MANAGING MY FILERS

Fi_nonciol
Disclosure
Management

Group Filers into separate Org Units by
Supervisor. Agencies that do not use
Supervisory review assign a paralegal or
legal clerk in the Supervisor role to perform
a technical screening for a disclosure report’s
completeness.

1. Select Admin Center | Org
Management.

2. Select the Org Unit where the new Filer is
be added.

Click the Org Unit Filers tab.
Click the 450 Filers panel.
Click Add Filer button.

Searching for a Filer

1. Select the appropriate Org Unit, type
the Filer’s e-mail address or name in
the Search for Filers column, and click
Search.

2. Click the plus (+) sign beside the Filer’s
name. The Current Filers list displays the
newly added Filer.

Note: Once a Filer is added, you can
assign a report for them to file in FDM.

Filer Belongs to Different Org Unit

If the new Filer is already a Filer in a differ-
ent FDM Org Unit, you may have the option
to select some or all of the Filer's incomplete
reports and move them with the Filer. This
may change the originally assigned review
chain for those reports.
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Assigning a Report to a Filer

1. A list of Org Unit Filers is displayed on the
Org Unit Filers page.

2. Click the Assign button besides the Filer. The
450 Filer Assignment page is displayed.

3. Select the report criteria and click OK.
Notifying a Filer

The Report Assignment Notification informs a
Filer they have been registered. The notification
includes report information and instructions for
filing the report.

4. Click Send to notify the Filer of their
requirement to file, or Cancel and notify later.

Removing a Filing Assignment

Filers who are no longer required to file a report
can have the assignment removed.

1. Locate the name of the Filer on the Org Unit
Filers page and click the View icon beside
the name.

2. Select the Reports tab and click the View
icon beside the targeted report. The Review
Status page is displayed.

3. Click the Assigned icon in the Report
Progress panel. A prompt states "Remove
Assignment” and a message asks if the intent
is to remove the assignment. Click OK to
confirm.

4. Click OK when prompted to finalize removal.
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Assigning Report Criteria to a Filer
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N confirm,
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Are you sure you want to remove the report assignment?. Click "OK" to

ceoncel

Review Status
‘ Notes

(REPORT PROGRESS ) Remove
- Assignment

Assigned: Yes &%

Initial Filer eSign and Submitted:
Amended:

Completed:

Retained: No

Review Chain Audit Trail

. Currently Assigned Reviewer
Reviewer Role -

Reviewer Type
Supervisor Maria Garcia Organization

450Filer 1010 A. TestAuto
450Filer 1010 A. TestAuto

Robert Brown

Intermediate Required
Review Dates Signatures

SLC 14 0GE Organization

Review Status

(DUE DATE & EXTENSIONS)

(CERTIFIER REVIEW)

Current Due Date: 02/15/2019

View Due Date Information

Days in Review:

Status: Not Started

Initial Review End Date:

No extensions have been

recorded.

Disclosure Report Reviews

Explanation

Removing a Filing Assignment
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Moving a Filer to a Different Org Unit

Move Filers to a different Org Unit after a lateral
transfer. Filers can only be moved to Org Units
within an Org Unit Member’s organizational view.

Select Admin Center | Org Management.
Select the Org Unit where the Filer is located.
Click the Org Unit Filers tab.

Click the 450 Filers panel.

Click the Move icon.
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Select the Org Unit from the Org Tree where
the Filer is to be added and click OK.

Note: If the Filer has past reports in FDM, the
Move Reports option screen may display.

7. Leave the check box under the "Move
Report?” heading selected to move a report
with the Filer, and click Yes.

8. Deselect the check box to keep a report in
the review chain of the original Org Unit, and
click Yes.
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Click Org Unit Destination

&5 Org Tree My Orgs » John-Doe-001 » CECOM
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Move Reports option:

= John-Doe-001 Review the list of reports associated with this filer. Reports that can be moved with this filer are selected. Any unassigned reports automatically move with the filer.
CECOM
nfi

Reports for Rodriquez, Maria

CECOM

Are you sure you want to move Rodriquez, Maria as a 450 Filer from CECOM to Confidential Filers?

Move Report? Year  Form Type Reporting Status Review Status Assigning Org Assigned
2018 OGE 450 New Entrant Not Started Central North Yes
2019 OGE 450 Annual Not Started CECOM Yes
2021 OGE 450 Annual Draft CECOM Yes
2021 OGE 450 New Entrant Under Review - Amendment in Progress CECOM Yes
2022 OGE 450 Annual Under Review - Amendment in Progress CECOM Yes
2022 OGE 450 New Entrant Draft CECOM Yes
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Removing a Filer's Role e T T e [ o et e
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450 Certifier Org Management

Only one Filer role can be removed at a time.
1. Select Admin Center | Org Management. ﬁﬁw
Select the Org Unit where the Filer is located. . a South East
Click the org Unit Filers tab. I"- - Click the appropriate box to view a list of current filers and access the ability to add filers.
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490 Filers 18 .OGE 450 Filers - South East e (R
4. Click the 450 Filers panel.
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Click the Remove 450 Filer icon.
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Note: Deleting a Filer only removes their
role in FDM. Deleting does not permanently - -
remove a Filer from FDM. sslsiiiniii

6. Leave the check box under the "Remove
Reports” heading selected to remove a I
report Wlth the Fllerls rO|e and cllck OK. 'Mynevim[uyapima?par's|\ij‘ p— Elhit:l'rainingIManagememkeporlsiNoliﬁcalinns

Org Management = * ilers

7. Deselect the check box and click OK to keep Oro Management
the report in the review chain of the original My Orgs » Joh Doe-001 » Confientil Filers » South East »
Org Unit.

South East

Are you sure you want to remove Henry Wilson as a 450 Filer from South East?

Remove Reports option:

Also remove Not Started 450 Filer report assigments for Henry Wilson

= John-Doe-001

Incomnlata Ranarts for Henry Wilson

Remove Report? ‘ear Reporting Status
Public Filers 2022 OGE 450 Annual CECOM Yes
2021 OGE 450 New Entrant iler South East Yes
2021 OGE 450 Annual Under Review - Filer Signed South East Yes
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Check Boxes to Retain or Remove Filer’s Role
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