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MY REVIEWS - MANAGING REPORTS ASSIGNED TO YOU Disclosure

Management

FDM has several tools to help you see and track a Filer’s progress on their report. An FDM review chain participant or POC can easily check
the status of reports in FDM by using the Worklist, Org Unit View Mode, Manage Exceptions or Review Review Reports. In addition, the Audit
Trail function time stamps all activities on a given report.
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USING THE WORKLIST

Dashboard @
Use the Worklist as a reminder of the reviewing
activities you need to Com plete . : %h: :wﬂuurll:tli;:itsgraietl‘;ei;rzgpiﬁs \s::a((re;;t‘i]u;g.munts indicate the number of reports that need an action on your part.

= In order to view the reports from previous years, go to Work List or Manage Exceptions.

1. Go to My Reviews | Dashboard.
Click hereto go to v
2. Under Work List View Mode, click the < Org Unit View Mode. ) > B2

number link next to your reviewer role. -
Work List View Mode Manage Exceptions
Note: Click the Next Role button to view e
results in another FDM role that you (e ) (5 )
may have.
3. The report list displays. You can use the ~ =
provided filter columns to narrow your search: Sacui s Privacy Vot | el | Aczesiole | Govalogl By CECOM LCHE
) . Click the number link to go Click the number link to go
* My Roles - SUperVISor or 450 Certifier ( 1o Work List View Mode. ) ( to Manage Exceptions. )

¢ Form Type - OGE 450

+ Year - the report year
Review Reports - Work List View Mode

+ Reporting Status - All

* Review Status - Under Revien

+ Action - eSign

[ et | e | e | roe— r— < IO ctioo vegured
+ Blank Reports(s) -click the checkbox to
Last Name:

display reports that contain no reviewable I
data. Use this option to expedite the : e
reviewing process of reports that require (sl )
minimum time to certify.

[Last Name Starts With: ]

[First Name: |]

Show entries
Days Initial Excess My
- - %0rg form % Reporting 4 Review - 4 In Review g Filer Review/Signature
Filer Supervisor Unit Type Year Status Status Due Date Review Days Dwy; Date

My Role : 450 Certifier

Kevin 7\
Lastname, OGE New Under Review - :
Caseandry | L2stname.Don  sub | ot 2020 ool ClF t7a1656 | /L
Org / 5
/ @
| ‘ J
\
| Fi \ —
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Using OrG UNIT VIEW ERCm—EIDCIREIUEImDEER 9

Review Reports - Org Unit View Mode
The Org Unit view provides a quick summary at a - :
glance of all reports for Filers in a particular Org e
Unit. s Ly by oo = sk e | =

1. Go to My Reviews | Dashboard. i arived ) AN
2. Click on the Go to Org Unit link.
3. Select a reviewer role in the Role box. ot Tupe | (VEAR: | Bepoting St (i St = l
4. Select the Org Unit from the Next Level Down Lok o Start Vi | Lot o ) — ]
drop-down list. '
5. Select Show My Filer’'s Reports to see a Show (5] entries
listing of all of the reports you are responsible o tpadiia el || i | (e [t
for reV|eW|ng Filer Supervisor Type Year Status Review Status Due Date Review Days Filer Days Date
d
6. Under the Search area, select the following © oy | mamspan |G |20m0 ) Al | ST s | ot 22 o =2 E
and click Search.
o] Lestname, Lasipame Dop OFE 020 e Complat Qofiz/2020 9 3 1 04/22/2020

+ Form Type - OGE 450
* Year - The report year
+ Reporting Status - All

+ Review Status - All
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MANAGE EXCEPTIONS iy Reports .Assfsl Filers .- y Revie My Expired Reports | Admin Center | Ethics Training | Management Reports | ﬂu_
Review Reports - Manage Exceptions
The Manage Exceptions List is a tool in FDM used
SLCs) to manage disclosures for compliance or .
- . . . . My Roles: YEAR:
disclosures that require special attention. In this
way, the Certifying Official’s Worklist displays
only those disclosures that require their review show (15 entries
and signature. Disclosures remain on the Manage N . Tnital
A « n . . * 4 ] ¥ orting = ays In ¢ Review & Excess
Exceptlons Llst untll the |ssue |s resolved and the Filer Org Unit Supervisor POC(s) Year S‘:atus‘J Review Status Due Date Re:;iew Days Filer Days
note is either closed or deleted, or the Certifying nES L or
Official E'Signs the report. o W %g w‘ Lestneme. 3015 Annual :ﬂ”f:ﬂrjr:::;‘;équemd 02/17/2015 | 100 a3 56 E]
To view the Manage Exceptions list: N O T o (]2
. - 7%“‘&‘ ﬁg 7#“"‘&‘ 7555:;32 2017 Annual E-Sp:rrvi:n;’r‘es"\'gned 02/15/2017 13 0 0 E]E]
1. Go to My Reviews | Dashboard.
2. Under Manage Exceptions, click the number o Latmme. foun o lstame. LM s s erstaed 021572013 L
link next to your reviewer role. — & . (=)<
) o Lastname, = Kevin Lastname, = Lastname, sosi | anrnal Under Review - 02/18/2020 | 141 o o0 @
3. Under Search, select your Role (if you hold L e e . [m

more than one role in FDM), the Year, and
then click on the Search button.Your search
results display.

Note: You also have the option of selecting

ALL under both Search options to see
all roles and all years.
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EXPORTING A REVIEW LIST

Use the Export feature from the Worklist, Org
Unit View Mode or Manage Exceptiosn to create a
list of reports in Excel or a .csv document.

1. After generating a report from the Worklist,
Org Unit View Mode or Manage Exceptions,
click Export then select Excel or Data Only
(CsvV).

2. Click Save to save the file to your computer.

REVIEW STATUS PAGE

The Review Status page allows reviewers and
POCs to take a closer look at the reporting
progress, see if any extensions were granted and
complete your review.

1. Click the Review Status icon (eye graphic)
button next to the report.

ncial Disclosure Management

PV

sist Filers || | My Expired Reports | Admin Center | Ethics Training = Management Reports | Notifications

Review Reports - Work List View Mode

s Form Type: YEAR: Reporting Status: Review Status: Excel
hf: b OGE 450 ¥ 2020 v | (][ AL ¥ ALL v

| )l H = Data Only (CSV)

Blank Reports(s):
quired ~ 8
e Starts With: [Last Name: ] {Firsl Name: ]
~ | entries
Initial Excess My
= $0rg ¥Form 3% Reporting % A Pays In $Review % Filer Review/Signature
Supervisor Unit Type Year Status Review Status Due Date Review Days Days Date
: 450 Certifier

[ia]

Review Reports - Work List View Mode

YEAR:

My Roles: Form Type: Reporting Status: Review Status: Action:
OGE 450 v 2020 v |||[ALL ~ ALL v Action Required
Last Name Starts With: Last Name: First Name:
[ \ |
—
Click on the Review Status icon to go
1o the Review Status page of a report.
Show entries
Days Initial Excess My
4 4 $0rg Form & Reporting § Review o $ In Review \§Filer Review/Signature
Filer Supervisor Unit Type Year Status Status Due Date Review Days Days Date

My Role : 450 Certifier

& \ —

Kevin ‘@\I\
Lastname, OGE New Under Review - . Pemm—
Coscandra  Lastname Don  Sub 7 2020 SO Filer Signed 10/02/2020 8 - :
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