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Use the Assign feature to indicate to your Filers the type of report, OGE 450 (New Entrant or Annual) or SF 278 
(New Entrant, Incumbent, Incumbent/Termination, or Termination); they are required to file in FDM. 

Annual OGE 450 Filers and Incumbent SF 278 Filers

Everyone who is required to file an OGE 450 or SF 278 report and has been registered in FDM will automatically 
be assigned an Annual OGE 450 Report or an Incumbent SF 278 on December 31.  Once the Reports have 
been automatically assigned to all current Filers in FDM, you can then notify the Filers in their Org Units of their 
requirement to file.  If a Filer has been added to your organization after the initial notification, you will have to 
assign a report to that Filer. 

Assigning a Report to File

Assigning Reports
Once you have updated your Filer list, you can indicate 
to your Filers the type of report they are required to 
file, e.g., 450 New Entrant, 278 incumbent, etc.  Since 
Filers are grouped by Org Unit, you can save time by 
assigning the same type of report to a group of filers.  
When you assign a report to a group of Filers, each Filer 
receives an e-mail notification prompting them to begin 
their filing process in FDM.  To assign reports:

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

Select a Filer’s Org Unit from the Next Level Down 2.	

drop-down list.

Click 3.	 Retrieve Filers.

Select the check box beside the appropriate Filer(s) 4.	

and then click Assign Report.

Entering the Report Information

Select the 5.	 Year and Reporting Status.

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.  The Due Date defaults to 30 days 
from the current date for New Entrant reports.  

Overrides

Override Due Date is used to indicate that a Certifying 
Official or their EC overrode the due date, typically 
with new entrant Filers.  Check the Override Due Date 
box and then enter the reason for the override in the 
Reason field.  

When complete, click 6.	 Save.

Click 7.	 OK to the message confirming the report 
assignment.   
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Notifying Filer
On the Report Assignment Notification screen, either 8.	

click on YES to notify the person of their requirement 
to file a report; or click on NO to notify later.

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

Click 9.	 CONTINUE to send the e-mail and return to 
the My Filer’s screen

Removing an Assignment
From any point within FDM, select 1.	 My Reviews | 
Review Reports - Worklist tab. 

Select All in the Search area for 2.	 Form Type, Year, 
Reporting Status, Review Status and Action. 

Click 3.	 Search.

View Report Assignments

Under the Assigned column, you can see if the Filer 4.	

has an assigned report.

To remove a report assignment on any 5.	 Not Started 
report, click on the Remove Assignment button.

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

Compliance Tracking of 
Filing Activities
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. 

Note:	 Filers who have completed their tasks will not show on the 
Remind Filers page.

Additional options are available to track and notify OGE 
450 Filers who have not started their reports, who 
have started their reports but have not eSigned, and 
for Filers who have passed the due date.  For more 
information about on sending reminder notifications to 
filers in FDM, please see the QRC Remind Filers.

https://www.fdm.army.mil/documents/QRC_Remind_Filers.pdf
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