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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.

All FDM review chain participants and POCs can add multiple OGE 450 Filers to FDM.  

Note:	 You cannot use the “Add Multiple OGE 450 Filers” feature to add a Filer already registered in FDM. Instead, use the “Add OGE 450 
Filer” action button.

Adding Multiple OGE 450 Filers

Adding Up To 25 OGE 450 Filers  
at a Time

From any point within FDM, select the 1.	 Admin tab 
and then the Filers sub-tab.

Select the Org Unit where the new Filer should be 2.	

added from the Next Level Down drop-down list.  

Ensure that the 3.	 450 Filer Role is selected.

Click 4.	 Add Multiple OGE 450 Filers. 

Searching for Filers
Select the appropriate 5.	 AGENCY DIRECTORY from 
the drop-down list

Type or copy and paste the e-mail addresses of 6.	

the filers in the E-mail Address Box. (Up to 25 
addresses allowed at a time and only one e-mail 
address per line.)

HINT:  To make loading your Filers into FDM easier, you can copy 
and paste Filer e-mail addresses from your OGE 450 Tracking 
spreadsheet into FDM.

When complete, click 7.	 Search.  

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

Confirming Your Selection
Review the Filer listing.  Click 8.	 CONFIRM.

If Filers are listed in the “Will not be added” area, 9.	

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

Click 10.	 ADD MULTIPLE OGE 450 FILERS to add 
another set of OGE 450 filers to the same Org Unit

Click MY FILERS to add Filers to a different Org Unit.11.	
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