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Financial Disclosure Management

Introduction

Organize Filers Prior to December 31

As the POC, it is your responsibility to make the necessary corrections to the org units and filer lists in FDM.
Supervisors should be able to help you identify employees who are required to file and OGE 450.

Automatic assignment of reports can create additional administrative work for POCs if your Filers are not organized
properly before December 31. It is recommended POCs begin reviewing and updating their Filers in FDM no later
than November 1. Everyone who is required to file an OGE 450 report and has been registered in FDM will be
automatically assigned an Annual OGE 450 Report on December 31.

To ensure consistency, review the list of last year’s filers and update to reflect both employees no longer working for
you, and new employees who fit the filing criteria. Having said that, Managers/Supervisors should review that list,
and make the final determination regarding who of their employees meet the OGE criteria, and are required to file.

For additional information, please see the POC User Guide.

CLEANUP 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 1

POC

Update/Add 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

Move/Add 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 December 31

POC

Record Ethics Training

Record Initial or Annual Ethics Training in FDM throughout the
year, as it occurs, to ensure your records are kept up to date.
NLT 30 December, print out the list of Trained and Not Trained
filers for future reference in preparing the SLC 220 report.

December 31

FDM

Auto Assign

FDM automatically assigns everyone who is required to file an
OGE 450 report and has been registered in FDM an Annual

OGE 450 Report on December 31.

NLT January 15

POC

Notify Filers to File

POCs should initially notify OGE 450 Annual Filers of their report
assignment

FDM POC Fall Clean-up Guide
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Financial Disclosure Management

Check for
Outstanding Reports

FDM Management Reports provide POCs with a
tool for monitoring the filing and review progress of
disclosure reports. Use the Management Reports in
FDM to check if the filer has any assigned or incomplete
reports before you move or delete any of your Filers.

If a Filer has an incomplete report with a Draft or Under
Review status, notify:

¢ the Filer’s supervisor if he/she has not signed yet.

¢ the Filer’s 450 Certifier to complete the report or
delete the report if it was filed erroneously.

If the Filer has a Not Started report but the Filer’s role
has been removed from FDM, go to Admin | Filers and
Unassign the report so it will no longer display on your

management report.
L

M ana ge me nt Re po rt Types My Info | Review Reports | admin [ Resources
Select Dis ure Report
You can choose between three standard Management \\?mzyinagm:m Reportstab. )
Reports in FDM: L. Disclosurs Repert Summar
Disclosure Report Summary i Eifffﬁ :2 ;rt\De:i Reports
The DlSClOSUI‘e Summary RepOI't provides a Summary /curltv and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC
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 Filer, 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.

? .
My Info | Review Reports | Admin | Resources oq O

Disclosure

G E N E RAT I N G A MANAG E M E N T Disclosure Report Summary

Select Org Unit.
REPORT
Select Organization and™Ssgpe

T~
Org Unit: vy Orgs » EOECOM » |CERDEC HQS [-SELECT-Mext Level Down x|

To access Management Reports: © Show Filers for CERDEC HQS

1. Click on MANAGEMENT REPORTS | R E
DISCLOSURE. Form Type: Year: Generate Repurﬂ"

[srzre =] ) [2008 =]
2. Select the type of Management Report you wish to N\

] &

Notice | Help | Accessibility | Developed by: CECOM LCMC
generate' E Select Filter options. jl

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

FDM POC Fall Clean-up Guide 4



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.

Export to Excel

1. Highlight the text you want to copy by clicking and
dragging over it with your mouse.

2. Hold down CTRL and C on your keyboard.

3. Open Excel, click in a cell and then hold down CTRL
and V to paste the text into the desired cell on your
spreadsheet.

i

AR

My Info | My Reviews | Admin Resources

Disclosure

Disclosure Report Summary

Select an Org Unit and Scope

Org Unit: by Oras » |CERDEC HOS | [-SELECT-Next Level Down = |
" Show Filers for CERDEC HOS
* Show My Filers [ Include Filers for Org Units assigned to other POCs

Set Report Filter

E_ Click Printer Friendly. l
|Generate Reporll

Form Type: Year:
OGE 450 v 2008 >
Report Results & printer Friend|
Current filers that have submitted 2008 OGE 450 reparts: 4 B0%

1] 0%
1 20%
] 100%

Current filers that have drafted 2008 OGE 450 reports;
Current filers that have not created 2008 OGE 450 repors
Total OGE 450 Filers for 2008:

Financial Disclosure Management

Disclosure Report Summary

Created on: November 12 2008 &t 13:11

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

0%
0%

%

100%

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

| —[ =] =]

FDM POC Fall Clean-up Guide




Financial Disclosure Management

Managing Filers

REMOVING FILERS FROM
YOUR LIST (Removing a Filer’s Role)

In FDM, you can remove multiple Filers from an Org
Unit at the same time.

Deleting Filers should be completed prior to the
December 31 Automatic report assignment to prevent
Filers from starting reports in the incorrect org unit.

Check for Assigned Report(s)

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 Filer’s 450
Certifier should be notified to either complete the
report or delete the report if it was filed erroneously.

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 beside the Filer(s) names you
wish to remove.

5. Click REMOVE OGE 450 FILER ROLE.

Removing an Assigned Report

6. On the Confirmation page, a message is displayed
asking to remove the report assignments for the
selected Filers. The box is checked by default to
remove the assigned report. Uncheck the box if

you want the report to remain assigned.
NOTE:If you do not select the checkbox, the Filer role is removed
and the report assignment is not 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.

Common Issues

X3

6

You may remove a Filer from your org unit
even if he/she still needs to create a report in
FDM. If a Filer is deleted from an old org, but
never added into a new org unit, the Filer will
still be able to log in to FDM but won’t see the
My Reports tab. The Filer should then contact
the POC or his/her new org unit and ask to be
added back in to FDM.

Financiai Uisciosure Management

My Info | My Reviews Management Reports | Resources

Filers pe
Select Admin / Filers. j

"
N Poc @ How Do1...
£

Org Unit: by Orgs » CERDEC HOE » [CERDEC G2D 4l SELECT-Next Level Dewn ~ |
" Show Filers for CERDEC C2D -
& SmwMyF”eQ‘:: e Gl G Gl s e Select the Org Unit. j
2 nelude Filers for Org Units assigl
Filer Search N
Last Name: Select Show My Filers. )7 |search| [clear

Click on the Remove OGE
° 450 Filer Role button.

Filer Role: |OGE 450 ¥

1to8of 8

N

Items per pace

Hotify Assign OGE 450 Report Remove OGE 450 Filer Role Add OGE 450 Filer Add Multiple OGE 450 Filers

Select/Clear All
Name ~ Filer Role Org Unit

] Select the checkboxes next
Vv —_%ﬂg to the Filer(s) names. GE 450

Current Reports Supervisor

1)

Shaw, Rick

i Dahl, Barbie % OGE 450 Filer CERDEC 20 2002 Annual OGE 450 Shaw, Rick
r Leaking, Rufus OGE 450 Filer CERDEC C2D 2008 Annual OGE 450 Shaw, Rick

| q U ! NQaeme L
v

o s
[ I
Management Reports | Resources i r /A J‘

Confirm Remove OGE 450 Filer(s)

My Info | My Reviews
Filers

fire you sure you want to remave the filer role for the following filers?

Robin ¥ Banks***

Select checkbox if you want
to remove report assignment.

Barbie ¥ Dahl***

WF%% also remove Not Started OGE 450 Report assignments for these
Filers

Cancel

FDM POC Fall Clean-up Guide



Financial Disclosure Management

MovVvING A FILER TO
Di1rfFerReNT ORG UNIT

It is very important to move your Filers to their new
org units before the FDM automatic assignment on
December 31. Once a Filer starts a report, a POC
cannot move the report to a different org unit.

Common Issues
MoVE FiLER TO ORG WITH DIFFERENT REVIEW CHAIN

% If you are moving Filers to an Org Unit with a
different review chain and the Filer has a disclosure
report that is Under Review, notify the current
Review Chain members as they may have already
started their review process.

PREvVIiOus REPORT AsSIGNED OUTSIDE oF SOC

% Filer reports cannot be moved when the report is
assigned outside of the POC's “span of control” in
FDM. Notify the current POC and ask him/her to
unassign the report. Once the report is unassigned
you will then be able to move the Filer and
report(s) together.

FILER CHANGES AGENCIES

% Filer reports cannot be moved across agencies.
Contact FDM Customer Support before adding a
Filer to your Agency if the Filer created reports in
FDM under another agency. For example, if a Filer
created reports in FDM while working in USARMY
and now needs to create a report at VA, call FDM
Customer Support and they will assist you with the
move so the Filer will have access to all of their
reports.

SUPERVISOR CANNOT SEE REPORTS

% Supervisors may not be able to see a Filer’s report
if the Filer is moved after Automatic Assignment
because the report is still with the old org unit. To
correct this problem, you will need to:

- Move the Filer back to old org unit. (If you can't,
you will have to get someone who can.)

- Unassign the report
- Move the Filer to the new org unit
DuAL RoLE FILER

% If you are trying to move a Filer who has both
a 450 and 278 roles, 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.

FDM POC Fall Clean-up Guide
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Moving a Filer with a Draft or Under
Review Report

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

4. “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: This move may cause the Filer’s Review chain to change.

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

6. A confirmation page is displayed indicating that
this Filer has a report that can move with him. To
move the report, leave the checkbox selected. If
you want the report to stay with the review chain
of the original Org Unit, deselect the checkbox.

7. Click CONFIRM.

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 on this type of move
confirms the Filer's move to the selected Org Unit

My InfuT My Revlews]
| POCs | Supervisors

‘ﬁsded Admin / Filers. J
*

Management RepurtsT Resources F t /A i'!»' "!

i

Org Unit: by Oros » CERDEC HOS » |CERDEC SED | |-SELECT-Next Level Down = |
" Show Filers for CERDEC SED
* ShowMy File rg Units assigned to other POCs

—Filer Searl:h4( Select Org Unit and Organizational view options. 27
TEa

Last Name: | First Name: | =

Select Filer Role.

Items per page:

Filer Role: |OGE 450 =

1to 4 of 4

lotify | | Assign OGE 450 Report Remove OGE 450 Filer Role Add OGE 450 Filer Add Multiple OGE 450 Filers
Select/Clear All
u Name & Filer Role Org Unit Current Reports Supervisor
Wiew
r Kuehl, Mally (OGE 450 Filer CERDEC(" e
Click on Move next to Filer's name.
ew
- Les, Brock OGE 450 Filer CERDEC ove
‘—hqh-.i Wisw
T Mass, Chris OGE 450 Filer CERDEC SED 2008 Annual OGE 450 Rander, Forrest

My Info | My Reviews
Fil pocs | sun

Management Reports | Resources

Confirm Move OGE 450 Filer

Select checkbox if you wish to & Chris Mass as 5 OGE 450 Filer from CERDEC
move the report with the Filer.

MNotes:
» This personis 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,

e Report with Form q 0 Assigning Org
Filer? Year Tore Reporting Status | Review Status Unit
N v 2008 | OGE 450 Annual Craft CERDEC SED

(or i

Financiai Lisciosare Management

My Info | My Reviews Management Reports | Resources

Filers
Confirm Move OGE 450 Filer

Are you sure you want to move Mae Flowers as 2 OGE 450 Filer from CERDEC
12WD to CERDEC C2D?

Notes:

« This person is currently an OGE 450 Filer in Org Unit : CERDEC 12WD
’r"
Confirm the Org Unit

and dick on Confirm.

N~ onfirm Cancel

FDM POC Fall Clean-up Guide




Financial Disclosure Management

Org Units

ASSIGNING SUPERVISORS

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.

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

1. Click the Edit button beside the appropriate Org
Unit on the Admin | Org Units page.

2. Click the CHANGE button beside the listed
Supervisor.
Note: Only those roles that you have permission to change will
display a Change button.
3. 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.

4. 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. Please select DoD if your
Agency is USAF, USN, USMC, etc.

5. 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.

It is EXTREMELY important you select the
right person because selecting the wrong
person could result in a Privacy Act violation.

6. CONFIRM your selection. You return to the Edit
Org Unit page and your newly added supervisor
displays.

Note: If you want to change another role, depending on your

permissions, click on the Change button for that role and repeat
the above process.

7. Click RETURN TO ADMIN ORG UNITS LIST.

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

Org Units

Edit Org Unit - Mid West Region

[Mia west Region |

Name: [Mid west Region

Description:

Org Unit Location: My Orgs = Confidential Filers

[ Save NamefDescription ][ Reset ]

Common Issues

% Please keep in mind; Filers are assigned to an

org unit with a specific supervisor in their review
chain. If you move a Filer’s after the automatic
assignment, the Filer may be assigned the incorrect
supervisor. The POC should move the Filer to the
org unit with the correct Supervisor reviewer.

®,
X3

Instructions: Click the "Change™ bution next te the role assignme: . e note that you

cannot assign a role to someone who is already in the "acting” postion| 'Click Change. I

Org Unit Role i NS

Roles Current Assignments Ny

POC(s): Mot Assigned (Vic, Toree X acting) Change

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) Change

DAEO: Not Assigned (Lee, Brock X acting)

[ oot oA doin Cmo tloite Lick |
u d JInuy
My Info | My Reviews Ethics Training | Management Reports | Resources 0

Org
Units

Org Units

|0rg Unit: My Orgs » Demo Agency » |Confidential Filers

" Org Unit Search

Name: | | [searen| [ciear

lto50of5 Items per page: -100 v
Org Units for Ce ial Filers
Add Hew Org Unit
Name Description Location Supervisor Name
Edit
Central North [¥]| central north ... » Confidentil Filers Tuesday, Ruby X Move
N . \ Delsts
LCIlck Edit. ==
-
Mid West Region (]| Mid west Renion .. » Confidentil Filers Rin, Manny X

Delete

[

Edit

losare rianagement

Ethics Training | Management Reports | Resources

My Reviews.

_ _ Type the Supervisor's e-mail
Assign Supervisor L address and click Search.

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

First Name: | Starts With (v | |

Middle Name: | Starts with | | |

e-mail: [[starts witn || [training_s50_z6@us.arm)|
Agency Directories : _Army v
Items Per Page Search

*Required

Click Select beside the

Cancel Supervisor's name.
_
ltolof1 Items per page: \E
Search Results
Last Name | First Name ‘ Middle Name | Grade | E-Mail Address | Phone
K0 [panny lx |trzning 450 26@us.amw.mi [o00-0o0-0o00 |[esieat

FDM POC Fall Clean-up Guide



Financial Disclosure Management

AssiGNING A POC

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
order to help you manage your Filers.

To add an additional POC to an Org Unit,

1. Click the Edit button beside the appropriate Org
Unit on the Admin | Org Units page.

2. Click the Change button beside the assigned POC
to add an additional POC.

Note: Two or more POCs can be added to the same org Unit.

3. Select the Add a POC option and then click
Continue.
Note: You can add additional POCs to assist with the administration

of this org unit.

4. Type the POC’s e-mail address in the e-mail starts
with box, select the appropriate Agency Directory
and then click SEARCH. Please select DoD if your
Agency is USAF, USN, USMC, etc.

5. Click SELECT beside the name of the POC 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.

User Already has Selected Role with another Org Unit Add
[Role] Warning
6. Select the YES to allow this person to hold the

same role for multiple Org Units and then click
CONFIRM.

7. CONFIRM your changes. You return to the Edit
Org Unit page and the newly assigned user appears
in the role you changed.

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

l'II'ICII'ICI‘iII M ISLIUSUNE Iiunuygement

e ot eviews | e oo | anasement epors |

Senior Legal

= o | DAEOs

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

Org Units

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

" 0Org Unit Search ‘

Name: | | [search| |clear

1to50of5 Items per page:
| Add New Org Unit |
Name Description Location Supervisor Name
=TT
Central North [¥)| central Horth ... » Confidential Fiers Tuesday, Ruby X Move
Click Edit. '—— ——=
c .
L (BT
WMid West Region @ Mid West Reqion ... » Confidential Filers i, Manny [__Mave 7|
Edit

I'II10I'ICIOI FISClosdre rrifanagement

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

oHuwDoI...

Name: [Wid west Region

Description: [mia west Region |

Org Unit Location: My Orgs » ... » Confidential Filers » Mid West Region

[ Save NamefDescription ][ Reset ]

ﬂ:ick the Change button
beside the assigned POC.

Instructions: Click the "Change” button
cannot assign a role to someone who s alr

note that you

Roles Current Assignments
©Org Unit POC: Day, Manny X Change
Supervisor: Kin, Manny X Change
450 Certifier: Not Assigned (Vic, Toree X acting)
Senior Legal Counsel: Mot Assigned (Lee, Brock X acting)
DAEO: Not Assigned (Lee, Brock X acting)

[ Return to Admin Oro Units List |

I'inunciul Disclosure Management

m il | Ethics Training | Management Reports

Senior Legal
Counsels

Change POC - Manny X Day

F'llers POCS Smennsnrs

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

[ Continue » ]
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Filers

FDM automatically assigns every registered OGE
450 Filer in FDM an Annual Report on December 31.
Automatic report assignment makes it important that
POCs have their Org Units, Supervisors and Filers set
up correctly in FDM before the end of the year.

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. You can also use Add Filer 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. Please select DoD if your
Agency is USAF, USN, USMC, etc.
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.

0 al D - anage
My Info | My Reviews| Ethics Training Reports. es 00 O
My Filers
® - . .
&N Poc Click Admin | Filers j © HowDoI. . .
3

Org Unit: Ly Oras » [North East Region | | -SELECT-Next Level Down Locate the Org Unit where

© show Filers for North East Region you want to add your Filers.j
& Show My Filers [ Include Filers for Org Units assigned to other Por

Filer Role: | OGE 450

Last Name:|

Refrieve Filers| |Reset

| First Name: |

Click Add OGE 450
Filer.

Items per page:

| Add OGE 450 Filer | liz Add Multiple OGE 450 Filers

Org Unit

Name | Filer Role Current Reports Supervisor

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

l My Info | My Reviews |1
Filers ;\:\Iww::; Supervi

| Managementnepurtsl Resources STy, = —

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

First Name: |Starts with = | [armanc

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.

Items per page: Zl

Search Results

1to3of 3

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

| Selest |

FDM POC Fall Clean-up Guide
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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.

Viewing Filer(s) 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 beside 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

fidmin | Management Reparts | Resources

Filers

(GE 450 Filer Added Confirmation

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

\Retip fo il Hst‘"lAssign o6 450\T\erRep0rt‘

/1 N\

[Select Returnto Fers Lst, ESelect Assign OGE 450 Fler Report. j

Admin | Management Reports | Resources
Review Reports

Review Reports - Org Unit View Mode

— 3 Work List ¥Yiew Mode i

Org Unit: b Ors » |CERDEC HR g | [-SELECT-Next Level Down ¥ |
" Bhow Filer's Reports for CERDEC HQS A
® Show My Filer's Reparts [ Include Filer's Reparts for Org Units assigned to other POCs

—Search =
Form Type: Year: Reporting Status:  Review Status:
[ocEaso ] [ ~] [aLc =] Jac - o
Last Name ¢ al
Starts With: Last Name: First Name: - N -
[ = | Click View to review report status.

| search | |Reset|

ASSIGNED column indicates whether
or not the report was assigned.

Click on the Assign button
to assign a report.

4. To view the report status, click on the VIEW button e lorat
. . 1to11lof11 Items per page:
beside Draft, Under Review or Completed reports.
. . . A d Filer « Ora | pervisor| E2EM | yo,p |Reporting | Review Davsin Re
This will take you to the Review Status screen. - e Siatus | Satus |Reien R
\i :
CERDEC = viewl
5. Once you are on the Review Status screen, click on B i = ol i A m
' y 4 JE— Lclick on Remove Assignment [ view
. . s Kughl, Molly. Moore, Les i Remove
the Review Reports tab to return to Review Reports =iy toremove assignment. 5 (Lasiomen]|
screen.
1 i ' J ’. 1 U
My Info Admin | Management Reports | Resources
I A I .
Review Status k
Complete - Rufus Leaking, 2008 Ar|jual OGE 450 Report
Review Status
7 Click on Review Reports tab to return that is ¢
£ to the Review Reports screen. nd Sign
+ What is
Report Progress Due Dates 8 Extensions S;FZ;::H
Assigned: Yas Current Due Date: 02/01/2008 Submitte:
Filer Started: 10/22/2008 Disclosure Due Date: 02/01/2008 4 when sh
Filer eSign and Submitted: 10/22/2008 Additions
Amended: Nao extensions have been recorded, N
Completed: 10/24/2002
Review Chain Audit Trail
Reviewer Currently Assigned - Reviewer End - R
Role Reviewer iR Type Reviews Eloned T e tres
Supervisar Rick Shaw: 4 | Organization 10/24/2008 | 10/24/2008
Shaw, Rick | Shaw, Rick
Supervisor Supervisar
SLIpErvisor Forrest Ranger B | Crganization
12
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REGISTERING MULTIPLE
FiLErs IN FDM

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

Adding Up To 25 OGE 450 Filers
at a Time

1. Select ADMIN | FILERS.

Note: You can also access the Filers screen 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. Please select DoD if your
Agency is USAF, USN, USMC, etc.

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.

a al U 0 G anage
My Info | My Reviews| Ethics Training | Management Reports | Resources og O
My Filers
ek Admn | Frers

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: |

Retrieve Filers| |Reset

| First Hame: | |

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

0 1 ? D @ gnaqe
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

Select the appropriate j

= Agency Directory.

| Agency Directories
E-mail Address Box |

Instructions: Enter each E-mail address on a sep; Type or copy and paste thE
e-mail addresses of the Filer

Press <Enter> after each address.
_ in the E-mail Addresss Box.

A maximum of 25 E-mails is allowed

Clear

Chris.Mass@us.army.mil
Easton.West@us.army.mil
Holly .Daye@us.army.mil
Clarke Barr@us.army .mil
Gail.Winds@®us .army.mil

Click Search.

[Goarch ]

FDM POC Fall Clean-up Guide

13



Financial Disclosure Management

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

gaston.west@us.army.mil

Phone
000-0000

easton.west@u; il
Eh”5'r"E'SS@“Glevits:w Filers listed in this area]
6 Filer{s) that will not be added to The current Org Unit listed above:

Click Confirm.

Name Grade E-mail Address Phon

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

Common Issues

< 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.

% If Filers are listed in the “Will not be added”
area, click Cancel, and then go back and verify
the address for those filers. Update your Filer
spreadsheet with their correct e-mail address and
try again.

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. No.

Filer{s) that were not added to the o Org Unit listed abowe:
Name Grade E-mail & 55 Phone

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

Status

FDM POC Fall Clean-up Guide
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