MANAGING MY FiLERS

All FDM roles except Filers and Filer assistants can manage their listing of Filers through My Reviews| Filers or

Admin | Filers.
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Search & Select New Filer

Instructions: Use the criteria below to search for an individual to add as a new FDM
IFiler.

Last Name:~ |[stants win v | [Leign

First Name: | Staris with v| [Norma

|
|
Middle Name: | Starts With v | | |
|

e-mail: [ starts with |~ [

Agency Directories :
Items Per Page [searen|
:d

*Require

Cancel

Ttems per page: 1
Search Results

ltolof1

Last Name First Name Middle Name | Grade | E-Mail Address | Phone |

|o_tavs 20@us.army.mi

[ \
Leigh |orma x [oo0-ooo0000 [[Cseie |

ADDING A NEw FILER

An Org Unit must exist in FDM prior to adding a new
Filer. In FDM, 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
completeness. See the Managing Org Units card for
further information.

1. From any point within FDM, go to ADMIN | FILERS.

2. Select the Org Unit where the new Filer should be
added from the Next Level Down drop-down list.

3. Ensure that the correct FILER ROLE is selected by
selecting either 450 Filer or 278 Filer.

4. Click ADD FILER.

5. 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.

6. 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.

7. 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.

8. CONFIRM your selection.

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.
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https://www.fdm.army.mil/documents/FDM_QRC_Managing_Org_Units.pdf
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OGE 450 Filer Added Confirmation

Norma X. Leigh was added as a OGE 450 Filer in North East Region.

Return to Filerz Iist‘ ‘Assign OGE 450 Report
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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 10/29/2009
(Automated Notification)

|2

You are registered in Financial Disclosure Management (FDM) - URL:
https://158.9 48 244, as an OGE 450, Confidential Financial Disclosure Report
Filer. Your OGE 450 New Entrant report is due 10/29/2009. Please consutt 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 FOM - URL: https#/158.9.48.244, click on “Login to FOM" and click "OK" on
the Dol 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 namefpassword)).

(If this is the first time you are entering FOM, you will see a Contact Information
screen to review, update, and complete. Click Save when finished_ )

(If this is the first time you are entering FOM, you will see a Contact Information
screen to review, update, and complete. Click Save when finished.)

~

Assigning a Report

9. Click Return to Filer List to continue working in
FDM or click Assign Filer Report to indicate to
your Filer the type of report they are required to
file, e.g., 450 New Entrant, 278 incumbent, etc.

Note: For more information about assigning a report in FDM, please
see QRC Assigning a Report to File.

Entering the Report Information
10. Select the Year and Reporting Status.

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.

Overrides

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

11. When complete, click SAVE.
12. Click OK to confirm the report assignment.

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
later.

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

15. Click Continue to send the e-mail and return to the
My Filer’s screen.
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https://www.fdm.army.mil/documents/FDM_QRC_Assigning_A_Report_to_File.pdf
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Confirm Move OGE 450 Filer

Are you sure you want to move Sandy X. Beache 35 3 OGE 450 Filer from Bus

mgmt Div to CECOM?

Notes:
» This person is currently an OGE 450 Filer in Org Unit : Baltimore RO

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

Mave Report with Form : : Assigning Org
i Year| 9T |Reporting Status|Review Status s

P 2007 | OGE 450 MNew Entrant Under Review Baltimore RO

Annual Mot Started Baltimare RO

| 2008 | OGE 450
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Confirm Remove OGE 450 Filer(s)
Are you sure you want to remove the filer role for the following filers?

Dusty ¥ Rhodes™=

[ #** Also remove Not Started OGE 450 Report assignments for
these Filers

MOoOVING A FILER TO DIFFERENT
OrG UNIT

When you are updating your Filer List each season,
some of your Filers may have made lateral transfers and
therefore need to be moved to different Org Units within
FDM. You can only move a Filer to Org Units that are
located in your organizational view. To move a Filer to a
different Org Unit:

1. You can just Add the Filer to the new org unit or click
MOVE beside the Filer who is now reporting to a
different Org Unit.

2. “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.

3. Click SELECT beside the Org Unit to which you are
moving the Filer.

4. 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.

5. Click CONFIRM.

Note: 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.

REMOVING FiLERS FROM YOUR
LIST (REMOVING A FILER’S ROLE)

Deleting a Filer only removes his/her Filer role in FDM.
Deleting does not permanently remove the Filer from
FDM. To remove a Filer’s role:

1. On the FILERS tab, locate the Org Unit where the
Filer(s) should be removed.

2. If you manage both 450 and 278 Filers, first select the
appropriate Filer Role.

Note: If a Filer has both 450 and 278 roles, you must select each Filer
type and then click Remove Filer Role.

3. Select the checkbox beside the appropriate Filer(s)
and then click REMOVE FILER ROLE.

Note: You can select more than one Filer at a time when removing Filer
roles.

4. If the Filer has an assigned report, select the checkbox
to remove the report assignment and then click
CONFIRM.

Note: Deleting a Filer’s role does not delete any started reports (e.g.,
Draft, Under Review, Complete). Draft reports or others that are
not required should be "Admin Closed” by the reviewing ethics

official {e.g., 450 Certifier, SIC)
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