormy X |
Agency Directory.

Select the appropriate
—

| agency pirectories Jam v/

E-mail Address Box |

Instructions: Enter each E-mail address on a sep;
Press <Enters after each address Type or copy and paste t_he
A maximum of 25 E-mails s allowed e-mail addresses of the Filer
\_ in the E-mail Addresss Box.
Chris.Mass@us.army.mil /

Easton.West@us.army.mil
Clear

Holly .Daye@us.army.mil
Clarke Barr@us.army .mil
Gail Winds@us .army.mil

Click Search.

[Goarch ]

FDM POC Basic Functions
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Confirming Your Selection
7. Review the Filer listing. Click CONFIRM.

8. If Filers are listed in the “Will not be added” area,
click Cancel, then update your Filer spreadsheet
with their correct e-mail address and try again.
However, if there are Filers listed in the “Filers to
be Added” box and there are Filers in the “Will
not be added” box, click the Confirm button to
add those Filers and then go back and verify the
address for those filers there were listed in the
“Will not be added” box.

Adding More Filers

9. Click ADD MULTIPLE OGE 450 FILERS to add
another set of OGE 450 filers to the same Org Unit.

10. Click MY FILERS to add Filers to a different Org
Unit.

Financiai iisciosure Management

My Info | My Reviews Management Reports | Resources

Filers

Add Multiple ©OGE 450 Filers - Review and Confirm

CERDEC HQS
Review the Filer listing. er: Tenant, Lou

“/ Filer(s) that will be added; current Org Unit listed above:

Na. of Filer(s) to be added: 3

Name

west, Easton A&
wWest, Easton
Mass, Chris

Grade

E-mail Address
easton.west@us.army . mil

easton.westdu. il

Phone
000-0000

Eh”5'r"E'SS@“Glevits:w Filers listed in this area]
Q Filer(s) that will not be added to mnva

Name Grade

Click Confirm.

E-mail Address Phon

Security and Privacy Netice | Help | Accessibility | Developed by: CECOM LCMC

Financiai isciosare Management

My Info | My Reviews .|| Management Reports | Resources

Add Multiple OGE 450 Filers - Add Complete

Filer Role: OGE 450 Org Unit: CERDEC HQS

Supervisor: Leare, Shanda 450 Certifier: Tenant, Lou

J No. of Filer(s) added: 3
Filer{s) successfully added to current Org Unit listed above:

Name Grade E-mail Address Phone Status
‘West, Easton & easton.west@us.army.mil 000-0000 Added
Wwest, Easton easton west@us.army.mil 000-000-0000 Added
Mass, Chris chris.mass@us.army.mil 000-000-0000 @ Added

No. of Filer(s) failed: 0

1
4& Filer(s) add process failed. Please try again to add the following filer{s):

Name Grade

1 Select Add Multiple OGE 450 Filers to

E-mail Address Phone

Select My Filers to add
to another Org Unit.

add another set to the same Org Unit.

Filer{s) that were not added to the o Org Unit listed abowe:

Name Grade E-mail & 55 Phone Status

X 1 7
[_Add Multiple 0GE 450 Filers |||[ My Filers |

FDM POC Basic Functions
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REGISTERING A SINGLE FILER

If you used the “Add Multiple Filers” button and a
Filer came back under the “will not be added” box,
you can attempt to add the Filer using the “Add Filer”
button. It is also used when you only have one Filer to
add to FDM instead of multiple Filers.

1. Select ADMIN / FILERS.

2. Select the Org Unit to which you wish to add the
new Filers from the Next Level Down drop-down
list.

3. Click ADD OGE 450 FILER.

Searching For a Filer

4. Type the new Filer’s e-mail address in the e-mail
starts with box.

Note: If you don’t have the e-mail address, you can search by Last
and First Name.
5. Select the appropriate Agency Directory from the
drop-down list and then click SEARCH..

Note: The Search & Select New (FDM Role) search, searches within
the selected agency’s directory.
6. Click SELECT beside the name of the person you
want to add.

Note: The Search Results display. If more than one name is listed,
be sure to check the e-mail address to ensure you are selecting
the correct person.

Selecting a Filer’s Role and Org Unit

7. Click on CONFIRM to confirm the new Filer’s role
and Org Unit.

Filer Belongs to Different Org Unit

If you are trying to add a Filer who is already a Filer
in another Org Unit in FDM, you will see the Move
Filer page. When this occurs, if the Filer is in an Org
Unit that is assigned to you, you will have the option
to select specific reports to move with the Filer to the
new Org Unit if necessary.

9. Click RETURN TO FILERS LIST if you do not
want to assign a report to the new Filer and you
will return to the Filers page.

10. Click ASSIGN OGE 450 FILER REPORT if you
want to assign a report to the new Filer.

NOTE: This option is typically used for New Entrant Filers. It is also
used if the System Administrator did not initially assign the
Filer a current year’s report.

My Info | My Reviews| Ethics Training | Management Reports | Resources o0 0

My Filers

e Aduin | ers ]

Org Unit: Ly Oras » [North East Region | | -SELECT-Next Level Down Locate the Org Unit where
© shaw Filers for North East Region you want to add your Filers.

& Show My Filers [ Include Filers for Org Units assigned to other Por

Filer Role: | OGE 450 '+ Retrieve Filers| |Reset

Last Name:| | First Name: |

Click Add OGE 450
Filer.

Dto0of 0 Ttems per page:

| Add OGE 450 Filer | IZ: Add Multiple OGE 450 Filers

Name | Filer Role Org Unit Current Reports Supervisor

Make selections and dick "Retrieve Filers™ to view a list of your Filers

I v nfo [ My Reviews Management Reports | Resources /5

f W . 09 0

Search & Select New File N o
Type in Filer's name.
Instructions: Use the criteria below to search for an individusl to 200 as/ﬂﬂ”
Filer
.

Last Name:* [StartsWith | hammer

Filers

First Name: |[Startzwith =] [armand

Middle Name: [Starts with = Select correct Agency. j

e-mail: \Startswwthﬂ”—A/
Agency Directories : | Army =

Items Per Page |20 x| |S=arch

Haquired

Click on Select beside Filer's name.

1to30f 3 Items per page:

Search Results
Last Name First Name Middle Name Grade E-Mail Address Phone
Harnrner Arrnand donna krips@us. armoy.mil 000-000-0000 Selest |
Harnmer Armand X d wagner 11@us,army.mil 000-000-0000 | Select |

My Info Admin | Management Reports | Resources

Filers

(JGE 450 Filer Added Confirmation

Armand Hammer was added as 2 OGE 450 Filer in CERDEC €20,

Fetug o s Hst‘"lAssign 0 430 fie st
¥l LY

/1 \

[Select Return to Fiers List, ESelect Assign OGE 450 Fler Report, j

FDM POC Basic Functions
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Assign an OGE 450 Report

11. Select the Year and Reporting Status. Asa POC,
you can enter an Admin Due Date that you want
your Filers to complete their report, i.e., you can
assign an Admin Due Date of February 1 to give
Supervisors ample time to review and eSign reports
before the Due Date of February 15.

Note: When assigning a New Entrant activity, you will need to know

the Filer’s start date or the date the Filer was informed they
should file a report. The Due Date defaults to 30 days from the
current date for New Entrant reports. This date may change
when the Filer enters the Appointment Date. The New Entrant
Report will then be due 30 days from the Appointment Date.

12. Click on SAVE then click OK to the confirmation
message that displays.

13. Click CONTINUE to notify the Filer(s) of their
assigned report.

Notifying Filers to File

14. On the Report Assignment Notification screen,
either click on YES to notify the person of their
requirement to file a report; or click on NO to
notify at a later date.

Note: The e-mail message can be edited by typing over the default

message.

15. Click CONTINUE to send e-mail and return to the

My Filer’s screen.

Filers

My lnfnT My ReviewsT Admin T Management RepurtsT Resources

Assign OGE 450 Report

Assign Report to:

Cancel

Click on Save.

Reports
Year: 2008 Select Y:ear, Regmrtmg Status
and assign Admin Due Date.
Reporting
Status: S|
Due Date: 2 s J |2008 (rn i vvey)
I Owerride |Reason:(characters) /
Due Date =]
(Characters)
gg;r::" Pue o s s Roml (mmiddreen
g

Il HylnfoT My Revi

i

Filers

t ReportsT Resources -3‘;?7 "%\V_‘- i

Report Assignment Notification

Would you like to notify your filer(s) of the Report Assi
= vas - Motify Mow
" Mo - Do not notify at this time

Subject: Your 2008 OGE 450 report is due 02/15/2008

Select Yes to notify the
Filer or No to notify the
Filer at a later date.

Motification)

Financial Disclosure Report Filer. Your OGE 450 reportis due 02/15/2008. Please consult
wour legal advisor or me, Carrie Oakey, carrie.oakey@us army.mil, 000-000-0000 if you
hawe questions about this requirement to file a Financial Disclosure Report, or need an
extension. Also, consultyour POC andfor legal advisor if you do not think vou shauld file
such a report

1. 5 C.F.R. 2634 and DoD 5500.7-R, Joint Ethics Regulation (JER), require identified
individuals to file an annual confidential financial disclosure report, OGE Form 450, First
line supervisors identify who mustfile, using criteria from the U.S. Office of Government
Ethics (OGE)

Wou are registered in FDM - URL: hitps v fd . army.mil, as an QGE 450, Confldential j

2. Criteria for Filing. The following is the criteria for filing an OGE Fo

A supervisor may determine that an employee THOE] ATME O
Form 450 if the employee participates personally and substantizlly throug Ecision or the j
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ASSIGNING REPORTS

Annual Filers

Since a System Administrator will now be assigning
Annual reports, it is very important that POCs have their
organization set up properly before December 31.

Everyone who is required to file a report will be
assigned an Annual OGE 450 Report to file in FDM
automatically. If a Filer has been added to your
organization after the initial notification, the POC will
have to assign a report to that Filer.

New Entrant Filers

When a new Filer is added to your organization and
they have not previously filed an OGE 450 report, they
should be assigned to file a New Entrant report in FDM.
When assigning a New Entrant activity, you will need
to know the Filer’s start date or the date the Filer was
informed they should file a report.

1. From any point within FDM, click the
ADMIN | FILERS tab.

2. Select a Filer’s Org Unit from the Next Level Down
drop-down list.

3. Click RETRIEVE FILERS.

4. Select the check box beside the appropriate Filer(s)
and then click ASSIGN OGE 450 REPORT.

Entering the Report Information

5. Select the YEAR and NEW ENTRANT under
REPORTING STATUS.

6. The DUE DATE defaults to 30 days from the current
date.

NOTE: This date may change when the Filer enters the Appointment
Date. The New Entrant Report will then be due 30 days from
the Appointment Date.

7. When complete, click SAVE.

8. Click OK to the message confirming the report
assignment.

Notifying Filer

9. On the Report Assignment Notification screen, either
click on YES to notify the person of their requirement
to file a report; or click on NO to notify at a later date.

NOTE: The e-mail message can be edited by typing over the default
message.

10. Click CONTINUE to send the e-mail and return to
the My Filer’s screen.

Note: If you need to move a Filer and his/her reports to a new Org
Unit in FDM, please see the Moving a Filer with a Draft or

Under Review Report section of this guide.

o | My Reviews

Filers

Ethics Training | Management Reports | Resources o0 0

My Filers

Select Admin / Filers tabs.

-SELECT-Next Level Dowp v

Org Unit: My Orgs = |Morth East Region

(& Show Filers for North East Region
@ Show My Filers [] Include Filers for Org Units assigned to othe)

Filer Role: __DGE 450 v

Last Name: |

Locate the Filer's Org Unit.

| First mame: | |

Select the checkbox next to Filer's name. I

100 v

Hoti : Assign OGE 450 Report | | Remove OGE 450 Filer Role Add OGE 450 Filer Add Multiple OGE 450 Filers
Salm'armu Name « %Click on Assign OGE 450 Report. _j Supervisor
[l 24';5%‘”1 Mg hEest Eﬁf"m J;%Em 2009 Annual OGE 450 Sea, stormy
O §P0Flerl. SouthRost | 08450 | Lot East | 3009 Annual OGE 450 Sea, Stormy
O gSUF"e’w MorthEsst A m‘zm 2009 Annual OGE 450 Sea, Stormy

y InFuT My ReviewsT f I Management RepurtsT Resources s ; /A “,_.-:'- '-l} i

ilers

Due Date automatically defaults ﬁqu Sl ECE

to 30 days from current date. PrmvTe T —— j
Year: [2008 =] Reporting Status.
rReporting | iy ]
Due Date: T T i e A
™ owerride |Reason: (i I —— |

Due Dat [ . .
" ue bDate Click OK on confirmation message.
Microsoft Internet Explorer

Cancel

‘Assign Report to: |

‘ Armand Harmmer |armand.hammer@us.army.ml\ |

Click Save. save ]
q . » D - . Qe

My Info | My

Select Yes to notify the Filer or No \l
to notify the Filer at a later time.

Ethics T

Reports ces

Report Assignment Notification

Would you like to notify your filer(s) of the Report Assignment?
\ & ves - Notify Now
© Mo - Do not notify at this time

Subject: Your 2009 OGE 450 New Entrant report is due 11/07/2009
(Automated MNotification)

“You are registered in Financial Disclosure Management (FOM) - URL: =
hitps:/f158.9.48.244, as an OGE 450, Confidential Financial Disclosure Report

Filer. our OGE 450 New Entrant report is due 11/07/2009. Please consult your ¥
- legal advisor or me, POC Starr X Burst, SBurst POCSE@us.army.mil, 000-000-

0000 if you have questions about this requirement to file a Financial Disclosure

Report, or need an extension. Also, consult your legal advisor or me if you do not

think you should file such a report

1. Go to FDM - URL: https:/i158.9.48.244, click on “Login to FOM" and click "0K" on

the DoD banner Popup. On the right side, choose to login with your CAC/PIN (DoD
users} or Login with User Name/Password (as appropriate} (non-DoD users

(Army may also use AKO user name/password}).

(If this is the first time you are entering FOM, you
screen to review, update, and complete. Clicl
(If this is the first time you are entering FOM,
screen to review, update, and complete. Click

Click Continue.

<

[ Ccertinuer |
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REMINDING ANNUAL FILERS

Once the System Administrator has assigned Annual
OGE 450 Reports to all current Filers in FDM, the POC
can then notify the Filers in their Org Units of their
requirement to file.

1. From any point within FDM, click the MY
REVIEWS / REMIND FILERS tab.

2. Select the top-level Org Unit for which you are a
POC from the breadcrumb trail.

3. Select the radio button next to SHOW MY FILERS.

4. Select radio button next to OGE 450
ANNUAL FILERS WHO NEED AN INITIAL
NOTIFICATION TO FILE.

5. Click on SEARCH. Initial notification is only for
those Filers who have been assigned a current year
report.

6. Checkboxes next to Filers to be notified are already
selected.

NOTE: If you do not want a filer to be notified, click on the checkbox
next to the name to deselect it.

7. Click on NOTIFY.

Sending an E-mail Reminder

8. The Confirm Reminder e-mail page is displayed
in three sections. The first section sends an e-mail
notification to the Filers.

9. Scroll down to view the second set of e-mails,
which are sent to the POC(s)

10

Scroll down to view the third set of e-mails, which
are sent to the Supervisor(s) of the Filers.

11. On each set of e-mails, you have the option to
deselect the checkbox so an e-mail is not sent.

12. On each set of e-mails, there is also a text box
where you can customize your e-mail by adding
additional information if needed.

13. Click on SEND.

14. You return to the Remind OGE 450 Filers page and
a summary displays confirming who received a
notification e-mail.

4 4 U . q ful ", DAY |

o Select My Reviews / Remind Filers.
nfo § an : og 0

Remind Filers

Remind OGE 450 Filers

?
(Select top level Org Unit for E
which you are a POC.
—

Org Unit: by Ornjs » | CERDEC HOS | [-SELECT-Hext Level Dawn =]
" Show Filer's Reports for CERDEC HOS Select radio button next
& Show My Filz Ters for Org Units assigne to Show My Filers.
Find: QGE 450 Annual Filers who need an Initial Notification to file
i Click Search. l
‘Search

——Find Filers

I Al OGE 450 Filers who have not started their Repart
" Al OGE 450 Filers who have not submitted their Report
" all OGE 450 Filers who are late

Select radio button next to OGE 450 Annualj

Filers who need initial notification to file.

[l iy Into |

| Admin | Management Reports | Resources

Filers Remind Filers

Remind OGE 450 Filers

Find Filers

Org Unit: by Orgs » | CERDEC H@S | [-SELECT-Next Level Down x|
" Show Filer's Reports for CERDEC HQS
 ShowMy Filers [ Include Filers for Org Units assigned to other 450 Certifiers

Find: & oGE 450 Annual Filers who need an Initial Notification to fie
Al OGE 450 Filers who have not started their Report caaren
Al OGE 450 Filers who hawe not submitted their Report
Al OGE 450 Filers who are late

Checkboxes next to Filers to be
notified are already selected.

Confirm Filers ti

Click on Notify.

Motity

ceive an e-Mail

Items per page:

Uncheck any o )
[l e Report | eparting pervisor's c-mail
aget an ema
[Organizaffon: CERDEC HOS POC(s): Dakey, Carrie |
T4 Leaking, Rufus | r_price_23@us.army.mil | 2008 Annual Shaws, Rick donna.knips@us,army . mil
2 Moss, Pete r_price_2@us.army. il 2008 Annual Shaw, Rick donng.knips@us. vy, il
~ Pole, Tadd r_price_z4mus.ammy.mil (2008 | annual Shawy, Rick darna. kripsaus. army. il

M _Send a summarized e-mail to 1 Supervisors,

From: donna knips@us.army.mil The third e-mail is sent to
Subject: t Filers have been notified to file OGE 450 the Supervisor(s).
Message: Dear [Supen tnarme Middle Lastname]:

FDM notified these Filerl
Annual OGE 450 Report in FOMT
URL: hitps i fdm army.mil as necess

rg Unit{s) you supervise that they are required to file a 2008
listed below. Please review the listing and update in FOM -

[Supervisor's Org Unit Name 17
[Filerl Lastname, Firstname Middie]
[Filar2 { astrname, Frstname Middie]

Deselect checkbox if you do
not want e-mail to be sent.
fEupervisor's Org Name 2}
[Filerl Lastname, Arstname Middie]
[Filer? Lastname, Firsthame Middie]

Text box available to
For further assistance, contact the FOM Service Center customize e-mail.
he found on the Help & Suppart page at: hitps: /. fi
mail: mailto: MONM-SECFDMSpt@conus .army.mil

Add your
optional text
here:

Step 13. Click Send.

Closing: Regards,
Carrie Oakey
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Manage Filer Reports

REMINDING FILERS REPORTS
ARE DUE

Several tools are available for POCs to track the
progress of Filers who have been assigned reports.
POCs can use the Remind Filers tool to identify and
then notify Filers who:

¢ have not started their reports,
¢+ have started their reports but have not eSigned,

¢ are late in submitting their report.
These options perform in the same manner.

1. From any point within FDM, click the MY
REVIEWS / REMIND FILERS tab, then select the
top-level Org Unit for which you are a POC.

2. Select SHOW MY FILERS.

3. Select the radio button next to the option you want
to perform. In this example, Filers who have not
started their report was chosen.

4. Click SEARCH.

5. The checkboxes beside the Filers’ names are
automatically selected. You can deselect a
checkbox if you do not want an e-mail sent to that
Filer.

6. Click NOTIFY to remind your Filers that their
reports are due.

Sending an E-mail Reminder

You can customize the message by adding your own
text to the Add Your Optional Text Here box. You
can also send a copy of this message to any associated
POCs and Supervisors from this page.

Note: Be careful when pasting text copied from an MS Word
document, as the text may not appear as you intended if
special characters are used.

7. Select your send options, and then click on SEND.

8. You return to the Remind Filers screen and a
summary of the e-mails you sent is displayed.

==Find Filers

Org Unit: iy Orgs » | CERDEC HOS |-SELECT-Next Level Dowen
" Show Filer's Reports for CERDEC HOS
& Show My Filers

Select top level Org Unit.

de Filers for Org Units assigned to other 450 Certifiers

Find:  * aE 450 Annual Filers who need an ritial Notification ta fi
* Al OGE 450 Filers who have not started their Report
" A OGE 450 Filers who have nat submitted their Report
™ Al OGE 450 Filers who are late

i
G_ellect option you wish to perform.j

Confirm Filers to Receive an e-Mail

Select Show My Filers j

Click Search.

Deselect checkboxes if you do
not want e-mail to be sent.

Beport | Reporting Supervisor Supervisor's e-mail

ot &mail Year Status

get a I‘na\\

Orgal ‘zatinn: CERDEC HOS POC(s): Dakev, Carrie
Fv’ Kuehl, Mally donna knips@us.amy.mi | 2008 | Annual Ranger, Forrest | forrest rangerg@us. army.mi
v Lee, Brock donna knips@us.amy.mi | 2008 | Annual Ranger, Forrest | forrest rangerg@us. army. mi
v Peace, Waren |donna knips@us.amy.mi 2008 | Annual Ranger, Forrest | forrest ranger@us. army.mi
v Leaking, Rufus  |r_price_23@us.army.mil  [2008 [ Annual Shaw, Rick danna.knips@us. army.mi
v Moss, Peta t_price_2i@us. arrmy.mil 2008 |Annual Shaw, Rick danna.knips@us. army.mi
3 Pole, Tadd t_price_24@us. amy.mil 2008 | Annual Shaw, Rick dorna.knips@us. arry.mil

[ Send a summarized e-mail to 0 Supervisors

From: donna.knips@us.army.mil
Subject: FDM -*four Filers have been reminded to start assigned OGE 450 Reports
Message: Dear [Supervisor Arstname Middle Lastname]:

FDM reminded these Filers in the Org Unit{s) you supervise to start their assigned OGE 450 Reports
in FOM, They are listed below, Log into FOM - URL: https:/fwee. fdm. army.mil at any time to track their
filing progress.

fSupervisor’s Org Unit Narme 17
[FAilerl Lastname, Firstname Middle] - fReport Year] fReparting Status] OGE 450 Report
[Ater2 Lastnarme, Frstname Middle] - fReport Year] fReporting Status] OGE 450 Report

fSupervisor's Org Name 27
[Fiter! Lastname, Firstname Middie] - fReport Year] fRepariing Status] OGE 450 Report
[Filer2 Lastname, Firstname Middle] - fReport Year] fReparting Status] OGE 450 Report

For further assistance, contact the FOM Service Center at . Additonal information can be found on
the Help & Support page at! . E-mail: mailto:

Add your
optional text J
here:
) Select the e-mails you wish
Closing: Regards, to send, then dick Send.
Carrie Oakey
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REMOVING FILERS FrROM
YOUR LIST (Removing a Filer’s Role)

In FDM, you can remove multiple Filers from an Org
Unit at the same time. Before removing a Filer, you
should check that the Filer does not have any assigned
or incomplete reports. If the Filer has an incomplete
report, the certifier should be notified to either
complete the report or Admin Close the report if it was
filed erroneously. If a Filer has a draft report, you can
remove the Filer and the draft report.

Note: You are not removing the person from the FDM system, but

only the role that they hold in the Org Unit.

1. Select ADMINI FILERS.

2. Select the Org Unit to which the Filer belongs.
3. Click on SHOW MY FILER.

4. Select the checkboxes next to the Filer(s) names you

wish to remove.

5. Click on the REMOVE OGE 450 FILER ROLE
button.

6. On the Confirmation page, a message is displayed
asking if you want to remove the report
assignments for the selected Filers. Select the
checkbox next to the message if you want to
remove the report assignments.

NOTE: If you do not select the checkbox, the Filer role is removed.
However, this will appear on a Management Report that the
Filer role was removed but the assigned report was not.

7. Click on CONFIRM.

Financiai Lisciosure Management

POPs | Supervisors I N ‘ Org Units.

Select Admin / Filers.

@ How DoI...
Org UNit: 1y Ors » CERDEC HOS » |CERDEC GZD SGSELECT-Hext Level Down = |
" Show Filers for CERDEC €20 =
* ghow My F\Ia[g_:_jnclude Filers for Org Units assig Select the Org Unit.
—Filer Search
Select Show My Filers. Ji Search| |Clear

Click on the Remove OGE
-~ 450 Filer Role button.

Last Name:

Filer Role: |OGE 450 x

1to 8 of 8

N

Items per pac==

[ Netify | | Assign OGE 450 Report | | Remove OGE 450 Filer Role | | Add OGE 450 Filer | | Add Multiple DGE 450 Filers |
SelectiClaar Al

- Name & Filer Role Org Unit Current Reparts Supervisor

= Select the checkboxes next S .

Y — to the Filer(s) names. e —

icd Dahl, Barhie ¥ OGE 450 Filer CERDEC C20 | 2008 Annual OGE 450 Shavw, Rick

Leaking, Rufus OGE 450 Fller CERDEC C201 | 2008 Annual OGE 450 Shaw, Rick

rinancial wisciosdre rianagement

m [1111| Management Reports

Filers l POCs [ Supervisors l Users ‘ Org Units
Confirm Remove QGE 450 Filer(s)

Are you sure you want to remove the filer rale for the following filers?

Robin ¥ Banks***

Select checkbox if you want
to remove report assignment,

Barhie ¥ Dahl***

=%+ plso remove Not Started OGE 450 Report assignments for these
Filers
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MoviING A FILER TO
Di1rrerReNT ORG UNIT

When you are updating your Filer List, some of your
Filers may have made lateral transfers and therefore
need to be moved to different Org Units within FDM.

If you are trying to move a Filer who has both a 450
and 278 role, you will get a message to contact the
Help Desk as only DAEOs, DAEO ECs, SLCs and SLC
Assistants have the authority to make this move.

Note: Moving Filers to a new Org Unit may change the Filer’'s review

chain. If the Filer has a disclosure report that is Under Review,
you may want to notify the current Review Chain members as
they may have already started their review process. To view
the review chain members, click the Org Unit name link listed
beside the Filer's name.

Moving a Filer with a Draft or Under
Review Report

To move a Filer to another Org Unit with a different
review chain who has a report in Draft or Under Review
status:

1. Select the ADMIN | FILERS tab (you can also
select MY REVIEWS | FILERS). The My Filers
page is displayed.

2. Select your Org Unit from the breadcrumb trail and
select the Organizational view options.

3. Select 450 FILER under Filer Role.

4. Click the MOVE button beside the Filer's name
who is now reporting to a different Org Unit. The
Move Filer page is displayed.

5. “Drill down” or click the down arrow beside any
Org Unit Name to locate the appropriate Org Unit
where the Filer is to be added.

Note: The Review chain of this Filer may change as a result of this

move.
6. Click on Select beside the Org Unit to which you
are moving the Filer.

7. A confirmation page is displayed indicating that
this Filer has a report that can move with him. To
move the report, select the checkbox. If you want
the report to stay with the review chain of the
original Org Unit, do not select the checkbox.

8. Click CONFIRM.

My InfnT My Revlew;] Admi
3+ | POCs | Supervisors

‘;‘—:_-“'LSelect Admin / Filers. J
:

mrom

Qrgunit: iy Oros » CERDEC HQS » |CERDEG SED | | -SELECT-hext Level Down v |
" Shaow Filers for CERDEC SED
* Show My File i rg Units assigned to other POCs

—Filer Seamh—( Select Org Unit and Organizational view options. \jxli
Tear

Last Name: | First Name: | |Esdialiall}

Filer Role: Select Filer Role.

1to 4 of 4 Items per page: iﬂﬂ 'l

Hotify Assign OGE 450 Report Remove OGE 450 Filer Role Add OGE 450 Filer Adid Multiple 0GE 450 Filers
Select/Claar All
r Name & Filer Role 0Org Unit Current Reports Supervisor
Wiew
T Kuehl, Mally OGE 450 Filer CERDECr" e
Click on Move next to Filer's name.
r Lee. Brock OGE 450 Fler | CERDEC =
Cviiew |
r Mass, Chis (QGE 450 Filer CERDEC SED 2008 Annual OGE 450 Ranger, Forrest %
\ \ V 9 Jnayg “

My Info | My Reviews Management Reports | Resources

Move Filer - Mass, Chris

Org Unit: My Orgs » |CERDEC HQS

Name: |

Search | Clear

Select Org Unit.

Click on Select next to the Org Unit.

N
Items per page:

1to 3 of 3

Org Units for CERDEC HQS
Name 'l Description Location Supervisor Name\\
CERDEC 12WD m CERDEC 12WD .. CERDEC HQS Moare, Les
CERDEC (2D || cERDEC C2n ... CERDEC HQS Shaw, Rick Select
CERDEC SED [¥)| cerpec seD ... % CERDEC HQS Ranger, Forrest

Cancel

My Info | My Reviews Management Reports | Resources

“ll4 | POCs | Supervisors | Users . Org Units

Confirm Move OGE 450 Filer

Select checkbox if you wish to e Chris Mass as 3 OGE 450 Filer from CERDEC
move the report with the Filer.

Notes:
» This person is currently an OGE 450 Filer in Org Unit : CERDEC SED

ove Reports option:
» This filer has the following reports that can be moved with this filer,

& Eﬁgg,:t with Year 5_‘;;"; Reporting Status |Review Status ASSigS;?tg Org
A v 2003 | OGE 430 Anrual Draft CERDEC SED

CEnay——
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Moving a Filer with a Completed Report or No
Assigned Reports

To move a Filer with a completed report or no
assigned reports is the same with the only difference
being the Confirmation page.

1. The Confirmation page on this type of move only
confirms the Filer’s move to the selected Org Unit

Financial Visciosare Management

5 ‘ POCs ‘ Supervisors ‘ Users ‘ Org Units

12WD to CERDEC C2D?

Notes:

(f_
Confirm the Org Unit
and dick on Confirm.
N

Confirm Move OGE 450 Filer

Ar@ you sUre you want to mave Mae Flowers as a OGE 450 Filer from CERDEC

« This person is currently an OGE 450 Filer in Org Unit : CERDEC 12WD

onfirm Cancel
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VI1EWING FILERS) REPORT
ASSIGNMENTS AND STATUS

View Report Assignments

1. Under the Assigned column, a POC can see
whether or not the Filer has an assigned report.

2. If the Filer’s report has not been assigned, click on
the Assign button next to the Filer's name.

3. Toremove a report assignment on any NOT
STARTED report, click on the REMOVE
ASSIGNMENT button.

NOTE: You can also remove the Report Assignment from the Review
Status screen.

View Report Status

4. To view the report status, click on the VIEW button
next to Draft, Under Review or Completed reports.
This will take you to the Review Status screen.

5. Once you are on the Review Status screen, click on
the Review Reports tab to return to Review Reports
screen.

I Admin | Management Reports Resnur(es_

Review Reports

Review Reports - Org Unit View Mode

H

—_— 9 Work List ¥Yiew Mode A

W
"E
* W
Org Unit: iy Orgs » |CERDEC HQS | [-SELECT-Next Level Down v | "
o W
" Show Filer's Reports for CERDEC HOS A
* ShowMy Filer's Reports [ Include Filer’s Reparts for Org Units assigned to other POCs N
& He
re
—Search i
Form Type: Year: Reporting Status:  Review Status:
focEasn = | [all =] [al | fa =l =
Last Name * &l
Starts With: Last Name: First Name: N ) N
[ BN [ CCIlck View to review report status.

| Search

ASSIGNED column indicates whether
or not the report was assigned.

| Reset |

Click on the Assign button
to assign a report.

r-| lendk
Items per page:
q Org " Form Reporting | Review |Days in
Assianed Unit Supervisor Type Year Status Status |Review (]
N Hamrer, Armand | “EFPEC | ghaw pick | oGE4s0 2007 bey Draft Nted
20 Entrant
CERDEC Click on Remove Assignment
Yes Kuehl, Malky TowD | Moote, Les to remove assignment. AREmnue \
= ssignmen:
T T T T T
0 1 J 0 g 1 gqqe
My Info Admin | Management Reports | Resources

Review Status

Complete - Rufus Leaking, 2008 Arlyual OGE 450 Report
Review Status

Click on Review Reports tab to return hat is ¢
Co the Review Reports screen. el
¢ wihat is tf
Report Progress Due Dates & Extensions Qe and |
Assigned: es Current Due Date: 02/01/2008 Submnitke
Filer Started: 10/22/2008 Disclosure Due Date: 02/01/2008 4 Wwhen sh
Filer eSign and Submitted: 10/22/2008 Adcitiona
Amended: Mo extensions have been recorded. o Glossary
Completed: 10/24/2008

Disclosure Report Reviews

Review Chain Audit Trail
Reviewer Currently A - Revi End B -
Role Reviewer Notify Type Reviews eSigned/Signatures
SUpervisar Rick Shaws 4 | Organization 10/24/2008 | 10/24/2002
Shaw, Rick Shaw, Rick
Supervisor Supetvisor
Supervisor Forrest Ranger <] | Crganization
=
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REMIND SUPERVISORS

Another tool available to POCs is the Remind
Supervisors function. This enables the POC to remind
their Supervisors that they have reports to review and
eSign.

1. Click on the My Reviews / Remind Supervisors
tab, and then select the top-level Org Unit for
which you are a POC.

2. Select Show My Supervisors.
3. Click Search.

4. Results display. The checkbox next to the
Supervisor’s name is automatically selected. You
can deselect a checkbox if you do not want an
e-mail sent to that supervisor.

5. Click Notify to remind the selected Supervisors
that reports need to be reviewed.

Sending an E-mail Reminder

6. The first e-mail that displays is an e-mail to the
POC summarizing which supervisors received a
reminder e-mail. If the POC does not want to
receive this e-mail, the checkbox in the upper left
corner should be deselected. The second e-mail
that displays is the actual e-mail, which will be sent
to each of the Supervisors selected. Click on Send.

7. You return to the Remind Supervisors screen and a
summary of the e-mails sent is displayed

8. To refresh the Remind Supervisors screen, click on
the Remind Filers tab and the Remind Filers’
options display.

My Info Admin | Management Reports | Resources 0g 0

Remind Supervisors

Remind Supervisors who have not eSigned 450 Reports
Select the top level Org Unit
to which you are a POC.

Find Supervisors who have not eSigne7

Org Unit: iy Orgs » CERDEG HAS |rSELECﬂe>« Lewel Down Select Show My Supervisors.
€ Show Filer's Reports for CERDEC H
& Show My Supenvisors | Tnclude Supervisors for Org Units assigned to other 450 Certifisrs
Search N
Deselect checkbox if you do J

not want an e-mail sent.

GConfirm Su isors to Receive an e-Mail

Items per page:

Supervisor's Org
Unit

Report | Reporting
Status

Supervisor Supervisor's e-mail

|0rganiza#nn: CERDEC HQS POC(s): Oakey, Carrie

s ‘Shaw Rick |CERDEC HOS |dumna.kn|ps@us.armv.m|l | Leaking, Rufiis |ZUUE |Annual
‘ | | Moss, Pete |ZUUE |Annual
motity
» O - - age
My Info Admin | M

Remind Supervisors

Sonfirm Reminder to Supervisors who have not esigned OGE 450 Repoits

~ Send a summarized e-mail to 1 POCs
From: donna knipsmos . army.mil
Subject: FUIM - SUPErvisors ¥ou SUPPOIT have been reminded To S5ign in FOM
Messaae:  Dear /POC Frstname Middie Lastramel : /
FDM notified these Supervisars in the Org Units you supPort to oSign OGE 450 Reports proviously
sabmi By Thsir Hiersin thm. inc suporvizors Snd tholr it BT sutetanding reporte; aronned by

e O b e ations, are 1 Stoa b, Lo Inth ELM ~ DRLS THinG A i 1y i
to track their eSigning progress

Summarized e-mail is sent to POC.j

foocs o
=

1 75 s, Firstrsme
fEiler LaStname Ffrsthame MiddieF - fRep ort Y ar] fReporting Staztus] OGE 450 Report
Frilerz Lastname, Firstname Middlie] - (Report Year] (Reporting Status] OGE 450 Repart

sSupervisor: [5u,DErwsarz L@SERIINAS, Frsiname MMadie.
Leve, ArsTnante MF(J‘G’P’E'] freport vear] [Repcrtﬂng Srarusi DGE 450 Report
fEiherz La rs e MIFTREF - fReport Yiesrf fReporting Status] OGE 450 Report
fPOCs Orgs

=7

mervisor: 5ty P RS tRAme, s tnare SMiddie.
JEiler Lastname, Arstnanne Middie? - FReport vear] fReporting Status] OGE 450 Report
IFiler2 Lastname, Frstname Middie] - (Report Year] /Reporting Status] OGE 450 Report

e,

For further assistar
Help & Support pag

ontact the FDM Service Center at . Additanal
Fnail: mailto

farmation can be found on the

add your
uD(lunal -]
i

Closing: Regsrds,
Carrie OAkey

i Reminder e-mail is sent to the Supervisor.
From: donna.knips@us.army.mil

Subjoct: FOM alert  Please oSign ©GE 150 Roports submittod by your Filors
Message: Dear {Supervisor Firstnarme Middie Lastnamey /
Filers in Ui e o supsrrisy o SSiund A subinitied Lhsin OGE 450 Repurts in FOM.

ey are rEady o o e e T e e

1 LS BT - LR Rt e fdm. army. mil
2 ChE Tty Reiss

3! Click the Review REDEVtS ‘tab

4. Click the View button beside a report.

5. Review all of the mrmmamcn tor accuracy

5. wh plete, click the e-Sign butron £o sign the report

- fReport Yesr] ffeporting Status] OGE 450 Report
- FRaport Yesrf fReporting Stafis] OGE 450 Repart

fSupervisor's Org Name
e S T 8 e niraiiel - fReport Yoar] fReporting Status] OGE 450 Repart
iFiler2 Lastnarme, Frstname Middief - (Report Years iReporting Status OGE 450 Report

Tha FDM L
rurarial an

8. Sontar; {EDMURL}/Isarninacenter, flsarnin gCenter htm, includes a short video
P Rt B A gl an the same sohis

For further assistance, contact the FDM Service Center at . additonal information can be found an
the Help & Support page at: . E-mail; mailto:

ndd your

optional text

Closing: Regards Click on Send.
Carrie Oakey

[<Back | [Send |
« al U 0 g anaqe
My Info Admin | Management Reports | Resources 0g 0

emind Supervisors

Remind Supervisors who ha esSigned 450 Reports -- Reminders Sent Summary

How Dol...
- Cclick on Remind Supervisors to refresh screen.

=—Find Supervisors who have not eSigned

mroa

Org Unit: My Orgs » |CERDEC HQS | |-SELECT-Next Level Down ¥ |
" Show Filer's Repors for CERDEC HQS
& Show My Supervisors | Include Supervisors for Grg Units assigned to other 450 Certifiers

Ei/&iummary of e-mails sent is displayed.

| —"

Summary: 1 Supervisors will receive an e-mail -~
1 POCs will receive 3 surmmarized e-mail

# Usg the navigation tabs/menus to continue,
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Financial Disclosure Management

Management Reports

FDM Management Reports provide POCs with a tool
for monitoring the filing and reviewing progress of
disclosure reports.

Management Report Types
You can choose between three standard Management

Reports in FDM:

Disclosure Report Summary

The Disclosure Summary Report provides a summary
of your current Filer's submission status by Form Type
and Year. Use this report to track how many Filers for
the current year have or have not submitted disclosure
reports in FDM.

Disclosure Detail Report

The Disclosure Detail Report provides disclosure
reporting and reviewing status detail by Org Unit,
Form Type and Year. Use this report to track review
progress of a disclosure report.

Filers with no Disclosure Report

Filer’s with No Disclosure Report provides a detailed
listing of Filers who have not filed a report in FDM by
Year. Use this report to track delinquent Filers in FDM.

GENERATING A MANAGEMENT
REPORT

To access Management Reports:

1. Click on MANAGEMENT REPORTS |
DISCLOSURE.

2. Select the type of Management Report you wish to
generate.

3. Select the Org Unit of the Filers whose disclosure
filing or review status you wish to view.

My Info | Review Reports | Admin | Resources

Select Disc)’fsure Report
Click on the Management Reports tab. l

1. Disclosure Report Summar

2. Disclosure Report Detail

3. Ellers with Mo Disclosure Reports

Curity and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

C Select the Management Report. j

q al L 0 C dnagqe
My Info | Review Reports | Admin | Resources

Disclosure

Disclosure Report Summary

Select Org Unit.
Select Organization and™Ssgpe

Org Unit: My Orgs » ROECOM » |CERDEC HQS "SELECT-NEM Level Dﬂwnj
" Show Filers for CERDEC HQS

SF278 -

A 2008 -

* Show My Filers W Include Filers for Org Units ass|
L Generate Report.
Set Report Filter
Form Type: Year:
¥e Generate Renurtj"

I\

] &

- 4 Notice | Help | Accessibility | Developed by: CECOM LCMC
( Select Filter options. :l
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Financial Disclosure Management

Including/Excluding additional Org Units in your View

You can opt to include or exclude specific Org Units
from your Management report by selecting one of the
“views” beneath the Org Unit Breadcrumb trail.

4. The Report Filters on each report may differ. Select
the appropriate Report Filters as follows:

a. Disclosure Report Summary - set the Form
Type and Year.

b. Disclosure Report Detail - set the Form Type,
Year, Reporting Status and Review Status.

c. Filers with No Disclosure Reports - set the
Form Type and Year.

5. Once you have made your filter selections, click
Generate Report.

Printing a Management Report

6. Once you have generated your management report,
click Printer Friendly.

7. Click Print to print your report at your local printer.

8. Click on Close to close the report.

9. Click on the Disclosure tab to return to the
Management Reports main menu.

My Info | My Reviews [ Admin Resources

Disclosure

Disclosure Report Summary

R
E aHnanI...
E

Select an Org Unit and Scope

O Unit: by Cris » | GERDEG HQS | [-SELECT-Mext Lewel Down ~ |
" Show Filers for CERDEC HOS
% ShowMy Filers [ Include Filers for Org Units assigned to other POCs

Set Report Filter ' . X
Click Printer Friendly.
Form Type: Year:
OGE 450 2008 = |Generate Report |

Report Results

Current filers that have submitted 2005 OGE 450 reports: 4 0%
Current filers that have drafted 2008 OGE 450 reports 1] 0%
1
[

S printer Friendly

Current filers that have not created 2005 OGE 450 repords 20%
Total OGE 450 Filers for 2008: 100%

£ Print

Financial Disclosure Management
Disclosure Report Summary

Created on: November 12 2008 at 15:11
Created by: Carrie Dakey as POC

Org Unit: My Orgs » CERDEC HQS

_ Show Filers for CERDEC HQS & Show My Filers
_ Include Supervisors for Org Units assigned to other POC

Form Type: OGE 450
Year: 2008

Click on Close

Current filers that have submitied 2008 OGE 450 reports:
Current filers that have drafted 2008 OGE 450 reponts
Current filers that have not created 2008 OGE 450 reports:
Total OGE 450 Filers for 2008

0%
0%

%

100%

| — =[ =]
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