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INTRODUCTION TO FDM

Financial Disclosure Management

Financial Disclosure Management (FDM) is an online tool that
streamlines the financial disclosure reporting and review process. Its
unique wizard design walks you through the form filing and review
process.

Accessing FDM

Before you can log in to the Financial Disclosure Management system
(FDM), you must be a registered FDM user.

1. Log onto your computer, open a web browser, type, https://www.
FDM.army.mil/ in the address line and click Go. The FDM Website is
displayed.

Important Information

Website Security Certificate Message

Some users may receive the message, “There is a problem with this
website’s security certificate.” This is an Internet Explorer message to
indicate to users that they are on a secure site, and (just as importantly)
that the secure site is the one that they were expecting to visit.

a. Click “Continue to this website (not recommended).”

b. If you receive this message, please notify your local PC Support help
desk or the FDM Service Center: FDM Help & Support to ensure the
appropriate PKI certificates for FDM are loaded on your PC.

2. C(lick Login to FDM on the left side of the screen. The Login to FDM
page is displayed.

Introduction to FDM 1
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LoGgGING IN

There are two different login methods for FDM, using your CAC
(Common Access Card) or using your User Name and Password.

Logging In Using Your CAC

Figure 1. CAC Login

Financial Disclosare M5

Login to FDM

Login using your CAC
Login
Nk Forgot your CAC PINZ Login to FDM

Financial Disclosure Management (FDM) is a DoD-appraved and L 0gin using your CAC
operated unclassified information system for the electronic filing,

reviewing, and managing of required financial disclosure reparts, It

is a secure, limited access information system, By using it and Fargot your CAC PIN?
entering your financial information  you  acknowledge that o
authorized users may wiew your information. Authorized users U
include your report review chain, assistants you appoint, and FOM
administrative personnel. all such personnel are bound by law,
regulation, and policy to safeguard your information from Login Using: |Amy-AKD ¥
unautharized access and disclosure, In addition, FDM administrative

personnel, including Help Desk personnel, execute individual User Name:

confidentiality and nondisclosure agreements promising not to

disclosure your information. Violation of such agreements could Password:
lead to disciplinary action,

Warning - This is a U.S. Government computer system subject to federal law.

Financial Dizclosure Management is hosted on a U.5. Gowernment computer system and is intended for auth d L5 it uge only. Unauthorized attempts to upload or
othemize alter infarmation are stricthy prohibited and may be punishable under the Computer Fraud and Abuse Act of 1986,

GE 450 Financial Disclosure Reports

Welcome to FDM, your assista

Login with User Mame

User Agreement | Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

3. On the Login page, click the Login button under Login Using
Your CAC section.

Selecting a Certificate

Figure 2. Select Certificate

Choose a digital certificate

Identificaktion

The web site wou want ko view requesks
- identification. Please choose a certificate,

Mlame Iszuer
SHa W, RICE E-M&SIL L2 2 12
More Info. .. | wiew Cerkificate. .. |

| (w14 I Zancel |

4. Select your certificate and then click OK.
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What if I Have Several Certificates Listed?

You may have several certificates listed. Select any certificate
that contains your name; however, be sure to check the expiration
date to ensure that the certificate has not expired. Always pick the
highest numbered one (or the one that has not expired). To check
the certificate expiration, highlight a certificate and then click View
Certificate. Pick an unexpired certificate.

What if I forget my CAC PIN?

If you do not know your CAC PIN or if you have locked out
your CAC PIN, contact the central processing/badge office or Local
Registration Authority (LRA) to reset your CAC PIN.

What if the Access Denied Page Displays?

If the Access Denied page displays after you have tried logging in
using your CAC, contact your Agency POC or your local legal advisor
to check if you are registered in FDM. Have your e-mail address
available so they can verify your access to FDM.

If access is still denied, your CAC may not be registered properly
with AKO www.us.army.mil and FDM. Go to the Army users with
new or recently issued CACs section on the lower right side of the
FDM Home page.

If you have an AKO e-mail account, you should try accessing
FDM using your AKO Username and Password. See the next section,
Logging in with User Name for more information.

Click the CAC FAQs link in the upper right corner of the FDM
Home page for more troubleshooting tips.

Figure 3. CAC PIN Window

x|

Enter PIM

HERRRN

] 4 Cancel

5. Enter your CAC PIN and then click OK.
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Logging in with User Name

1. Inyour web browser type, https://www.FDM.army.mil/ in the
address line and click Go. The FDM Website is displayed.

Website Security Certificate Message

Some users may receive the message. “There is a problem with
this website’s security certificate.”

2. C(lick “Continue to this website (not recommended).”

3. Click Login to FDM on the left side of the FDM Home page.

Figure 4. Login with User Name

Financial Disclosure Management

Welcome to FDM, your assistant for preparing your SF 278 and OGE 450 Financial Disclosure Reports

(— ...... Login to FDM
Financial Disf Login with User Name Lagin using your CAC
operated un . .
reviewing, anf Login Using: |4rmy-2KC
15 a secure, \\ Forgot your CAC PIN?
entering v .
authorized User Name: I‘ \ o
include your .
sdiristrativ| Passvrord: I Login with User Name
regulation, Login Using: |Amy-8Ko v
unautharized
personnel, i \ —= ) User Name: l\—
confidentiality - . -
disclosure your information. Violation of such agreements could Password:
lead to disciplinary action,

o

Warning - This is a U.S. Government computer system subject to federal law.

Financial Dizclosure Management is hosted on a .8, Gowernment computer system and is intended for authorized U5, it uge only. Unauthorized attempts to upload or
othemize alter information are strictly prohibited and may be punishable under the Computer Fraud and Abuse Act of 1986,

User Agreement | Security and Privacy Notice | Help | Accessibility | Developed by CECOM LCME

3. Select your appropriate authenticating source (agency) from the
Login Using drop-down.

4. Enter your User Name and Password. The My Contact Info page
will display for new FDM users.

What if I Receive a Message that My User Name or Password is Incorrect?

If you receive a message that your Username or Password
is incorrect, check your Username and Password you entered
remembering that Passwords are case sensitive and user names do
not include the suffix@abc.gov. Make sure your cap locks key is not
set ON and enter in your credentials again. After 3 unsuccessful
attempts, FDM will lock you out for 30 Minutes. If you try entering
FDM after the 30 minutes and you continue to fail, please contact
the FDM Support Desk FDM Help & Support so they can check your
username.

If you are still having trouble accessing FDM, please contact your
Agency POC or your local legal advisor to check if you are registered
in FDM. Have your e-mail address available so they can verify your
access to FDM.


 https://www.FDM.army.mil/
https://www.fdm.army.mil/helpSupport/helpSupport.htm
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LoGgaGging Ourt

Selecting Log Out is your way of concluding your online session
and maintains the security and privacy of your financial disclosure
report information by closing the connection to FDM.

1. You can log out at any time by clicking Log Out in the top right
corner of any FDM page.
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My Reports -
Provides Filers with

a listing of their
assigned and/or
existing financial
disclosure reports

in FDM. Filers can
also create or amend
financial disclosure
reports from this tab.
——

Exploring FDM

FDM is personalized to your FDM role. Filers, Legal Reviewers,
Supervisors and POCs only see tabs and menus relevant to their role.
FDM has a two-tier menu structure. Tabs represent the top tier menu
items. Some tabs have second tier (sub-menu) functions available. A
highlighted tab provides a visual cue to your location within the FDM

process.

My Info - Provides
all FDM users access
to their Contact
Information and

User Profile. You can
also manage your
Assistants, Ethics
Counselors, Filers and
their assigned reports
from this tab.

Admin - Select FDM
users can add or

edit FDM users and
manage Org Units
from this tab. The
sub-menu items that
display are dependent
upon your FDM
role(s).

Management
Reports - Provides
Administrative and
Legal FDM Users a
tool for monitoring
the filing and
reviewing progress of
disclosure reports.

[ | [ ] [ [ |
Assist Filers -
Provides a listing Ethics Training - Resources -
of all the financial Provides Ethics Provides access to
disclosure reports Counselors the ability financial disclosure
created by the Filer(s) to notify Filers about forms and other
you are assisting. ethics training and to important ethics
Filer Assistants can record who attended information you
also create financial training. may need to assist
disclosure reports for — you with filing or
the filers they assist reviewing a financial
from this tab. disclosure report.

My Reviews -

Provides for Reviewers
a listing of the
financial disclosure
reports created by

the Filer(s) and

the report’s status.
Select FDM users can
also send reminder
notifications to Filers
and Supervisors.
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My REPORTS

My Reports is a Filer’s default home page. Reports Not Started
and Reports List are sub-menus within My Reports that display a
list of assigned and/or existing financial disclosure reports in FDM.
Within the My Reports, Filers can create, edit or amend reports and

Audit Trail - Tracks
all changes made

to an OGE 450 or
OGE 278 report after
the report has been
submitted. A Filer can

My Reports - FDM
has two My Reports
views: Reports Not
Started and Reports

readily see the event
on the page, i.e.,
added a comment,
amended a report,

List. Use Reports

Not Started to create
assigned reports. Use
Reports List to begin
their reports ahead

of being assigned the
task.

etc.
ey

Review Status -
Allows Filers to view
the report, the sign-
off progress, the
assigned reviewers,
and the review and
signature dates.

Comments - Allows
Filers to record
substantive or
non-substantive
comments to a
specific report.

Financial Disclosare Management

My Info | Resources

Report Data| Attachments Comments Flags Audit Trail Yiew/Print Review Status Compare

i T B T

Flags -Alerts Filers Compare - Allows
of any incomplete or Filers to easily
missing information. compare changes/
Filers can correct any differences between
errors directly from last year’s report
this sub-menu. and this year's
report on one page.
This feature is only
available if the Filer
prepopulated from a
previous report.

Attachments
-Allows Filers to add,
view, replace and
delete attachments
associated with an
OGE 450 or OGE 278
report.

View/Print -
Provides Filers the

Report Data -
Provides Filers with
the main OGE 450
and OGE 278 sections
for preparing a
financial disclosure

report.
—

ability to view and
print the financial
disclosure report,
report flags, all
comments, and any
attachments.




Financial Disclosure Management

My REVIEWS

My Reviews is a Reviewer’s default home page. Remind Filers,
Remind Supervisors, and Review Reports are sub-menus within
My Reviews that allow reviewers to monitor the filing and review
progress or reports as well as review existing financial disclosure
reports in FDM. Within the Review Reports, Reviewers can opt to
End Review, eSign or View any associated Filer reports.

Previous Reports -

FDM Reviewers can

Remind
Supervisors - Allows
POCs, Supervisors
and 450 Certifiers to
monitor Supervisor’s
review progress.

Exceptions List
displays reports
that need special
attention.

Review Status -
Allows Reviewers to

Managg request to obtain
Exceptions - copies of a Filer’s
The Manage

previous reports to
help them complete
their review a
disclosure report

Remind Filers
- Allows POCs,

their Filers.

Supervisors and 450
Certifiers to monitor
the filing progress of

Review Reports -
Reviewers can opt to
End Review, eSign or
View any associated
Filer reports.

I
view the report, the

sign-off progress, the
assigned reviewers,
and the review and
signature dates.
Reviewers can opt to
Record an extension,
End Review or eSign
a financial disclosure
report.

Financial Disclosure Munagement

Ethics Training

prits | Resources

Review Reports

Report Data | Attachments Comments Flags Audit Trail

View/Print Review Status Compare Previous Reports Notes

[ | I=T
Audit Trail - Tracks Compare - Allows
Report Data - Comments - all changes made . . Notes - The Notes
. - - Reviewers to easily
Provides Filers and Allows Reviewers to an OGE 450 or tool acts as a
. . compare changes/
Reviewers with the to record OGE 278 report reminder that

main OGE 450 and
OGE 278 sections for
preparing a financial
disclosure report.

substantive or
non-substantive
comments to a
specific report.

after the report has
been submitted. A
Filer or Reviewer
can readily see

the event on the
page, i.e., added a
comment, amended

a report, etc.

differences between
last year’s report
and this year’s
report on one page.
This feature is only
available if the Filer
prepopulated from a
previous report.

action needs to
be taken on a
particular report.

Attachments -Allows
Reviewers to add,
view, replace and
delete attachments
associated with an
OGE 450 or OGE 278
report.

Flags -Alerts
Reviewers of any
incomplete or missing
information. Filers
can correct any errors
directly from this sub-
menu.

View/Print -
Provides Reviewers
the ability to view
and print the financial
disclosure report,
report flags, all
comments, and any
attachments.
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REPORT DATA NAVIGATION

Report Data is the main area used for preparing a financial
disclosure report in FDM. When working within Report Data, the
appropriate OGE 450 and/or OGE 278 reporting section labels display
across the top of your report allowing easy navigation to a specific
report section at any time. As you enter information, each section
highlights allowing you to keep track of your location within a report.

Financial Visclosare Management

Resources

Reports List

Report Data

Report Data | Attachments Comments Flags Audit Trail Yiew/Print Review Status Compare /
Under Review - Sandy X. Beache, 2008 Annual OGE 450 Report /
Getting Started | [ Mon-Investment Incormne Bl | Lizbilities | [ oOutside Positions | [ Agresments |
ASS Investment Income

[ Liabilities | [ Cutside Positions || Agreements | [ aifes | Wra;ﬁj:b

€ Getting Started Mon-Investment Incorne I As s
the reporting period, Inciiong e T M= [ o = Tl

Fel S 2 aPaTat o
interests, life insurance, investment real estate, or a privately-held trade or business;, Sector mutual funds: those funds
invested in a particular industry, business, or location such as ABC Electronics Fund or XY Z Canada Fund (report the full
mame of the fund, not just the general family fund name); Holdings of retivement plans, such as 401(k)s or IRAs (list each
holding except diversified mutual funds);, Holdings of investment life insurance; Holdings of variable annuities; Defined
benefit pension plans provided by & former employer (include the name of the employer).

Reporting Period: 01/01/2007 through 12/31/2007 | Common Questions|
Asset Name Type of Asset Owner (MNo Longer Held = What are some
el cornrmon mistakes I
Beach Rental, Ocean City, MD, SElED e shauld suaid=
LS8, Real Estate Self S 212 DESS e Do I haue to report all

Add Comment Eeses e

—uiniinon Questio.n:

Edit Asset during
perig
JEMSK Sector mutual fund Self Delete Asset Tnucdd What are some

cormmmon mistakes I

Add Comment ear
should avcid?

A E— Edit Assat it
ock, bond, option ar « I owned =t
a1 (NYSE 2 * Self Delete Asset h -
security Rdd Comment]|| ompany this] Common Questions
_ Edit Assat of the year ¥ - Common Questions
MCD (NYSE) Stack, bondl, aption ar o Delete Asset werth $2.500] contain relevant
Security fdd Comment earned $500 | ~ X )
———— gzins: B=c=us financial disclosure
Met Life Insurance Policy Life Insurance (not term) |Self Delete Asset ::::;g;fﬁ; reporting questions
Add Comment
an the GGE A4 and answers.
: Edii Assad * Do I have to
USE Stock, bond, option or colf Delete Asset value of the as
== security —ad Gommertll| report on the form or
the amount of incems
Edit Assat that I or my spouse
WIMT (IYSE) f;gﬁhjt bond, option or Self Polata Aol sarnz?
ki Add Comment|||* Do I have to report
IRAs?

Add Asset [ Continuas |* I have only divarsifiad
rautual funds in my

T

Back and Continue
- FDM automatically
saves your financial
disclosure information
each time you click
Back or Continue.
HINT! Always use the
FDM Back link rather
than the Browser back
button to ensure your
information is saved.
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Financial Disclosure Report Types

FDM’s wizard design walks you through the OGE 450 and OGE
278 filing and reviewing process quickly and effectively.

Reporting Status

OGE 450

The OGE 450 is a confidential financial disclosure report and has

Wheth individual . .
= coeran i two different Reporting Statuses: Annual and New Entrant.

needs to file one of these
forms depends on the

person’s rank/grade or
responsibilities held in Annual Select Annual if you filed a report in the previous year and are
their official position. still in the same position as when you filed your last disclosure
report. An Annual Report is due annually, no later than the
February 15th following the covered reporting calendar year.

New Entrant | Select New Entrant if this is the first time you are filing a
disclosure report. The New Entrant report must be filed within
30 days of assuming a new position.

OGE 278

The OGE 278 is a public financial disclosure report that has
four different Report Statuses in FDM: Incumbent, New Entrant,
Termination, and Incumbent/Termination.

Incumbent Select Incumbent if you filed a report in the previous year

and are still in the same position as when you filed your last
disclosure report. An Incumbent report is due annually, no later
than May 15th following the covered reporting calendar year.

New Entrant | Select New Entrant if this is the first time you are filing a
disclosure report. The New Entrant report must be filed within
30 days of assuming a new position.

Termination | Select Termination if you are leaving a covered position, which
required you to file a OGE 278.

Incumbent/ | Select Incumbent/Termination if you anticipate leaving
Termination | your covered position within 90 days after the May 15th annual
deadline and have requested and received an agency extension.

duction to FDM
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& Filers should contact
one of their review
chain participants
to alert them that an
extension request will
be submitted

Introduction to FDM

Filing Time Frame

¢ New Entrant - Must be submitted within 30 days of assuming a
position designated for filing and covers the preceding 12 months.

¢ Annual (OGE 450) - You must file by Feb. 15 for the previous
calendar year (covers Jan. 1 through Dec. 31)

¢ Incumbent (OGE 278) - You must file by May 15 for the previous
calendar year (covers Jan. 1 through Dec. 31)

¢ Termination (OGE 278) - On or before the 30th day after departure
from a covered position (this includes departing from a public
Filer position to a confidential Filer position).

Extensions

An Agency Ethics Official grants extensions outside of FDM. In
FDM, certifying authorities, Senior Legal Counsel, Ethics Counselors
and DAEOs can record if an extension was granted for a financial
disclosure report.

Entering an extension in FDM records the new filing due date of
the financial disclosure report. See Recording Extensions for more
information.

Special Government Employees (SGEs)

All SGEs who work in excess of 60 days, must file either an
OGE 278 or an OGE 450 upon each appointment and with each
reappointment.
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Report Review Stages

The OGE 278 report has five separate review stages while the OGE
450 goes through only four. You can amend a report once it has been
eSigned and submitted.

Financiai isciosure Management

My Info | Resources

Reports List
Welcome L X, Knox_25
b Annual Incumbent SF 278 Reports are due 15 May, * What is the Annual
L . . . Fost-Employrent
& Annual Post-Employment Certification is completed concurrent with 5F 278 Certification snd
submission online. Motification?
+ Iz there a "combat
4 To start a new SF 278 report click "Add Mew Report”. zone IextensLon" for |
- ting the A
% To work on an existing report select a report from the table below. ;%E?E?.n'pnﬂ?meentnnua

Certification and
Motification?

Edit T Glossary
Wiew |

My SF 278 Reports

=»] add New Report ‘

Year| Reporting Status Review Status Last Updated

2007 | Incumbent Under Review 4/19/2007 | Ha Edit
(Amendment in Progress) i DR
2006 | Incumbent 4/19/2007  Tojars
Draft p—
2006 | MNew Entrant 441972007 ﬁ{
Under Review
2005 Tncurnbent 4/19/2007 |_Miew
Subritted to ADAED
Securit umgrz““? ibility | Developed by: C-E LCMC

Review Status

Draft The financial disclosure report is currently in
progress and has not been signed or submitted
for review by a Filer. A Reviewer can view a
draft report but cannot eSign.

& Only the OGE 278
requires submission to
a DAEO to complete
the financial disclosure

Under Review The Filer has signed and submitted their
financial disclosure report for review. A
Reviewer can complete their part of the review
process.

reporting cycle.

Under Review (Amendment in | The Filer has signed submitted their financial
Progress) disclosure report for review but is now making
amendments (adjustments or corrections.)

& Amendments cannot be
made once a financial

disclosure report is Submitted to DAEO The Senior Legal Counsel has eSigned and
submitted to a DAEO or (OGE 278 Only) submitted the report to the DAEO for review.
complete. Only the OGE 278 requires a DAEQ’s review

and signature.

Complete All reviews of the report are complete. At this
time, Filers and Reviewers can only view the
financial disclosure report.

Introduction to FDM
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FDM Roles and Functions

In FDM, users are assigned roles based upon their responsibilities within the financial disclosure
process. The roles within FDM can be grouped into four categories: Filer, Assistant, POC and
Reviewer.

Some FDM users can have overlapping responsibilities and multiple roles to help expedite the
disclosure process. A user’s location in the role hierarchy reflects the authority and responsibility they
have in FDM. All other FDM users must be assigned specific roles by an existing FDM user. The FDM
roles and responsibilities are outlined below.

Role Description Functions within FDM
Filer Creates/edits/amends and eSigns a financial ¢+ My Reports - can create, view, edit, and
disclosure report. amend their own financial disclosure

reports. Can delete own draft reports.

¢ My Info - manage contact information, Filer
Assistants and review chain.

Filer's Assistant Assists Filers in managing their reports ¢ Assist Filers - can create, view and edit
reports for a Filer. Can delete draft reports.

¢+ My Info - manage contact information.

POC A POC helps manage reporting activities in FDM | ¢ My Info - manage contact information.
such as when to file and who should file. + Admin - manage Filers, Supervisors and
other POCs.

¢+ My Reviews - Can review the reports
progress. Can also send notifications to
delinquent Filers.

Supervisor The FDM Supervisor is the Supervisor who is ¢+ My Info - manage contact information and
responsible for reviewing the Filer’s financial Assistants.
disclosure report. + My Reviews - can review, eSign their Filer’s

financial disclosure reports. Can submit
OGE 278 financial disclosure reports to
DAEO. Can also send notifications to
delinquent Filers.

¢ Admin - manage Filers, Supervisors, POCs and
users.

¢+ Management Reports - view standard
summary reports.

Introduction to FDM
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450 Certifier

The 450 Certifier is the final reviewing official
(e.g., ethics counselor or ethics official) who
ensures the OGE 450 is properly completed,
checks for conflicts of interest, and certifies the
report with their signature.

A 450 certifier can eSign and complete a 450
financial disclosure report in FDM.

My Info - manage contact information, ECs
and Assistants.

My Reviews - can review, eSign and
complete their Filer's OGE 450 financial
disclosure reports. Can send notifications to
delinquent Filers and Supervisor reviewers.
Can use the Notes tool as a reminder that
action needs to be taken on a particular
report. The Manage Exceptions List then
displays reports that need special attention.

Admin - manage Filers, Supervisors, POCs and
users.

Management Reports - view standard
summary reports.

450 Certifier
Assistant

450 Certifier Assistants are generally
paralegals appointed by a Senior Legal Counsel
in the system. A 450 Certifier Assistant can
add an Ethics Counselor to a 450 Certifier’s
pool of EC's.

They can perform the same functions as a

450 Certifier with the exception of eSigning a
report.

My Info - manage contact information.

My Reviews - can review their Filer's OGE
450 financial disclosure reports. Can
send notifications to delinquent Filers and
Supervisor reviewers. Can use the Notes
tool as a reminder that action needs to be
taken on a particular report. The Manage
Exceptions List then displays reports that
need special attention. Admin - manage
Filers, Supervisors, POCs, and users.

Management Reports - view standard
summary reports.

450 Certifier Ethics
Counselors

450 Certifier Ethics Counselor’s are a pool of
ethics counselors selected by a 450 Certifier to
aid in the review of a report.

They can perform the same functions as a 450
Certifier.

My Info - manage contact information.

My Reviews - can review, eSign and
complete their Filer's OGE 450 financial
disclosure reports. Can send notifications to
delinquent Filers and Supervisor reviewers.
Can use the Notes tool as a reminder that
action needs to be taken on a particular
report. The Manage Exceptions List then
displays reports that need special attention.

Admin - Manage Filers, Supervisors, POCs,
and users.

Management Reports - view standard
summary reports.

Introduction to FDM
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Senior Legal Counsel
(SLC)

Only a DAEO can appoint an SLC in the system.

My Info - manage contact information,
Assistants and ECs.

My Reviews - can review, eSign and submit
their Filer's OGE 278 financial disclosure
reports to DAEO. Can use the Notes tool as
a reminder that action needs to be taken on
a particular report. The Manage Exceptions
List then displays reports that need special
attention.

Admin -manage Filers, 450 Certifiers,
Supervisors, POCs and users.

Management Reports - view standard
summary reports.

SLC Assistant

SLC Assistants are generally paralegals
appointed by a Senior Legal Counsel in the
system. An SLC Assistant can add an Ethics
Counselor to an SLC’s pool of EC’s.

They can perform the same functions as a
Senior Legal Counsel with the exception of
eSigning a report.

My Info - manage contact information.

Review Reports - can review their Filers
financial disclosure reports. Can use

the Notes tool as a reminder that action
needs to be taken on a particular report.
The Manage Exceptions List then displays
reports that need special attention.

Admin - manage Filers, 450 Certifiers,
Supervisors, POCs, and users.
Management Reports - view standard
summary reports.

Senior Legal Counsel
Ethics Counselors

Senior Legal Counsel Ethics Counselor’s are a
pool of ethics counselors selected by an SLC to
aid in the review of a report.

They can perform the same functions as a
Senior Legal Counsel.

My Info - manage contact information.

My Reviews - can review, end review

and eSign their Filer's OGE 278 financial
disclosure reports. Can use the Notes
tool as a reminder that action needs to be
taken on a particular report. The Manage
Exceptions List then displays reports that
need special attention.

Admin - manage Filers, 450 Certifiers,
Supervisors, POCs, and users.

Management Reports - view standard
summary reports.

DAEO

The DAEO is the final legal reviewer who
eSigns the OGE 278 in FDM.

My Info - manage contact information,
Assistants and ECs.

My Reviews - can review, eSign and
complete their Filer’s financial disclosure
reports. Can use the Notes tool as a
reminder that action needs to be taken on
a particular report. The Manage Exceptions
List then displays reports that need special
attention.

Admin - manage Filers, 450 Certifiers,
Supervisors, POCs, SLCs and users.
Management Reports - view standard
summary reports.
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DAEO Ethics
Counselors

DAEO Ethics Counselor’s are a pool of ethics
counselors selected by a DAEO to aid in the
review of a report.

They can perform the same functions as a
DAEO.

My Info - manage contact information, Filers
and Required Activities.

Review Reports - can review, eSign and
complete Filer reports for their Filer's DAEO.
Can use the Notes tool as a reminder that
action needs to be taken on a particular
report. The Manage Exceptions List then
displays reports that need special attention.

Admin - manage 450 Certifiers, Supervisors,
POCs, SLCs and users.

Management Reports - view standard
summary reports My Info

Introduction to FDM
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Search Tips

Financial Disclosure Management

My Info | My Reviews Ethics Training | Management Reports | Resources

Filers

Search & Select New Filer

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

Last Name:* |Startswnn v||

Middle Name: |Startswrth v| |

|
First Name: | Starts wih v | | |
|
|

e-mail: [ starts with v | |
Agency Directories :
Items Per Page Search

*Required

Cancel

On any FDM search page, fill in any combination of fields and
click Search. A listing matching your search criteria is located at the
bottom of the search page. Click Select beside the matching search
item.

What to do if no matches are found

There are several reasons why no matching items may be found
even when you have reason to believe there probably are some
listings:

¢ The search may be too narrow. Try a wider search by entering less
information, i.e., only a last name.

¢ Something may have been misspelled. Check for spelling
mistakes and search again.

¢ Try leaving the e-mail field blank. The person may be listed with
a different e-mail address.
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Widen Your Search

¢ To widen the search, select “Starts with” and try using only the
first four letters of the last name.

¢ If the last name is common, include information in the First Name
and/or e-mail field to improve chances of a match.

¢ If the last name contains a space (e.g. La Rosa), try it without the
space.

¢ If the last name is hyphenated (e.g. Covey-Jones), try using one of
the names, without the hyphen.

Narrow your search

If too many records are returned, try to narrow your search by
adding more search terms, such as first name, or middle initial.

¢ Fill in multiple fields to make your search highly specific

¢ For example, selecting a specific agency will limit your search
within that particular agency.

NAVIGATING SEARCH RESULTS

You can navigate through multiple pages of results using the
Navigation links at the top of each search match table.

e-mail: Statts With v | |
Agency: Ay ¥

*Raguiy

Y

41 to 60 of 103 Items per page: [

My 23545 00)

Last Name | First Name | Middle Name | Grade E-Mail Address Phone Organization
430 19 Training b (3513 [training 450 19@us.army. il |000-000-0000 | Cviian Select
430 2 Training b (3513 |training 450 2@us.arry.mil 000-000-0000 | Civilian Select

You can use the Items Per Page, click the page number(s) or use
the Begin, Previous, Next or Last links to browse through the results
one page at a time.

Run a new search from the Results Page

By using the search box at the top of the results page, you can
perform a new search.
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My Info
Filers

My Reviews

CHANGING YOUR RoLE IN FDM

If you hold more than one role in FDM, you can change your
role by clicking on the Change button in the Role field. The FDM
functionality that is available to you may vary depending upon the
selected role.

1. On an FDM page, click Change in the Role section. The Change
My Role or Relationship View page is displayed.

2. Highlight the appropriate Role and click Select.

Ethics Training | Management Reports | Resources o O

Change My Role or Relationship View

My Roles

DaEQD

SLC

450 Cerhifier
Supervisor

DAEQ EC

SLC dsgsiztant

480 Certifier EC

480 Certifier Assistant
Agency Admin
Spztemn Admin

4 Cancel
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Assistants

If you hold any assistant roles, when selected, the names of the
people you assist display in a second column. Select the name of the
person you are assisting.

1. Highlight the appropriate role and then select the name of the
person you are assisting.

2. When complete, click Select.

My Info | My Reviews Ethics Training Management Reports | Resources

Filers

Change My Role or Relationship View

My Roles People I Assist
DaED Harmonic, Phil

5LC Verd, Mac

450 Certifier
Supervisor
DAED EC

SLC Asziztant
480 Certifier EC
450 Certil
Agency admin
Svstem Admin

[Select| | Cancel|

Security and Privacy Motice | Help | Accessibility | Developed by: C-E LCMC




ADMIN - OrRG UNITS & ORG UNIT ROLES

FDM Admin - User

All FDM roles except Filers and Filer assistants can maintain FDM
users and Org Units. The following pages will describe how to set up
and manage Org Units and other FDM roles.

FDM Admins have an additional tab at the top of their FDM page
for Admin tasks. Clicking on the Admin tab displays the main Admin
page, Org Units.

Managing Org Units

Org Units allow you to group Filers into separate Org Units or
departments by reviewing 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.

In the paper filing process, an ethics counselor or administrative
assistant routinely groups Filers into organizations or departments
based on their need to file a disclosure report. The Org Units tool
simply allows you to do this process online in FDM, eliminating the
need to have a paper-tracking system to manage your Filers.

Org Units are simply an electronic version of your agency
organization structure. Determine your organizational structure by
using an organization chart or wire diagram. Use this same structure
as the model for your Org Unit structure in FDM.

The process for managing FDM Org Units includes the following
tasks:

1. LogontoFDM.
Select Admin in FDM.
Click Org Unit from the sub-tabs.

Verify that the Org Unit does or does not exist.

w k> W N

Click Add New Org Unit or select an existing Org Unit to
update, move or delete.

Who can add Org Units

POCs, 450 Certifiers, 450 Certifier Ethics Counselors, 450 Certifier
Assistants, Senior Legal Counsels, Senior Legal Counsels Ethics
Counselors, Senior Legal Counsel Assistant, DAEO, DAEO EC, can
add, edit, and manage FDM Org Units.

21
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ADDING NEw OrG UNITS

Additional Org Units are only necessary when you need different
or separate groupings of Filers and review chain participants, i.e., at
the beginning of the filing season you may have new Filers and/or
reviewers you need to group together.

You can add a new Org Unit and assign roles on the Admin / Org
Note: A new org unit is not required

Units page.
when a successor Supervisor pag
replaces an incumbent one. In Note:  Once you have created an Org Unit, follow the instructions under the Editing an Org
that case, simply delete the Unit section of this guide to make changes to the Org Unit.

departed Supervisor and assign ) . o . o .
Note: A review chain participant can only update those Org Units within their Span of
the new one. Control
ontrol.

Important Information

¢ Each Org Unit inherits the review chain participants from the
Agency Org Unit until a different legal reviewer is associated to
the subordinate Org Unit.

¢ Only a System Administrator can add Org Units without
restriction.

FDM Admin - Org Unit 22
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My Info | My Reviews

1. From any point within FDM, click Admin. The Org Units page is
displayed. This page is used to add and maintain Org Units.

o . - L. . o pug-
Ethics Training | Management Reports | Resources

Org Units

Org Units

|0rg Unit: My Orgs = |Central Morth

Name: |

’* Org Unit Search

| |search| [clear|

JL Indicates a different POC is assigned to this org unit.

Items per page:

1toSof 5 1
Org Units for Central Morth
Add Hew Org Unit
Description Location Supervisor Name
& Central Morth 1 ¥]| central Morth 1 .. » Central North Daye, Holly X
Edit
Central Morth 2 1]| central Morth 2 .. #» Central North Dev, Bil X Move
Delete
Central North 2 4| central North 3 .. » Central North Fryday, Gladys X
Edit
Central Morth 4 Ll cantral Marth 4 w» Central Morth Kninht Wadnacdaw ¥ Move

& The initial view of the

Org Units page displays
your Org Unit in the
Breadcrumb Trail and
any subordinate Org
Units are listed below.

FDM Admin - Org Unit

You can identify Org Units that have a different person with the
same role as you for that Org Unit by the triangle icon.&You may
view and work with these Org Units and its members; however, a
different FDM user has the ultimate responsibility for these Org Units.

You can “drill down” or view subordinate Org Units by clicking
the down arrows beside any Org Unit Name.

Verifying if the Org Unit Exists

Prior to adding a new Org Unit to FDM, first verify if this Org
Unit already exists within FDM. Org Unit search, searches through
the last selected Org Unit in the breadcrumb trail.

Note:  You cannot add an Org Unit with the same name within the same level of the Org Unit
hierarchy.

2. Inthe Name field, type the name of the Org Unit you wish to add
and click Search. The system searches within your Current Org
Unit and displays all matching results.

3. Review the list of matching results.

23
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& All new Org Units are Add New org Unit

added as subordinate

Org Units to the

4. C(Click Add New Org Unit. The Add Org Unit page is displayed.

currently selected Org

Unit.

My Reports

1 . . L] L 1 LA LA

My Info My Reviews Ethics Training Management Reports | Resources

Org Units

Add Org Unit

Description: |CN Aszsistant Director |

Name: [cn Asst Direct |

Org Unit Location: wy orgs » Central North [ Move |

0Org Unit Role Assignments
Roles Name

POC(s): Mot Assigned (Day, Manny X acting)

Supervisor: Mot Assigned (Tuesday, Ruby X acting)
450 Certifier: Mot Assigned (Day, Sonny X acting)

Senior Legal Counsel: | Not Assigned (Lee, Brock X acting)

DAEO: Mot Assigned (Lee, Brock X acting)

Save and Return to Admin Org Units] [ Save and Assign Roles ] [ Cancel J

Security and Privacy MNotice | Help | Accessibility | Developed by: CECOM LCMC

FDM Admin - Org Unit

5. Type the appropriate Name and Description for your Org Unit.

Field Description

Org Unit Name The Org Unit Name must be unique (no duplicates at
the same level) within your Org Unit. The Org Unit
Name is limited to 20 alphanumeric characters.

Keep the Org Unit name short and specific, e.g. Use
an abbreviation of the organization name to which the
Filers and reviewers belong.

The Org Unit name should accurately reflect the

Org Unit of Filers you supervise. The structure of
your Org Units in FDM should mirror the hierarchy of
your organization. FDM does not prohibit you from
naming Org Units whatever you like, however, it is
recommended that you following a standardized Org
Unit naming convention. For example, the Army office
symbols.

Org Unit Description Use the Description field to describe the Org Unit
further so you can easily distinguish the Org Unit from
others that may have a similar name. For example,
you could type ASD as the Org Unit's name and
Application Support Division (SEC/ITED) as the Org
Unit Description. The Org Unit Description is limited to
100 alphanumeric characters

24
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FDM Admin - Org Unit

Move

Click Move if you wish to place the new Org Unit under
a different Org Unit.

Agency Org Units

Only System Administrators can create Agency Org
Units. The creation of an Agency Org Units constitutes
a new Org Unit hierarchy.

6. When complete, click Save and Return to Admin Org Units if
you do not need to make any other changes to your newly added
org unit. Click Save and Assign Roles to assign specific org unit
members in place of the acting org unit members.

Duplicate Org Unit Name

A warning message will display if the new Org Unit name is a
duplicate. Click OK and enter a different Org Unit Name.

25
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AssSIGNING ORrRG UNIT ROLES

FDM automatically assigns reviewers and POCs from the superior
org unit as the Acting Reviewer or POC until one is assigned. The
acting member name displays and is shown as a vacancy.

FDM Role Authorizations

The table below lists the permission levels for adding new FDM

users by FDM Role.
Admin Role Authorizations

Agency Admin Can add, move or delete an SLC, 450 Certifier,
Supervisor, POC or Filer

DAEO Can add, move or delete all roles including Agency
Admins

SLC Can add, move or delete a 450 Certifier, Supervisor,
POC, or Filer

450 Certifier Can add, move or delete a Supervisor, POC or Filer

Supervisor Can add, move or delete a Supervisor, POC or Filer

POC Can add, move or delete a Supervisor, POC or Filer

To add a new user to an FDM Org Unit:

1. Click SAVE AND ASSIGN ROLES to assign a specific org unit
role.

Note: ~ When an Org Unit does not have an assigned Review Chain Participant or POC, FDM
assigns the person in that role in the Org Unit that is the next level up in hierarchy and
their name displays as acting.

2. Click OK to confirm adding this org unit.

FDM Admin - Org Unit 26
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My Reports My Info My Reviews Ethics Training Management Reports Resources pa O

Org Units

Edit Org Unit - CN Asst Direct

Description: |CN Agsiztant Director |

Name: [ch Asst Direct

Org Unit Location: My Orgs » Central North
[ save NamefDescription | [ Reset |

Instructions: Click the "Change™ button next to the role assignment you wish to change. Please note that you
cannot assign a role to someone who is already in the “acting” position for that role.
Org Unit Role Assignments

Roles Current Assignments
POC(s): Mot Assigned (Day, Manny X acting)
Supervisor: Mot Assigned (Tuesday, Ruby X acting)
450 Certifier: Mot Assigned (Day, Sonny X acting)
Senior Legal Counsel: Mot Assigned (Lee, Brock X acting)
DAEQ: Mot Assigned (Lee, Brock X acting)

[ Return to Admin Org Units List ]

Security and Privacy MNotice | Help | Accessibility | Developed by: CECOM LCMC

3. C(lick the CHANGE button beside any of the listed org unit roles.

Note:  Only those roles that you have permission to change will display a Change button.

FDM Admin -
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i i ' J 3 JITUUY

My Reports | My Info | My Reviews Ethics Training | Management Reports | Resources oa 0
Org Units

Assign Supervisor

Instructions: Fil in any combination of fields and click Search.

Last Name:™ |StartsW'rth V| |rumeu

Middle Name: |Starlswnh v||

|
First Name: | Staris Viih v | |alfa |
|
|

e-mail: [ starts With v |
Agency Directories :
Ttems Per Page Search

*Required
Cancel
1tolof1l Items per page: 1
Search Results
Last Name First Name Middle Name Grade E-Mail Address Phone
Rormeo Az X ARomeo.SupenvisortC2 @us.armmy. mil 000-000-0000 Select
Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC
&  Starts With is the 4. Type at least three letters of the Last, First and/or Middle name
default selection when and click Search. .You can type the new org unit member’s
searching. Selecting e-mail address in the e-mail starts with box for more specific
Contains searches all search results. Any matching search results displays at the
names that include bottom of the screen.
the entered characters.
For faster results, type Field D inti
the full last name and e escription
partial first name of the Last Name Enter at least three letters of the Filer’s last name and
filer. select either Starts With or Contains.
First Name Enter at least three letters of the Filer’s first name and

& FDM Search, searches

within the selected
Agency’s directory. Middle Name Enter the first initial of the Filer's middle name and
select either Starts With or Contains.

select either Starts With or Contains.

& If searching by e-mail,

e-mail To focus your search to a specific Filer, enter an e-mail
enter the user’s agency FeklEss,
specific e-mail address,
e.g., suffix@abc.mil or Agency Make a selection from the drop-down list to focus your
suffix@abc.gov. search within a specific agency/organization.

5. Select the appropriate Agency Directory from the drop-down list
and then click SEARCH.

6. Click SELECT beside the name of the person you want to add.
& Agency defaults to

Army Note: If more than one name is listed, be sure to check the e-mail address to ensure you are

selecting the correct person.
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FDM Admin - Org Unit

Add [Role] Warning

If the selected person holds that role in another organization, the
Add [Role] — Warning screen displays.

7. Confirm that you wish to add the person to that role in the Org
Unit by clicking on the Yes checkbox, then click Confirm. The
Add Org Unit page is displayed.

8. If the person does not hold the selected role in another
organization, after clicking on Select, the Add Org Unit page is
displayed.

Add Role Confirmation

9. CONFIRM your selection. You return to the Edit Org Unit page
and your newly added org unit member displays.

Note: If you want to change another role, depending on your permissions, click on the Change
button for that role and repeat the above process.

10. Click RETURN TO ADMIN ORG UNITS LIST.
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EpiTiNG AN ExisTiING FDM
OrG UnNIT

Org Units can be updated anytime in FDM. Most often, Org Units
should be updated when your Agency goes through a transformation
or reorganization.

In the following sections, you will learn how to change an Org
Unit’s name, replace roles, relocate an Org Unit and Delete an Org
Unit when such a transformation occurs.

Important Information

¢ Any changes made to an existing Org Unit affects the users
associated to that Org Unit and any Org Units under that Org
Unit.

¢ You can only edit those Org Units that are subordinate or children
to the selected Org Unit.

¢ You cannot have two Org Units with the same name at the same
Org Unit level.
¢ An Org Unit’s information and location can be updated as needed.

Note:  For instructions about moving an Org Unit, see the Changing an Org Unit’s Location
section in this guide.

1. On the Org Units page, click Edit beside the Org Unit you wish to
update. The Edit Org Unit page is displayed.

1 1 ' L ¥, 1 U
My Reports | My Info | My Reviews Ethics Training | I g Reports ces D
Org Units
Edit Org Unit - CN Asst Direct
0 How DoI...

Name: [cN Asst Direct
Description: |CN Assistant Director
Org Unit Location: My Orgs = Central North = CN Asst Direct

[ Save NamejfDescription H Reset

Instructions: Click the "Change” button next to the role assignment you wish to change. Please note that you cannot ag=ign a role to someone who iz
already in the "acting” position for that role.
Org Unit Role Assignments

Roles Current Assignments
POC(s): Mot Assigned (Day, Manny X acting)
Supervisor: Romeo, Alfa X
450 Certifier: Mot Assigned (Day. Sonny X acting)
Senior Legal Counsel: Mot Assigned (Lee, Brock X acting)
DAEQ: Mot Assigned (Lee, Brock X acting)

Return to Admin Org Units List

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

FDM Admin - Org Unit
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1. If necessary, revise the Org Unit’s Name and Description. When
complete, click Save Name/Description.

Duplicate Org Unit Name

A warning message will display if the new Org Unit name is a
duplicate. Click OK and enter a different Org Unit Name.

Replacing Org Role Assignments

When editing an org unit you can also replace or remove the
currently assigned org unit role.

FDM automatically assigns the org unit role from the superior
Org Unit as the acting org unit role until a different org unit role is
assigned.

If the person is associated to all of the subordinate org units, there
is no need to assign that person to each subordinate org unit. In fact,
you may not need the subordinate Org Unit in that case.

2.Click CHANGE beside the org unit role you wish to change.

Financial Disclosure Management

My Reports | My Info | My Reviews Ethics Training | Management Reports | Resources
Org Units

Change Supervisor - Alfa X Romeo

What would you like to do?

O Replace the current Supervisor

() Remove the current Supervisor without
assigning a replacement

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

3.Select REPLACE CURRENT ORG UNIT ROLE and then click
CONTINUE.

Note:  You can add additional POCs to assist with the administration of this org unit.

FDM Admin - Org Unit 31
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& Starts With is the

default selection when
searching. Selecting
Contains searches all
names that include

the entered characters.
For faster results, type
the full last name and
partial first name of the
filer.

FDM Search, searches
within the selected
Agency’s directory.

If searching by e-mail,
enter the user’s agency
specific e-mail address,
e.g., suffix@abc.mil or
suffix@abc.gov.

FDM Admin - Org Unit

4. Type at least three letters of the Last, First and/or Middle name and
click Search. .You can type the new org unit member’s e-mail
address in the e-mail starts with box for more specific search
results. Any matching search results displays at the bottom of the
screen.

5.Click SELECT beside the name of the person you want to add.

6.Click SAVE and then click RETURN TO ADMIN ORG UNITS
LIST.

User Already has Selected Role with another Org Unit Add [Role] Warning

7. Select the YES to allow this person to hold the same role for
multiple Org Units and then click CONFIRM. Otherwise, click
CANCEL.

8.CONFIRM your changes. You return to the Edit Org Unit page
and the newly assigned user appears in the role you changed.

DELETING AN ORG UNIT ROLE IN
FDM

Deleting an org unit role simply removes their association to a
selected Org Unit. Once deleted, the screen will show a “vacancy” for
that Org Unit and the next level up role in the “acting” position until
someone else is assigned to that role.

1. On the Org Units page, click EDIT beside the appropriate Org
Unit

2. C(Click CHANGE beside the role you wish to delete.

3. Select REMOVE THE CURRENT (ROLE) WITHOUT
ASSIGNING A REPLACEMENT and then click CONTINUE.

4. C(lick OK. The user with the same role at the superior Org Unit
now becomes the acting FDM role for that Org Unit.
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CHANGING AN OrG UN1T’S
LocATIiON

You can move an Org Unit to align the Filers and review chain
participants appropriately after a transformation. Click MOVE to
move the org unit and all filers in that org unit simultaneously to a
new location in FDM. Selected user roles may only move org units to
another FDM location within their authority. Contact the FDM Help
Desk if the desired new org unit location is not available.

Note: Keep in mind that moving an Org Unit may change the review chain of the Filers
located in that Org Unit.

To move an Org Unit under a different Org Unit:

1. On the Org Units page, click Move beside the appropriate Org
Unit. The Move Org Unit page is displayed.

Note:  You may need to drill down or click the down arrow beside the appropriate Org Unit.

1 i ' U i UITUUS

My Reports | My Info | My Reviews Ethics Training | Management Reports | Resources o O
Org Units

Move Org Unit - Central North 2

Org Unit:
Name:| | Search| |Clear

1to20f 2 Items per page: 1
Org Units for My Orgs
Name Description Location Supervisor Name
Central North (¥)| central Horth ... » Confidential Fiers Tuesday, Ruby X
West Coast @ West Coast ... » Confidential Flers Victoria, Crown X

2. C(lick Select beside the Org Unit which will be the new superior
Org Unit.

3. C(lick OK to confirm this move.
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Reviewer Relationships Already Exist

At times, both Org Units, the one you are moving and the Org
Unit you are moving to, may have existing review chain participant
associations. Choose from the list of legal reviewers that is displayed
in FDM. Look closely at the options.

3. Select No to use the review chain participants from the new main
Org Unit or select Yes, to keep the subordinate Org Unit’s existing
review chain associations.

4. Click Confirm when complete.
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DELETING AN OrRG UNIT

Org Units are usually deleted in FDM when departments become
consolidated after a transformation.

Important Information

Before you can delete an Org Unit, move any associated Filers to
another Org Unit or remove the Filer’s role if they are no longer Filers.
See the My Filers card for further information. If the Org Unit has
subordinate Org Units, move or delete the sub-Org Units.

1. To check if any Filers are located in this Org Unit, click on the
description link and then click SHOW FILERS.

2. C(lose the Org Unit Profile and then on the Org Units page, click
DELETE beside the Org Unit that no longer exists. A warning
message is displayed.

. u L " L; u wfsl-
My Info | Review Filers Resources og O
Org Units
Org Units

Org Unit: My Orgs » CECOM » |CECOM - SEC

| | Search || Clear |

MName: |

_t‘. Indicates a g

Microsoft Internet Explorer [z|

1to 2 of 2

\:!/i Are you sure you want to delete Org Unit SEC - ITED? Click OK for yes, Cancel for no.
Add Hew Org Unit
Mame a4 ] ’ Carcel

Edit

SEC - Director - i N T A CoIT T %
| ¥]|SEC - Office of the Director .. 3 CECOM - SEC (Gooel. Sydney , acting) i)
. Edit

1 SEC - ITED _ B Mot Assigned %
D (¥]|=Ec - 1TED .o»CECOM-sEc (WOt Assned Tiove

1. Review the warning message and click Yes to delete the Org Unit
from FDM.


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

MANAGING FILERS

An FDM Admin user must register all FDM Filers. All FDM users,
except Filers and Filer Assistants can manage their listing of Filers
through either My Reviews | Filers or Admin | Filers. On the My
Filers page your can:

¢ Assign Filers to the appropriate Org Unit

¢ Verify Filer information

¢ Send notifications to multiple Filers at the same time
¢ Assign required reports to file

¢ Remove multiple Filers at the same time from your list.

Who can Add OGE 450 Filers?

Supervisors, 450 Certifiers, 450 Certifier Assts. POCs, and Agency
Admins can add and manage OGE 450 Filers.

Who can Add OGE 278 Filers?

DAEOs, DAEO ECs, SLCs, SLC ECs, SLC Assts., and Agency
Admins can add OGE 278 Filers.

Managing Filers 36
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LocATING MY FiLErs IN FDM

To locate the Filers you are responsible for in FDM:

1. From any point within FDM, click the Admin tab.

2. (lick Filers from the sub-tabs.

Financial Disclosare Management

My Info My Reviews Ethics Training Management Reports Resources

My Filers

Org Unit: [My Orgs | [-SELECT-Next Level Down [»
2 Show Filers for My Orgs

Filer Role: | OGE 450 %

& Show My Filers [ tnclude Filers for Org Units assigned to other POCs

Reirieve Filersl | Resetl

Last Name-:l First Name:

Name Filer Role Org Unit

Items per page:

Current Reports Supervisor

Make selections and click "Retrieve Filers™ to view a list of your Filers

Items per page:

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

3. If you hold more than one role, ensure you have the appropriate
role selected by clicking on Change in the Role field.

4. Select an Org Unit from the Next Level Down drop-down list.
The Filers for that Org Unit display.

5. Select appropriate View and Filer Role.

View

Description

Show Filers for (Org
Unit)

Select this to view the Filers in the selected Org Unit.

Show My Filers

Select this view to see a listing of all of the Filers you
are responsible for administering in FDM.

Include Filer for Org
Units assigned to
other Supervisors

Allows you to view and manage all Filers listed on the
page. For example, a POC can manage Filers within
their own Org Units and any subordinate Org Units
even if the subordinate Org Unit has a different POC
assigned to it.
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If you are searching
on a common name,
you may get back 100
results. If this happens,
you can look at the
Org Unit column or
click the Filer's name
to determine if he/
she is the appropriate
Filer possibly by the
telephone number or
e-mail address.

Managing Filers

VERIFYING IF THE FILER EXISTS IN
FDM

Prior to adding a new Filer, first verify if this Filer already exists
within FDM by searching for that Filer through the Admin | User
function.

If you have a large list of Filers, you can also search for a specific
Filer by name.

1. Enter the Last Name and First Name in the appropriate fields
under the Filer Search section, and then click Search. The search
results are displayed at the bottom of the page.

ADDING NEw FILERS

At the beginning of each filing season, you typically update your
Filer list by adding new Filers. 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. On the Filers page, select appropriate View and Filer Role.

2. C(Click Add OGE 450 Filers or Add OGE 278 Filers. The Search &
Select a New Filer page is displayed.
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My Info
Filers

My Reviews

Search For and Select a New FDM Filer

. ¥ L7 1 LA

Ethics Training | Management Reports | Resources o O

Search & Select New Filer

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

Last Name:* | Starts With | |

First Name: | Stars With | |

Middle Name: |5tﬁrtsW'rth vl |

e-mail: |Startswrth vl |
Agency Directories :
Items Per Page Search

*Reguired

Cancel

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

& Starts With is the

default selection when
searching. Selecting
Contains searches all
names that include
the entered characters.
For faster results, type
the full last name and
partial first name of the
filer.

FDM Search, searches
within the selected
Agency’s directory.

If searching by e-mail,
enter the user’s agency
specific e-mail address,
e.g., suffix@abc.mil or
suffix@abc.gov.

& Agency defaults to

Army.

Managing Filers

3. Type at least three letters of the Last, First and/or Middle name
and click Search. .You can type the new Filer’s e-mail address in
the e-mail starts with box for more specific search results. Any
matching search results displays at the bottom of the screen.

Field Description

e-mail To focus your search to a specific Filer, enter an e-mail
address.

Last Name Enter at least three letters of the Filer’s last name and
select either Starts With or Contains.

First Name Enter at least three letters of the Filer’s first name and
select either Starts With or Contains.

Middle Name Enter the first initial of the Filer's middle name and
select either Starts With or Contains.

Agency Make a selection from the drop-down list to focus your
search within a specific agency/organization.

4. Select the appropriate Agency Directory from the drop-down list
and then click SEARCH.

5. Click SELECT beside the name of the person you want to add.
The Confirm Add Filer page is displayed confirming your
selection.

6. Click Confirm. The Filer Added Confirmation page is displayed.

c]]
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Managing Filers

Once the Filer is added you can now assign a report for them to
file in FDM.

Filer Belongs to Different Org Unit

If you are trying to add someone 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.

Adding a Filer Assistant (OGE 278 Filers)

If you are a DAEO or a DAEO EC, you can add Filer Asst from the
View Filer page for OGE 278 Filers.

1. Click Add OGE 278 Filer Assistant. The Add a OGE 278 Filer
Assistant page is displayed.

2. Enter the Last and First Names of the person to be added as a
Filer Assistant in the appropriate fields, and then click Search.
The search results are displayed at the bottom of the page.

3. C(lick Select beside the person’s name. A confirmation page is
displayed confirming that you wish to add that person as a Filer’s
Assistant.

4. C(lick Confirm. You return to the View Filer page.

5. Click Save. You return to the My Filers page and the filer is
displayed under the org unit selected.

Removing a Filer Assistant

Only Filers, DAEOs and DAEO ECs can remove Filer Assistants
in FDM. When removing an assistant in FDM, the assistant is only
removed as your assistant in FDM. They are not removed from the
system.

If you are a DAEO or a DAEO EC, you can remove Filer Asst from
the View Filer page for OGE 278 Filers.

1. Go to My Info | My Assistants.

2. On the My Assistants page, click Remove beside the appropriate
Assistant’s name. A message asking you to confirm the assistant’s
removal from your list appears.

3. C(lick OK to remove the assistant’s name from your list. The
Assistant’s name is removed from your Assistant’s list.

The removed Assistant receives an e-mail message indicating that
you removed them as your assistant in FDM.
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ASSIGNING A REPORT TO FILE

Each filing season, once you have updated your Filer list, you can
then indicate to your Filers the type of form they are required to file,
e.g., 450 Annual or 278 incumbent.

Financial Disclosure Management

My Reviews Ethics Training | Management Reports | Resources
Filers
Confirm Add OGE 450 Filer
Are you sure you want to add NorthEast X, 450Filer1 as 3 OGE 450 Filer in North
East Region?
[ Confirm I l Cancel J
1. On the Filer Added Confirmation page, click Assign Filer Report.
The Assign Report page is displayed.
i i » » ¥ 4 afuf- -
My Reviews Ethics Training Management Reports Resources oa O
Filers

Assign OGE 450 Report

— Reports
vear:
—
Status: Mew Entrant »
Due Date: [4 |/[23 ]s[2010 [/ ddfyyyy)
Override |Reason: (Limit 256 characters)

Due Date
Admin Due
Date: | |Fi| |J'(| | (mmd ddf vy
Assign Report to:

MName E-Mail Address
450Filerl, MorthEast X MEast.450filerl @us.army.mil

[ Save ][ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC
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rces

il |

&  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

Managing Filers

Select the Year from the drop-down menu.

Depending upon the Reporting Status selected, the Due Date
calculates as follows:

- OGE 450 Annual and OGE 278 Incumbent — The Due Date
defaults to the statutory Due Date.

- OGE 450 New Entrant, OGE 278 New Entrant and OGE 278
Termination — The Due Date automatically calculates to 30 days
from the date of assignment.

- OGE 278 Incumbent/Termination Report — This report would
be selected if a Filer anticipates leaving a covered position on or
within go days after the May 15 annual deadline. An extension
needs to be granted in order for the Due Date to reflect any date
after May 15.

Field Description

Due Date

The statutory due date for filing the disclosure report.
This date cannot be changed.

Note: The Admin Due Date cannot be later than the due
date unless Override Due Date is checked. However,
the Admin Due Date does not apply when an
Extension is granted because the Extension is on the
Due Date.

Admin Due Date

Can be adjusted as needed by the FDM user assigning
the report.

Override Due Date

Indicates 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. The Override Due date
is generally used with new entrant Filers, i.e., when a
Filer on your list is promoted or moved into a covered
position and were not notified that they needed to file
in FDM. If more than 30 days have past since their
appointment date and they have filed outside of FDM,
you can override their required activity due date.

4. C(lick Save. A confirmation message is displayed confirming that

you wish to assign the required activity to the selected Filer(s).

5. C(lick OK. The Report Assignment Notification page is displayed.
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Managing Filers

My Info My Reviews Ethics Training Management Reports Resources

Filers

Notifying a Filer

The Report Assignment Notification page is used to notify a Filer
that he/she has been registered in FDM and lists the type of report
that should be filed along with the due date and the criteria required
to file the report.

o . L * 1 RNl -,

Report Assignment MNotification

Would you like to notify your filer(s) of the Report Assignment?
& ves - Notify Now

) Mo - Do not notify at this time

Subject: Your 2010 OGE 450 MNew Entrant report is due 04/23/2010
(Automated Motification)

| >

You are registered in Financial Dizclosure Management (FDM) - URL:
http=:/1158.9.48 244 as an OGE 450, Confidential Financial Dizclosure Report
Filer. our OGE 450 New Entrant report i= due 04/23/2010. Please consult your
legal advizor or me, POC Starr X Burst, SBurzt POCSE@us. army.mil, 000-000-
0000 if you have questions about this requirement to file a Financial Disclosure
Report, or nesd an exten=sion. Also, consult vour legal advigor or me if vou do not
think you should file 2uch a report.

a. Go to FDW - URL: hitps://158.9.48. 244, click on "Login to FDM™ and click "OK” on
the DoD banner Popup. On the right side, choose to login with your CAC/PIN (DoD
u=zers) or Login with User Name/Password (as appropriate) (non-DoD users
(Army may alzo use AKO uszer namefpassword)).

(If thiz i= the first time you are entering FOM, you will =ee a Contact Information
screen to review, update, and complete. Click Save when finizshed.)

b. "ou should land on the My Reports / Reports Not Started page if a report has
been as=signed (otherwise as a Filer vou will be on the My Reportz | Report List

o

6. Select Yes to notify the Filer now or select No to notify the Filer
later.

7. Click Continue. You return to the My Filers page and the list
shows a report has been assigned to the Filer.
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EpiTING A REPORT DUE DATE

There may be times when a Filer on your list is promoted or
moved into a covered position and was not notified that they needed
to file in FDM. As well, more than 30 days may have past since their
appointment date. In FDM, you can still assign them a report to file
and then adjust or override the due date.

Note:  Overriding a required activity primarily occurs with new entrants.

Note:  Only DAEOs, DAEO ECs, SLCs, SLC EC, SLC Assts, 450 Certifiers, 450 Certifiers ECs
and 450 Certifier Assts can override the Due Date for OGE 450 Report Assignments.

Note:  Only DAEOs and DAEOS ECs can override the Due Date for OGE 278 Report
Assignments.

To edit the Due Date of an already assigned report:

1. Locate the name of the Filer on the list and then click View beside

name.
L] L] . L] L L LA &
My Info | My Reviews Ethics Training | Management Reports | Resources o O

Filers

View Filer - 450Filerl, NorthEast X

Attribute Value

Last Name 450Filerl

First Narme MNorthEast

Middle Mame X

e-Mail NEast.450filerl @us.army.mil
Organization Morth East Region
Phone 000-000-0000
Agency Demo Agency

Filer Roles OGE 450

Filer's Reports

Started Assigned | Year | Form Type Reporting Status Review Status Assigning Org Unit

WView
Mo Yes 2010 OGE 450 Mew Entrant Mot Started Morth East Reaion Remawe

Assignment

Return Te My Filers

2. C(lick View. The Review Status page is displayed.
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3. C(lick View/Edit Due Date & Extensions. The Report Due Date
Info page is displayed.

Financial Disclosare Management

Ethics Training Management Reports Resources

Review Reports

Review Status | Notes

Report Due Date Info Not Started - NorthEast X. 450Filerl, 2010 New Entrant OGE 450 Report

Year: 2010
Current Due Date: 08/23/2010
Total Extension Days: 0O

Due Date: [pe Jy[zz ]s[z010 trmmiddiryyy)

[l Owerride Due Date REason: (Limit 256 characters)

(256 Characters Remaining of 256)

Admin Due Date: | |,.-f| |,’| (mm/ddfyyyy)

Record Extension

Create Date | Type |Length of Extension Days Reason

There are no extensions for this activity.

4. Make the necessary changes, then click Save.
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REMOVING A FILING ASSIGNMENT

There may be times when, a few of your Filers are no longer
required to file. In FDM, you can remove the filing assignment for
your Filers.

Note:  Only DAEOs, DAEO ECs, SLCs, SLC EC, SLC Assts, 450 Certifiers, 450 Certifiers ECs,
450 Certifier Assts, POCs, and Supervisors can remove OGE 450 filing assignments.

Note:  Only DAEOs, DAEOS ECs, SLCs, SLC ECs, and SLC Assts can remove OGE 278 filing
assignments.

To remove a filing assignment from a Filer:

1. Locate the name of the Filer on the list and then click View beside

name.
L] L] . L] L L LA &
My Info | My Reviews Ethics Training | Management Reports | Resources o O

Filers

View Filer - 450Filerl, NorthEast X

Attribute Value

Last Name 450Filerl

First Narme MNorthEast

Middle Mame X

e-Mail NEast.450filerl @us.army.mil
Organization Morth East Region
Phone 000-000-0000
Agency Demo Agency

Filer Roles OGE 450

Filer's Reports

Started Assigned | Year | Form Type Reporting Status Review Status Assigning Org Unit

View

Mo Yes 2010 OGE 450 Mew Entrant Mot Started Morth East Reaion Remawe

Assignment

Return Te My Filers

2. C(Click Remove Assignment. A message displays confirming that
you wish to remove the assignment from the Filer.

3. Click OK.
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NoOTIFYING A FILER

When updating your Filer list, you may wish to notify some of
your Filers of the changes you have made in FDM. To notify a Filer or
group of Filers from FDM:

To notify a person that he/she has been assigned a required
activity in FDM:

1. Select the checkbox beside the name(s) of the person you wish to
notify and then click Notify. The Notify Filers page is displayed.

1 A ' L 4 1 Tpe)-
My Reports | My Info Admin | Management Reports | Resources aq D
Filers Review Reports

Report Data Attachments Comments Flags Audit Trail ¥YiewfPrint Review Status Previous Reports

MNotify Filers
To: asd2.secqpus.army.mil;
cc: |b_ross_4@us.army.mil | (Cptionall
Subject: | |
Message:

Type the contents ofyou message here...

iR,
BX. Ross_4

Notify ] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

Managing Filers

2. The e-mail address(es) of the person(s) selected display in the
“To” field, along with a cc: to yourself.

3. Enter the subject and the text of the message in the appropriate
fields and then click Notify. You return to the Required Activity
page and the selected person receives an e-mail notification that
he/she has been assigned a required activity in FDM.
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ADDING MuLTIPLE OGE 450 FILERS

At times, you may need to add more than one OGE 450 Filer to a
specific Org Unit. In FDM, you can add up to 25 OGE 450 Filers at the
same time.

1. From any point within FDM, click the My Reviews or Admin
Tab.

2. (lick Filers from the sub-tabs.

. . . w E q OO -
My Info My Reviews Ethics Training Management Reports Resources o O
Filers
My Filers

POC QHDWDDI...

Org Unit: My Orgs | -SELECT-Next Level Down |
» Show Filers far My Orgs
@& sShow My Filers [ 1nclude Filers for Org Units assigned to other POCs

Filer Role: | OGE 450 Retrieve Filersl |Fteset|

Last Name:| First Name: |

mrozn

0 to O of O Items per page:

Name Filer Role DOrg Unit Current Reports Supervisor

Make selections and click "Retrieve Filers™ to view a list of your Filers

0 to O of O Items per page:

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

3. Select the Org Unit to which you wish to add this new user from
the Next Level Down drop-down list. The Filers for that Org
Unit display.

4. Select appropriate Scope and OGE 450 as the Filer Role.

5. C(lick Add Multiple OGE 450 Filers. The Add Multiple OGE 450
Filers - Search page is displayed.
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My Reports | My Info Admin | Management Reports | Resources og D

Filers

Add Multiple OGE 450 Filers - Search

Instructions: Type or copy and paste the E-mail addressess into the text box below

Filer{s) will be added to the following Org Unit:
Org Unit: OGC CFD filers

Supervisor: Pickney, E X

Agency Directories

E-mail Address Box

Instructions: Enter each E-mail address on a separate line.
Press =Enter= after each address.
A maximum of 25 E-mails is alloved in the address box,

May . Fursti@us.army.mil
Misty.Shore@us.army.mil

Clear

[ Search ] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMS

6. Type or copy and paste the e-mail addresses of the filers in the
E-mail Address Box. When complete, click Search. The Add
Multiple OGE 450 Filers - Review and Confirm page is displayed.
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- w2 ek

g A = LR
¥ ” 1 JOe - L
N (Y
e A’ iy 75
g
My Reports Review Filers | Admin | Resources Management Reports e g A —
My Filers

Add Multiple OGE 450 Filers - Review and Confirm

Filer Role: OGE 450 Org Unit: CECOM - RDEC

Supervisor: Sprain, Janey 450 Certifier: “Verd, Mac

J Mo. of Filer{s) to be added: 2
Filer(s) that will be added to current Org Unit listed above:

Mame Grade E-mail Address Phone
Furst, May May Furst@us . army.mil 732-555-1212
Shore, Misty Misty.Shored@us.army.mil 732-555-1212

8 Filer(s) that will not be added to the current Qrg Unit listed above:
Mo. of Filer{s) will not be added: 0
Mame Grade E-mail Address Phone

7. Review the listing. If Filers are listed in the “will not be added”
area, click Cancel to locate their correct e-mail address. When
complete, click Confirm. The Add Multiple OGE 450 Filers - Add
Complete page is displayed.

> —
o

7 ﬁ\ o 75
Ny
My Reports Review Filers Admin Resources Management Reports "’ ‘-_'—‘. L

My Filers
Add Multiple OGE 450 Filers - Add Complete

Filer Role: OGE 450 Org Unit: CECOM - RDEC
Supervisor: Sprain, Janey 450 Ccertifier: wverd, Mac

J Mo. of Filer{s) added: 2
Filer(s) succaessfully added to current Org Unit listed above:

MName Grade E-mail Address Phone Status
Furst, Mavy May . Furst@us . army .mil F32-555-1212
Shore, Misty Misty. Shore@us.army.mil F32-555-12172

'2 MNo. of Filer{s) failed: 0
o, Filer(s) add process failed. Please try again to add the following filer(s):

MName Grade E-mail aAddress Phone Status

@ MNo. of Filer{s) not added: O
Filer(s) that were not added to the current Org Unit listed above:

Mame Grade E-mail Address Phone Status

[ Add Multiple OGE 450 Filers | [ My Filers |

8. When complete, click My Filers. To add more OGE 450 Filers,
click Add Multiple OGE 450 Filers.



Financial Disclosure Management

& Only one Filer role is
removed at a time. If
a Filer has both OGE
450 and OGE 278 roles,
you must select each
Filer type and then click
Remove Filer Role.

My Reports | My Info

Filers

REMoOVING FiLERS FROM YOUR My
FiLERS L1ST 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. In FDM, you can
remove multiple Filers from an Org Unit at the same time.

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

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

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

3. Select the checkbox beside the name of the Filer you wish to
remove, and then click Remove Filer Role. A page is displayed

confirming that you wish to remove the Filer role for the selected
filer.

Admin | Management Reports | Resources og O

Review Reports

Report Data Attachments Comments Flags Audit Trail Yiew/Print Review Status Previous Reports

Are you sure you want to remaove the filer rale for the following filers?

Confirm Remove SF 278 Filer Filer(s)

Asd2 Sect**

[] *** flso remove Not Started SF 278 Filer Report assignments for these Filers

[Cunfirm] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

Managing Filers

4. If the Filer has an assigned report, select the checkbox to remove
the report assignment and then click Confirm. The Filer is no
longer on your list.

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, SLC).
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MovVvING FiLER TO DIFFERENT ORG
UNIT

When you are updating your Filer List, 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 another Org Unit:

1. You canjust Add the Filer to the new org unit or click the Move
button beside the Filer who is now reporting to a different org
unit. The Move Org Unit page is displayed.

Financial Disclosure Management

My Info Management Reports Resources
Filers
Mowe Filer - Bago, Winnie X
a How Do I...
Org Unit: My Orgs =
Mames: | | Search Clear
1to 7 of 7 Items per page: 1
Org Units for RC 3
MName Description Location Supervisor Name
Baltimore RO 4 ]| BC = - Baltimore Regional Office (RO CFD filers Lo® RC3 |Lyons, Dan D
Baltirmore WwakC - i i Mot Assigned pyp—
]| BC = - Baltimore WAMC CFD Filers com RCE | s acting)
Martinsburg Wi WarC [ F]| RC 2 - Martinsburg Wi WaAMC CFD filers ..o» RC3 |Lyons, Dan D
« Mot Assigned
WISH S -
L || RC 3 - wISM CFD Filers cem RCE BT acting)
washington DC RO - i Mot Assigned Seleot
e} 8| |RC 3 - Washington DC Deputy RC CFD com RCE | acting)
washingt D RO _ i i Mot Assighed
ashington 1| RC 3 - washington DC REgional Office (ROY CFD filers o RC3 L E  acting)
washingtor D waac _ i Mot Assigned
ashington 1 || RC 3 - washington D wAMC CFD filers cem RO E T arting)

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. C(lick Select beside the Org Unit to which you are moving the
Filer. The Confirm Move Filer page is displayed.
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Financial Disclosure Management

My Info Management Reports Resources

Filers

Confirm Move OGE 450 Filer

Are you sure you want to move Winnie ¥X. Bago as a2 OGE 450 Filer from

Baltimore RO to Baltimore VAMC?

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

Move Reports option:
e« This filer has the following reports that can be moved with this filer.

Move Report with Form n - Assigning Org
Filer? Year Tome Reporting Status | Review Status Unit
P 2007 | OGE 450 Menw Entrant Under Reviensw Baltirmore RO
IF] 2008 | OGE 450 Annal Mot Started Baltirmore RO
Confirm ] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

Managing Filers

4. To move the report with the Filer leave the checkbox selected and
click Confirm. The Filer and their selected reports are moved to
the new Org Unit. If you want the report to stay with the review
chain of the original Org Unit, deselect the checkbox.

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.
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FiLING AN OGE 45

The purpose of a financial disclosure report is to assist employees
and their agencies in avoiding conflicts between official duties and
private interests and affiliations. The primary use of the information
on the form is for review by Government officials of your agency, to
identify potential conflicts of interest.

Filing Process Flow

The process for creating an OGE 450 includes the following tasks:

& Your local POC or legal Fili ng an
office can register you as OGE 450
a Filer in FDM.

¢ The Filer is registered in FDM.

¢ The Supervisor or POC identifies filers and assigns the task of

filing an OGE 450.
¢ The Filer receives an e-mail notification with their filing task
assignment.
& Once a Filer has ¢ The Filer logs in to FDM and verifies their profile and review
eSigned and submitted chain.
their report in FDM,
the Filer’s associated ¢ Filer selects to add a financial disclosure report.
reviewer(s) may receive
an e-mail containing ¢ Filer adds Report Data information.
a request to review
a Filer’s financial ¢ Filer reviews report flags and corrects any errors.
disclosure report in
FDM. ¢ Filer eSigns and submits the OGE 450 for review.

Note: An e-mail notification is sent to the selected reviewers indicating that they can begin
their review process.
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LoGgGING IN

1. Log onto your computer, open a web browser, type, https://
www.FDM.army.mil/ in the address line and click Go. The FDM
Website is displayed.

Website Security Certificate Message

Some users may receive the message. “There is a problem with
this website’s security certificate.”

2. C(lick “Continue to this website (not recommended).”

3. Click Login to FDM on the left side of the FDM Home page.

CAC Login
4. C(lick the Login button under the Login Using your CAC section.

5. Select your certificates and then click OK. The Review Reports
page will display for Reviewers.

Logging In With User Name

&  When you first log in

to FDM, My Info page 4. Select your appropriate authenticating source from the Login
displays allowing you to Using drop-down.

review and update your

contact information. 5. Enter your User Name and Password. The Review Reports page

will display for Reviewers.

VERIFYING YOUR PROFILE AND
ReviEw CHAIN

Prior to creating a financial disclosure report in FDM, it is
recommended that you first verify if your Contact Information and
Profile is up to date and accurate.

Click My Infol My Profile to view the information pertinent to
your selected role:

Filers Can view Org Unit and a listing of their assigned Filer
Assistants.
Supervisor Can view a listing of their assigned Org Units and

Ethics Counselors.

Senior Legal Counsel | Can view a listing of their assigned Org Units, Senior
Legal Counsel Assistants, and Ethics Counselors.

Filer Assistants Can view their associated Filers.

POCs Can view their associated Org Units.

Ethics Counselors Can view their associated Senior Legal Counsels or 450
Certifiers.
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To verity your FDM Profile information:

1. Select the My Info tab and then select My Profile. The My Profile
page is displayed.

2. Select your FDM role from the My Roles list to view the
appropriate Profile information.

My Reports Resources

My Profile

My Profile

Edit Logins Audit Trail

General Org Unit Information
I am a member of Org Unit Baltimore RO

As 450 Filer, I have ...

Mo Assistants

Security and Privacy Motice | Help | Accessibility | Developed by CECOM LCMC
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Helpful Hints

Many filers find it helpful to have their information ready
when they fill out the form. For example, if you have a number
of individual stocks, many brokerages with online access will
allow you to create a printout for the period covered by the form.

You cannot skip any section within the OGE 450 report even
if you do not have any information to report. You must click
through all sections being sure to select No if you do not have
any information to disclose.

Remember to include the income and assets of your spouse
as well as the assets of any dependent children.
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& My Reports is the main
workspace for Filer
reports in FDM. It is
where you can begin
anew report and edit/
view existing reports.

\
My Info My Rewviews Admin Management Reports Resources%'
Reports Mot Started

Add a New Report

Once you have verified your profile information in FDM, you can
begin creating your financial disclosure report.

Reports Not Started

1. Click My Reports. The Reports Not Started page is displayed if
you have been assigned a report to create in FDM.

. w - . aflal- 2 -F@'
"

Y

welcome L X. Hamilton_1

= Click "Start This Report” button to start the assigned
report.

Reporting Org Current Dus

WEED Status Unit Date

Start This AMC
_ SRepins [[2000]  Annua e | o02s17/2009

= You may find it helpful to have the following information
to prepare your report.

@ A copy of vour previous OGE 450 (if yvou have
filed before)

Tax return
Brokerage and/for mutual fund statements
Rental agreements

LR

Ay agreements or arrangements from past,
current or future employers

# Loan statements (if owver $10,000)

= Go to Reports List to start a different report or to work
on an existing report.

& Filer Assistants manage
a Filer’s Reports list
from the Assist Filers
tab.

Filing an OGE 450

2. Click Start This Report.

Reports List

FDM Filers can begin their reports ahead of being assigned the
task by clicking the Reports List tab and then Add New Report.

OGE 450 FDM Getting Started Screens
The following OGE 450 screens vary depending upon Reporting
Status and whether the report was assigned.

- Annual filers select an existing report to pre-populate this
report or select the year covered by this report.

- New Entrant filers select if they are a Special Government
Employee or enter their appointment date.
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GETTING STARTED

Before drafting your disclosure report, it is a good idea to have the

following items on hand.

¢ A copy of your previous OGE 450 (if you have filed before)

¢ Taxreturn
¢ Brokerage and/or mutual fund statements

¢ Rental agreements

¢ Any agreements or arrangements from past, current or future

employers

¢ Mortgage statement (if a rental)

¢ Credit card and any other loan statements

Resources

Reports List

HeporBGEal Attachments | Comments || Flags || Audit Trail || ¥iew /Print || Review Status

& & & &

&

& &

Morm-Inwestrnent Incorme Il Mssets Il Lizabilities Il Dutside Poszitions || Agreernents Il Gifts I | irap g I

¢

<+
<+
k2
<+
<+

Getting Organized

“ou may find it helpful to have the following information to prepare
your report.

A copy of yvour previous OGE 450 (if you have filed befare)

Tax return

Brokerage and,/or mutual fund statements

Rental agreements

Any agreements or arrangements from past, current or future
employers

Loan staterments (if over $£10,000)

Common Questions

How is the information
that I report used?

Whao may see miy
report?

How is my financial
information protected?

If I have questions
about cornpleting rmy
report whorn do 1
cantact for assistance?

Open a blank OGE 4507

Glossary

Security and Privacy Motice | Help | Accessibility | Develaped by: CECOM LSMC

3. When ready, click Continue. The Reporting Status screen

displays a selection of report types.
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Reporting Status

&

|| Assets ” Limbilities
Reporting Status

¢
” Dutside Positions || Agresments || Gifts II:

¢ How do I know if
an annual filer o
naw entrant?

What is the reporting status for this report?

@ Annual OGE 450 [Select reporting status "Annual” if you have filed an OGE 450 (or 450- [ (Elazs=ms

A) before while in your current duty position or you filled an OGE 450 (New Entrant or
Annual){or 450-A) and moved to this position within 30 days of leaving the former
position where you filled an OGE 450.]

= New Entrant OGE 450 [Select reporting status "New Entrant™ if you did not file an OGE
Form 450 {or an OGE Form 450-A)last year for this position (or you moved to this position
- break in service - more than 20 days after leaving a position where you filed an OGE
450 or 450-A).]

4. Leave the assigned Reporting Status and click Continue.

Field Description

Select Annual if you are filing during the annual
filing season. Also select Annual if you filed a
report in the previous year and are still in the same
position as when you filed your last disclosure
report. An Annual Report is due annually, no later
than February 15th following the covered reporting

Annual

& Do not select New

Entrant if you have filed
a report before and this
is the first time you are
using FDM.

calendar year.

New Entrant OGE 450

Select New Entrant if this is the first time you
are filing a disclosure report and it is outside of

the January/February annual filing season. The
New Entrant report must be filed within 30 days of
assuming a new position.
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& Select the most recent or
current report from the pre-
population list to ensure
accuracy and consistency
in your reporting. You
can only pre-populate
from reports created after
12/2/2006. Any reports
created before this date
will not be available to be
selected for pre-population.

Pre-Populate Report

FDM simplifies the maintenance of financial disclosure reports by
allowing you to carry over any previously entered financial disclosure
reporting information when creating new reports. Selecting to pre-

populate a report, pre-fills existing report information from the
selected report into your new report.

Compare a Pre-populated Report

If you pre-populate your report in FDM, you can easily compare
changes/differences between last year’s report and this year’s on one

page.

Reports List
ReporbDaiall Attachments | Comments || Flags || Audit Trail | View/Print | Review Status
e e
s s vl

Getting Started  [f

B B e e
»

e
v v

Pre-Populate Report

@ Pre-populate my report with the report I have selected below - this option allows you

to use the data from a previous report as a starting point for the new one. Note: Virtually all
filers should use this option and choose their most recent report.

Report(s)

@ 2011 Annual - Under Review

) Don't pre-populate my report - use this option to start a new report.

¢ Why should I us
previous report
populate my nel
report?

¢ Glossary

5. Select an existing report to pre-populate or select Don’t Pre-

populate and click Continue.

6. Review the Due Date, finish filling in the Contact Information

& Once your report is pre-
populated, you should
review and verify the
entries in the Pre-Population
Results Summary List. If
necessary, update where
appropriate.

pages and click Continue.

Filing an OGE 450
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Checkpoint

The Checkpoint page displays a reminder message regarding the
date this report is due. If you pre-populated your report, it cautions
Filers to review report information that was carried forward from an
existing report.

My Info | Resources

Reports List

|Itepnrt Data || Attachments || l:omments” Flags || Audit Trail || View/Print || Review Status|
Draft - Alf X. Romeo, 2011 Annual OGE 450 Report

B B & &
v v @ " & » »

| Non-Investment Income I | Assets ” Liabilities | | Cutside Positions I | Agreements ” Gifts I | aSign |
Checkpoint

¢ Is there an extension
for service during a

s g eriod of national

¥ Your report information has been saved. zmergenw Tt

#» Report needs to be submitted by: 02/15/2011 combat zone?

4 How do I request an
extension?

& & &

% What happens if I do
not file by the required
due data?

4 Are there any
penalties for an

report?

4 Glossary

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

7. Review the information on the screen and then click Continue.
The Report has a draft Review Status.
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Filing an OGE 450

Report Data

The Report Data wizard is the main area used for preparing an
OGE 450. Information in the Report Data sections relates to the Filer,
spouse and dependent children.

You must click through all sections of the OGE 450 being sure
to select No if you do not have any information to disclose for that
section.

The process for entering report data is the same no matter what
type of information you need to report. If the report has been pre-
populated, it is only necessary to confirm/verify the data listed in
each Report Data section, make any necessary corrections/additions/
deletions and click Continue to proceed on to the next Report Data
area.

The following Report Data sections are included in an OGE 450
financial disclosure report.

OGE 450

Non Investment Income

Assets
Liabilities

Outside positions

Agreements

Gifts - New Entrant and SGE filers do not have to complete the Gifts section of the
OGE disclosure report.
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MANAGING LINE ITEMS

Filers can add, edit, and delete specific line items in FDM when
necessary. Reviewers and or Filers can add comments to specific line

items within a financial disclosure report.

My Info | Resources

Reports List

|Repnrl Data || Attachments || Comments || Flags || Audit Trail || View/ Print || Review Statu5|
Draft - Alf X. Romeo, 2011 Annual OGE 450 Report

e e o o e B o o
v v v

v v » v

v

[ Assets || Lisbilities ||  Outside Positions

MNon-Investment Income

Getting Started |

|| Agreements || Gifts || eSign I

Non-Investment Income

[ Add Income ]

Instructions: Report for yourself: (1) all zources of salary, fees, commissions, and other earned income greater than $200,
(2) honoraria greater than 2200, and (3) other non-investment income such as scholarships, prizes, and gambling income
greater than $200. Report for your spouse: (1) all sources of salary, fees, commigsions, and other earned income greater than
21,000, and (2} henoraria greater than 200, Do not report: Veterans' benefits, Federal Government 2alary, Thrift Savings Plan
(TSP), or Social Security benefits.

Reporting Period: 01/01/2010 through 12/31/2010

Type of Income

Source of Income

Kroll Inc., New York, NY,
USA

Recipient
Seff

e

Edit Income

|Delete Income

[Add Comment |

Pension Plan Payments (other than Federal
Government)

[ Add Income ]

¢ What are some
common mistakes I
should avoid?

m

¢ My spouse works
outside the home and
earnad $75,000 during
the reporting period.
Do I have to list her
employer on the form?

¢ I am employed part-
time as a professor at
a local college. I'm
paid only $500 for
teaching one class. Do
I have to list the
college on my report?

¢ What non-investment
income can I exclude?

¢ What are some

& Notice, that FDM
provides instructions
for each section of the

The process for entering report data is the same no matter what

report at the top of each
Report Data page.

type of information you need to report. For example, on the Assets
page, you can add another asset, revise or delete an existing asset or
add a comment by following the steps listed below. When complete,

Filing an OGE 450

click Continue.

Field

Description

Edit Asset

Click Edit Asset to make any changes to an existing
asset.

Delete Asset

Click Delete Asset if you wish to remove an asset
from your report.

Add Comment

Click Add Comment to add comments to specific line
items.
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& Remember, you must

click through all sections
of the OGE 450 being
sure to select No if

you do not have any
information to disclose
for that section.

Do report your spouse’s
income.

Do not report your own
Federal income.

My Info

Non-Investment Income

For OGE 450 filers, report any earned and other non-investment
income exceeding $200 for yourself and exceeding $1,000 for your
spouse. Examples of earned and non-investment income are salary,
director’s fees, pension annuity, etc.

ADDING NON-INVESTMENT INCOME

1. Click the Non-Investment Income section. The Non-Investment
Income page is displayed.

2. Select Yes to indicate you do have earned income other than U.S.
Government salary or retirement benefits and then click
Continue. The Add Non-Investment Income page is displayed.

J " £ N wful- .

Resources

Reports List

Report Data| Attachments Comments Flags Audit Trail YiewfPrint Review Status Compare

&

Draft - Sandy X. Beache, 2008 Annual OGE 450 Report

& O & &

v

Getting Started I

Mon-Tnvestrment Income

“ o o “ v

” Agreements ” Gifts I

Common

| Assets || Liabilities || Qutside Positions

Add Non-Investment Income

Reporting Period: 01/01/2007 through 12/31 /2007

+ Wwhat are £
instruction
zeckion?

Source of Income:

Wwhat are 4
cOmnrnon o

Type of Non-Investment Income:

should aug

Recipient: {optional)
Seff [0 spouse

Name: |Kro|l Inc. | O salary (other than Federal Government)
+ My spouse]
Cit?: |NEW “ark | O Fees outside th
isci earned $7
State: Kk b © Commissions the reporti
O Income from personal services Lo I have
Country: |52 W emplover

O Pension Plan Payments {other than Federal Government)
« I am ampl

O Honoraria time as a
a local coll
(O] Other|Severance | paid anly 4
teaching o
I have to |

college on

What non-
income ca

[ Save ] [CanceIJ

Wwhat are 4
exarnnle

& What non-investment

income can I exclude?
Do not report:
Dependent child’s
earned income;
Veterans’ benefits;
Federal Government
salary; Social Security
benefits.

Filing an OGE 450

3. Enter the non-investment income information and when
complete, click Save. The Non-Investment Income page is
displayed with you new entry.

Field

Source of Income:

Description

Enter the name of Employer or Business, which is the
source of fees, commissions, or honoraria. Include the
city, state and country. Also, indicate if it is a publicly
traded source.

Owner/Recipient Select Self or Spouse

Type of Non-
Investment Income

Select the appropriate income type.

65



Financial Disclosure Management

& Be sure to delete any ASS ets

Diversified Mutual

that may have carried FDM includes information about the reporting period tailored to a

forward and converted .
iy . Filer’s report type, e.g., New Entrant or Annual.

to Sector Mutual Funds.
It is no longer necessary
to report Diversified
Mutual Funds.

For New Entrant Filers, the Assets and Investment Income section
should include all interests and income items received and accrued
during the period between January 1 of the preceding calendar year
and ending on the date on which the report is filed.

ADDING AN ASSET

1. C(Click the Assets section. The Assets and Investment Income
page is displayed.

2. Select Yes to indicate you do have reportable assets and/or
income and then click Continue. The Add Asset and Investment
Income page is displayed.
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My Info | Resources

Reports List

Report Data | Attachments Comments Flags Audit Trail ¥Yiew/Print Review Status Compare

&

Draft - Sandy X. Beache, 2008 Annual OGE 450 Report

& e &

&

& O

»

Getting Started I | Mon-Investrent Income

» ? °

9

v

| Liabilities || Cutside Positions || Agreements || Gifts || Wrap Up

Add Asset and Investment Income

Commaon Questions

Reporting Period: 017012007 through 12/31/2007

Asset Name:

|Beach Rertal Mself [oint CIspouse [CIDependent Child |, po 1 have to report all
assets that I owned
during the reporting
Asset Type: Were you still holding this asset? petiod and all

) stock, bond, option or security
O gector mutual fund
® Real Estate
State:
Countrl,l:

O Privately held trade or business

pescription |

O Life Insurance (not term)

Asset Owner: {optional)

ves O Ma

what are the
instructions for this
section?

what are some
common mistakes T
should avoid?

investrnent incorne
earned during this
period?

I owned stock in a
cormnpany this year, but
I sold it before the end
of the year, When I
sold it, the stock was
worth $2,000, and it
earned $500 in capital
gains, Becauze I no
langer own it, dao I still
have to report the
name of the company
on the OGE Form 4507

O Annuity + Do I have to report the
: value of the assets [
) Retirement Plan or Account (e.g., raport an the farmm or
4010k}, IRA) the amount of income
O Pension Plan (Emplayer Name) that 170' my spouse
Employer 2arns?
Name:| | + Do I have to report
IRAs?
O Trust o
. + I have only diversified
O other (Partnership, LLC, S Corp, mutual funds in my
ate.) IRA Do I have to
Dascribe: rapatt the IRA?
| + 1 have a 401(k) with
rmy former employer,
Arn I required to report
the 401(k) on the
[ Save ] [ Cancel J form? If so, how do I
report it?
# Do report rental 3. Enter the asset information and when complete, click Save. The
property managed by

Assets page is displayed with you new entry.

you or your spouse.

& Type the complete
names of Sector Mutual
funds and stocks
(include a ticker symbol,
if known).

& Do not report checking
and savings accounts
and diversified mutual
funds.
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Field Description

Asset Name: Enter the appropriate asset name. For example,
type the name of a company, financial institution,
educational institution, or non-profit entity. Ifitis a
mutual fund, you must include the full name of the

investment.
Asset Type Select the appropriate asset type and provide any
additional information where necessary.
Asset Owner Select the person(s) responsible for owning the asset.
Were you Still Select Yes or No. Select No if the asset is no longer

Holding this Asset? held at the end of the reporting period, but which must
still be listed because it generated over $200 in income
during the reporting period.
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Remember, you must
click through all sections
of the OGE 450 being
sure to select No if

you do not have any
information to disclose
for that section. .

My Info

Liabilities

For you, your spouse or dependent children, report any liability
over $10,000 owed to any one creditor at any time during the
reporting period. Examples to include are student loans, mortgages

on a rental property, business loans, and revolving charge accounts
exceeding $10,000

ADDING LIABILITIES

1. Click the Liabilities section. The Liabilities page is displayed.

2. Select Yes to indicate you do have liabilities to report and then
click Continue. The Add Liability page is displayed.

1 W *, i gL~

Resources

Reports List

Report Data | Attachments Comments Flags Audit Trail Yiew/fPrint Rewview Status Compare

£

Draft - Sandy X. Beache, 2008 Annual OGE 450 Report

O O . o>

“

< < < < >

o

Setting Started

” Agreernents || Sitts IE

Mon-Investment Income || Assets I Liabilities | Cutside Positions

Add Liability

+ What are the
instructions fao
section?

Reporting Period: 01/01 /2007 through 1273172007

Creditor:

o what are som
Debtor: (optional) cormrmen mists

Mame:

| zhould avoid?

wihat liabilitie:

City: |

[Oself [dioint [spouse []Dependent child

exclude?

| state: |-SELECT- ~|

Country: |USA

O Loan

Type of Liability {Debt]):

wihat are sorm
examples of ¢
liabilities 7

+ Another exarm
repartable liak

Do I have to v

O other Debt:|

.
| revolving char

accounts?

Do I have to v
horme mortgag
horme equity |

Save ] [ Cancel J

My spouse ans
house that we
for additional
reported the h

& Do report a mortgage
on a rental property,
business loans and any

single debt over $10,000.

Do not report the
mortgage on your
primary residence
or revolving charge
accounts.

Filing an OGE 450

3. Enter the liability information and when complete, click Save.
The Liabilities page is displayed with you new entry.

Field

Creditor

Description

Enter the creditor’s (person to whom the debt is owed)
name and location (city, state and country.)

Type of Liability | Select the type of liability. If you select Other, you must

include a description.

Debtor

Select the person who is responsible for the liability.
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& Positions with a
religious, social,
fraternal, or political
entity and positions
of a solely honorary
nature do not have to be
reported.

If you receive more than
$200 in compensation,
you must report this
income within the
assets section of your
disclosure report.

Outside Positions

List positions you hold outside the government, whether or not
you are compensated. Report positions held in any for-profit or non-
profit organization at any time during the calendar year up to the date
of filing. Be sure to include any partnership or trustee position.
Include both paid and unpaid positions.

ADDING POSITIONS

1. Click the Outside Positions section. The Positions Held Outside
of US Government page is displayed.
2. Select Yes to indicate you do hold any positions outside of the US

Government to report and then click Continue. The Add Outside
Position page is displayed.

Financial Disclosare Management

My Info

Resources

Reports List
Report Data | attachments Comments Flags aAuadit Trail Yiew/Print Review Status Compare
Draft - Sandy ¥. Beache, 2008 Annual OGE 450 Report
Getting Started | [ Hon-Investrnent Income | [assets | [ Lisbilities | [T RO T0] [ Agreerments | [ Gife= | [ wrap up |
Edit Cutside Position .

Reporting Period: 010172007 through 12/31 /2007

+ Wwhat are the
instructions for this

seckian?

I am on the Board of

O Trust or Estate

organization: Position: B o o By
Mame: [ePals Foundation | Title: association, Do I have
to report that position
L [Ferr | O Employes aven though it couldn't
City: =rndon Bo o comfies widh mmw
O Officer job7
State: Va, ~ )
> Director « My husband is a
. [usa - partrer in a local law
SCLTLLLER / ) Trustee firm and he is also the
President of our son's
> General Partner PTA. Do these positions
Type: o have to be reparted?
. . Proprietor i+
& Business Enterprise (Company, . = WhaIt OUtIS'ge’DDS't'O"'S
Corporation, Firm, Parthership, etc. ) O Representative can b oexdludes
. o o + what are sorne
2 Educational Institution Executar examples of reportable
cutside positions?
@& Mon-Profit or volunteer Organization O Consultant
+ Country Code
& Other |Mentor Feference

+ Gloszary

O other

Mo Longer Held:
Did you hold this position at the end of
the reporting period?

@ves O Mo

[ Save ] [ Cancel J

Filing an OGE 450

3. Enter the position information and when complete, click Save.
The Positions Held Outside of US Government page is displayed
with your new entry.

Field Description

Organization Enter the organization or entity’s name, location (city,

state and country) and the type of organization.

Positions Held Select the position’s title or nature of activity. If
selecting Other, include a functional description of the

position. Include the dates you held this position.

No Longer Held Select Yes or No. Select No if the outside position is

no longer held at the end of the reporting period.
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& Filers need not add Ag reemen tS

information concerning
agreements or
arrangements entered
into by their spouse or

Filers must describe for themselves any agreements or
arrangements held at the end of the reporting period. Describe all

dependent children agreements or arrangements concerning future employment, leaves of
absence, severance payments, continuing payments from a former
@ Do report post employer, or continuing participation in employee pension, welfare,

-employmentplansand o1 benefit plans except those with the U.S. Government

severance pay.
Note:  Such assets must also be reported within the assets section of your disclosure report.

ADDING AGREEMENTS

1. Click the Agreements section. The Agreements and
Arrangements page is displayed.

2. Select Yes to indicate you do have agreements and/or
arrangements to report and then click Continue. The Add
Agreement or Arrangement page is displayed.

o o . L) L 1 RN L" o

My Info | Resources og O

Reports List

Report Data | Attachments Comments Flags Audit Trail ¥Yiew/Print Review Status Compare

Draft - Sandy X. Beache, 2008 Annual OGE 450 Report

& £ & & O
> <« & & >

O O
@ o

A Wrap Up
Add Agreement or Arrangement .

7 7 + Wwhat are the
Reporting Period: 0170172007 through 1273172007 ‘

instructions far this
section?

Getting Started ” Mon-Investrment Incorme ” Aszets || Liabilities I | Cutside Positions

After I retire, I would

- - -
Other Party: Type of .Agl.'eemen.t.. o . ks to work i a
MName: || | ¢ Continuing participation in employee pension restaurant owned by a2
or benefit plan  (other than Federal government) friend of mine, We
. . . have never talked
City: | | (7 Continuation of payments by former employer about it, but I thought
(including severance payments) I'd approach him as I
State: -SHECT- N () Leave of absence from non-Federal o=t C"'—‘Se"ttg L
retirermen ate, o
Country: |USA s employment have to report this
) Future employment prospective
ermployrnent?
O Cther e Do I report my 401(k)?
= what agreements ar
Terms of Agreement or Arrangement: arrangements can I
Ces, Jones % Smith [(San Diego, TA) - Will receive pension benefits (defined benefit plan) (Example of exclude?

continuing participation in an ermploves penszion or benefit plan by a farmer emiplaver) s What are sorme

examples of reportable!
agreerments and
arrangements?

Save Cancel « Do I have to report my
[ ] [ J TIAA-CREF plan?

3. Enter the agreement information and when complete, click Save.
The Agreements and Arrangements page is displayed with your
new entry.
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Field Description
Other Party Enter the organization or entity’s name, location (city,
state and country) and the agreement date.
Type of Agreement Select the agreement type.
Terms of Agreement Describe the basic elements of the agreement or
or Arrangement arrangement, such as terms of employment, effective

dates, etc. Include the name and title of the official,
corporate officer, or principal person responsible

for carrying out the terms of the agreement or
arrangement.
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&  Gifts or Travel

Reimbursements do not
apply to new entrants
and special Government
employees (SGEs).

Any gifts or travel
reimbursements you
entered on a previous
report do not carry
forward because they
are only related to

a specific reporting
period.

My Info

Gifts

Annual OGE 450 Filers add Gifts or Travel Reimbursements.
Information in this report section relates to the Filer, spouse and
dependent children. The Gifts section should include gifts, in-kind
travel expenses and travel related reimbursements aggregating to
more than $335 from any one source other than the U.S. Government

during the preceding year.

ApDDING GIFTS, ETC.

1. Click the Gifts section. The Gifts and Travel Reimbursements
page is displayed.

2. Select Yes to indicate you do have Gifts to report and then click
Continue. The Add Gift or Travel Reimbursements page is
displayed.

i ' ¥ L i wpuL~ r
Resources og (0
Reports List

Report Data | Attachments Comments Flags Audit Trail Yiew/Print Review Status Compare

Draft -

&
&

Sandy X. Beache, 2008 Annual OGE 450 Report

& & e

v » v »

e &
v v

Getting Started || Man

-Investrment Income

|| Assets ” Liabilities ” Jutside Positions || Agreements I

| Wrap Up

Add a Gift or Travel Reimbursement

Common Questions

‘ Reporting Period: 01701 /2007 through 127212007

instructions for this

‘ + what are the
section?

Source:

Recipient: {optional)

Mame: Brett Favre

| Mself [ioint [spouse [CDependent Chid

Type:

@ Other Gift

O Travel Related Reimbursernert

Description
[Far travel-related iterms=, include itinerary)

Season Tickets MY Jets|

Save l [ Cancel J

The instructions say to
report gifts and travel-
related
reimbursernents that I,
iy spouse, and my
dependent child
received during the
reporting period, What
does the term
"dependant child"
rmean?

The instructions infarm
rme to report traval-
related
reimburserments and
gifts totaling more than
$335 (the "aggregation
threshald" - if reporting
gifts received before 1
January 2008 then nse

Filing an OGE 450

3. Enter the gift information and when complete,

click Save. The

Gifts, Reimbursements and Travel Expenses page is displayed

with your new entry.
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Filing an OGE 450

Field Description
Donor/Name Enter the donor’s name and location (city, state and
country.)
Recipient Select the appropriate recipient.

Type

Select the type of gift: In Kind Travel Expense,
Reimbursement Expense, and Other Gift.

Brief Description

Include a brief description and the date of receipt. For
example, Event(s) tickets for seats owned by Amer.
History Museum 2/01/06 - 03/31/06.
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& Filers can submit es I g n

financial disclosure FD call . dal
reports with yellow M automatically reviews your report and alerts you to any

flags. incomplete or missing prior to your submission through report flags.
Review your report flags and correct any errors before submitting
your report. OGE 450 filers cannot submit a report that has red flags.

Not Ready for Submission

The Report Not Ready for Submission page will display for OGE
450 reports if red flags are identified. FDM automatically flags
missing or incomplete information that requires further action by the
Filer or a reviewer. Flags should be resolved before eSigning a report.
Consult your legal advisor for assistance. Yellow flags are cautionary
items drawing attention to Filers and reviewers to take a closer look.

N i | " * i wiel- ’,
My Info | Resources
Reports List
Report Data | Attachments Comments Flags Audit Trail ¥Yiew/Print Review Status

Draft - Sandy X. Beache, 2006 Annual OGE 450 Report

& O O O . O
@ L @ @ @ @ ¢

&
L

Getting Started || Mon-Investrnent Incorne ” Assets || Liabilities ” Qutside Positions ” Agreermnents || Gifts I Wrap Up

Report Not Ready for Submission

* How do I get back here
to subrnit riy report?

The following issues have heen detected in your

report:

* What are flags?

Red Flags - Your report has 1 Red Flag(s). ¥ou must
correct flagged entries before submitting
your report. Questions - contact your legal
advisor. * What happens if I do

not file by the required

due date?

+ How do I review my
report's flags?

+ Are there any penalties
for an incormnplete or
false report?

# Press continue to review your Red Flags,

+ How do I request an

extension?
< Back Continue »
* Glossary

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

1. On the Report Not Ready for Submission page, click Continue to
review your report flags and correct any errors before submitting
your report.
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REVIEWING FLAGS

The Flags page displays any of the Red or Yellow flags for your
report.

4 i . ¥ *. i LI ..

My Info | Resources

Reports List
Report Data Attachments Comments |Flags | Audit Trail YiewfPrint Review Status Compare
Draft - Ssandy X. Beache, 2008 Annual OGE 450 Report
Red Flags = Wwhat are flags?
+ Glossary
Gifts and Travel Reimbursements
# The Gifts section of the repart must be filled out by filers with Annual _—
reporting status. e
Bifts
Yellow Flags
Contact Information
< The address line 1 of the home address was not provided, Go
to Home
Address
€ The city of the home address was not provided. Bao
to Home
Address
€ The country of home address was not provided, B
to Home
Address
Field Description
Red Flags A red flag indicates required information is missing
and that it should be provided before the report is
submitted.
Yellow Flags A yellow flag indicates that information is missing but
is not required in order to submit your report.

& Click Flags at any time 1. Click Edit beside any flagged area to adjust that entry.
to review a listing of . . o
your Red and Yellow 2. When complete, click eSign. The Report Ready for Submission
flags. page is displayed.
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Report Ready for Submission

. J'\y\ "'r;;‘. e, “"ﬂb
o7 & SN TS :
My Info | Resources B P oa O
Reports List
Report Data ||Attachments || Comments || Flags || Audit Trail || View/Print || Review Status|
Draft - Alf X. Romeo, 2011 Annual OGE 450 Report
& & & & & & &
Getting Started I | Non-Investment Income I | Assats I | Liabilities I | Cutside Positions I | Agresments I | Gifts I

Report Ready for Submission .
Common Questions

¢ Congratulations, you have completed entry of your 2011 Annual report. ¢ If I dedide to review
5 E N 2 5 my report one last
¢ The next step is to submit the report to your Supervisor for their review. time, how do I get

back here to submit it3

4 What happens if I do
not file by the required

) Submit Now due date?

) Submit Later % Are there any
penalties for an
incomplete or false

report?

4 Howdo I request an

Continue » extension?

4 Glossary

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

3. On the Report Ready for Submission page, select Submit Now or
Submit Later and then click Continue to eSign the report.

Field Description
Submit Now Select Submit Now to eSign your report and
submit for review to your Senior Legal Counsel and
Supervisor.
Submit Later Select Submit Later to save your report in FDM if you
cannot complete your report at this time.
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@ Only the Filer can Filer Assistant - eSign
submit a financial
disclosure report in If a Filer Assistant has prepared the financial disclosure report on
FDM.

behalf of a Filer, the Report is Ready for Submission page is displayed
directing the Filer Assistant to inform the Filer that the report is ready
to be submitted

i i ] - 1 MO0 r = T aj\\':,

Draft - L X, Knox_25, 2006 New Entrant (04/19/2006) SF 278 Report

B F e F B o e F
v v Vv v v v Vv v

Ly

My Reports My Info | Review Filers | Admin | Resources

Getting Started ” Aszsets || Cther Incame ” Liabilities ” Agreements ” Positions ” Cormpensation || ‘Wrap Up I

Report Ready for Submission .

» If I decide to review my

¢ Congratulations, you have completed enftry of your 2006 New Entrant report, L?w°§0°l“eg;§fatj;“ﬁ;re

¢ The nest step is to submit the report to the Filer's Senior Legal Counsel and/or to submit it?
Superyisar for their review,

+ Glossary

¢ Timely filing avoids a mandatory $200 late filing penalty.

Submission may only be done by the filer, Please inform Knox_25, L &, that the report
may be submitted by logging in and navigating to the "Wrap Up" section of the report.

Your feedback is critical to the continued success of this application.
Please take a few moments to complete a short survey.
Take the survey

4dBack

Security and Privacy Motice | Help | Accessibility | Developed by: C-E LCMC
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Compare a Pre-populated Report

You can easily compare changes/differences between last year’s
report and this year’s on one page. The Compare feature is only
available if the Filer pre-populated from a previous report.

ComPARING RerorTs IN FDM

1. Click Compare. The Disclosure Report Comparison page is
displayed.

My Info ResOources oq O
Reports List
Report Data Attachments Comments Flags Audit Trail Yiew/Print Review Status Compare

Draft - Sandy X. Beache, 2008 Annual OGE 450 Report
Disclosure Report Comparison

=P printer-Friendly

Compare-to Report Under Review Z006 Annual

Comparison Date October 06, 2008 11:59:52

Change Summary

Changed Adc_;:l_)ed Degzed Unl:l:lénged
assets a 1 a =1
Mon-Investhent
Incorme - i - i
Liabilities u] u] u] o
Agreerments a a a 1
Positions ] ] ] 2

Current to Previous Disclosure Totals

Current Disclosure Previous Disclosure
Report Report
Gifts a n}

Legend
B B strike—throogl = Change ® B faded text = Delete @ & blue text= Added

" = caution -@ = Unchanged

Assets and Investment In me

Instructio 1 Report for Yourself, Spouse, and Dependent Child: Assets held for investment wwith a walue greater than $1,000 at the end of the
reporting period OFR assets held for investment which produced more than $200 in income during the reporting period, including but not limited to:
Aszsets such as stocks, bonds, annuities, trust holdings, partnership interests, life insurance, investment real estate, or a privately-held trade or
business;, Sector mutual funds: those funds invested in & particular industry, business, or location such as ABC Electronics Fund or X¥Z Canada
Fund Creport the full name of the fund, not just the general family fund name);, Holdings of retirement plans, such as 401(k)s or IRAS (list each holding
except diversified mutual funds); Holdings of investment life insurance; Holdings of wvariable annuities; Defined benefit pension plans provided by a
former employer (include the name of the employer).

Reporting Period: 0170172007 through 12721 /2007

Cl;r.;‘lspualge Asset Name Type of Asset Owner No Longer Held
A Met Life Insurance Policy Life: Insurance (not term) Self ]
-@ WMT (MYSE) Stock, bond, option or security Self (|
A MCD (MNYSE) Stock, bond, option or security Self ]
-@ M0 (MYSE) Stock, bond, option or security Self (|
A LISE Stock, bond, option or security Self ]
-@ JEMSH Sector mutual fund Self (|
@ Bearckh Rental, Ocean City, MD, LSS Real Estate Self (|

Back to Top

2. Review the report changes.

3. C(lick Report Data and then eSign to eSign your report.

Filing an OGE 450
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SUBMITTING AN OGE 450 REPORT

eSigning Report

Before eSigning your report, review the certification information
regarding the DoD Joint Ethics Regulation requirement to
acknowledge the annual post-employment certification and
notification about post-Government Employment restrictions.

Reports List

Report Data || Attachments || Comments ” Flags || Audit Trail || View/Print || Review Statusl
Draft - Alf X. Romeo, 2011 Annual OGE 450 Report

& & & & £ & & &

Getting Started I | Mon-Investment Income I | Assets I | Liabilities I | Outside Positions I | Agreements I | Gifts I
eSign Report

Common Questio

View this report 4+ What is the FOM =4
4 Are there any
ST Ities
Step 1: By eSigning... ﬁi:jn;lzzteu;ragalse
report?
I hereby certify that the report data I have entered and all files I have attached are true, B el i et
complete, and correct to the best of my knowledge. report's flags?
i L i X X % Glossary
In accordance with the Digital Signature Act of 1999, I recognize that my eSignature
(Electronic or Digital Signature) shall be given the same legal status as a signature made
with a pen. I further recognize that the eSignature may not be denied legal effect, validity,
or enforceability solely because it is in electronic form. I hereby consent to the use of
eSignature.
I understand that my eSignature is applied to the information that I have provided and not
the presentation formatting of the information on the screen or printed page.
Step 2: eSign your report
View this report
«Back
Field Description
Step 1 Certify Review the certification passage
& Once you have eSigned View This Report Click this link to view and print your financial
your report, FDM sends disclosure report prior to submission.
an e-mail message to the . . ; )
. .g Step 2 eSign Click eSign to submit your report.
appropriate reviewers

indicating that your
report is awaiting their
review.

Filing an OGE 450
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Submit Confirmed

Once you have eSigned your financial disclosure report in FDM, a
page displays confirming the submission of your report.

Reports List
Report Data ” Attachments H Comments ” Flags ” Audit Trail ” View/Print ” Review Status‘
Under Review - Cara X. Mello, 2010 Annual OGE 450 Report
Getting Started || Mon-Investment Income || Assets || Liabilities || Qutside Positions || Agreements || Giﬂsl Wrap Up
Submit Confirmed "
& Glossary
4 Your 2010 Annual Report was submitted on 07/22/2010.
% You may check the status of this report at any time by clicking on
"Review Status” on the menu bar.
We welcome yvour feedback to improve our FDM. i
# Provide Feedback
W
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Amend a Report in FDM

Amending an OGE 450 report in FDM voids your last digital
signature on the report. You must go to eSign to complete the
amendment process by digitally signing the report again once your
amendments are complete. Only Filers can amend a report. Filer
assistants cannot make any changes/amendments to a report once a
report has been eSigned.

FDM notifies all the reviewers who completed an initial review of
your report prior to this amendment informing them that your report
has changed since it was last submitted.

As with drafting or editing your OGE 450 report, you must go to
eSign to complete the amendment process. During eSign, you must
Re-certify your changes and re-sign your report.

The process for creating an OGE 450 includes the following tasks:

Filing an Amended
OGE 450

¢ The Filer logs in to FDM and verifies their profile and review
chain.

¢ Filer selects a submitted financial disclosure report to amend.
¢ TFiler updates the financial disclosure report.

¢ Filer reviews the report flags, comments and corrects any
eITors.

¢ Filer eSigns and submits the OGE 450 for review.

Note: An e-mail notification is sent to the selected reviewers indicating that they can begin
their review process.

Filing an OGE 450 82
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AMENDING AN OGE ;450 REPORT

Financial Disclosure Management

Resources
Reports List
Welcome Sandy X. Beache .
b+ annual OGE 450 Reports are due 15 February, s What iz the FDM 24507
« why must I file this
¢ To start a new OGE 450 report dick "add New Repart”. FEPEtiE

How iz the information
that I report used?

¢ Towork on an existing report select a report from the table below,

Whao may see my
report?

My OGE 450 Reports

Haw iz my financial

9' Add New Report infarmation protected?

The ©GE Form 450

Year | Reporting Status Review Status Last Updated reporting rules changed
Amend in 2006, What are the
2008 Annal Under Review 10/062002 Tem changes?

what are the reporting
2006 Annual Complete 10/06/2008 rules for the OGE 4507

Iz there an extension
for service during a
period of national
ernergency or in a
combat zone?

How do I request an
extension?

s What happens if I dao

1. On the Reports List Page, click Amend beside the appropriate
OGE 450 report. Make the appropriate additions/corrections.

2. When complete, click eSign. The Report Ready for Submission
page is displayed.

3. Submit and eSign your report.
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Supplemental Report Comments
and Attachments

Occasionally, a Filer or reviewer discovers additional information
that should be stored with the report for future reference after the
report review is complete. In FDM, Filers and their assistants can add
this supplemental information through report comments and report
attachments. Adding supplemental information to a completed report
does not remove any of the report signatures or change the report’s
status in FDM.

Important Information

¢ Report Data cannot be changed or updated once a report is
completed in FDM.

¢ Only the person who attached or added the supplemental item
can replace/edit or delete it.

¢ Supplemental items are not part of the “report of record” and
therefore do not print on the e450 report.

ADDING SUPPLEMENTAL
INFORMATION

Financial Disclosure Management

Resources
Reports List
Welcome Winnie X, Bago .
F Annual OGE 450 Reparts are due 15 February. + What is the FDM 24507
+ Why rmust I file this
¢ To start a new OGE 450 report click "Add New Report”, report?

+ How is the information

¢ To work on an existing report select a report from the table below, that T report used?

+ Who may see my
report?

My OGE 450 Reports

+ How iz my financial

-)I Add New Report information protected?
. . + The OGE Form 450
Year | Reporting Status Review Status Last Updated reporting rules changed
2003 annual Complete 07/17/2008 ;:—:;:s-jw'“t =02 e
Complete T )
2006 Annual 09/15/2008  |[View: + What are the reparting
Ammended 09152008 rulas far the OGE 4507

+ [z there an extensian

i ol

1. On the Reports List Page, click View beside the appropriate OGE
450 report.
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At this point you can add either additional report comments or
attachment that provides additional information, a clarification, or a
correction to your completed report.

Supplemental Report Comments

1. Click the Comments sub-tab. The Comments page is displayed.

q q L " . 1 0ae .
My Info | Resources
Reports List
Report Data Attachments |[Comments | Flags Audit Trail YiewfPrint Review Status

Complete - Winnie X. Bago, 2006 Annual OGE 450 Report
Comments

Common Questions

« What is the difference

between a carment on
This report has no Comments, a Report and 2
cormment on a line
itern?

« What is the OGE 450 of
Record?

Add Report Comment

* Glazsary

2. C(Click Add Report Comment. The Add Comment page is
& Report comments .
cannot be deleted. displayed.
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1 \ J ¥ ¥ 4 Qe .,
My Info | Resources og O
Reports List

Report Data Attachments |Comments| Flags Audit Trail ¥YiewfPrint Review Status
Complete - Winnie X, Bago, 2006 Annual OGE 450 Report

Add Comment n

» What is the OGE 450 of

Comment on: Report (Limit 500 characters) Record?
N * When should a
Date: 09/16/2008 Author: \Winnie ¥, Bago cornment be part of the
I forgot to report that I received a leather briefcase, valued OGE 450 of Record?
at $350 from Jan Smith, a friend. » Glossary
Save ] l Cancel J

3. Type your comment and then click Save. The Comments page is
displayed.

Financial Disclosure Management

My Info | Resources

Reports List

Report Data Attachments |Comments | Flags Audit Trail Yiew/fPrint Review Status

Complete - Winnie X, Bago, 2006 Annual OGE 450 Report

Comments .

(listed in reverse chronalogical order) ¢+ Wwhat is the difference
Author Comment| Line Comment BERLECR & EEmmERS e
Author ) Date Category a Report and &
Role On Ttem Text cormrment on a line
Bago, Winnie X, Filer |09/16/2008| Report Supplernerntal 1 forgot to g2z
report that s what is the OGE 450 of
I received a Record?
leather
- Gl

briefcasze, D S
valued at
$3350 from
Jan Smith, a
friend.

l Add Report Comment ]

At this point you can edit the comment you just added or add any
additional report comments.
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Supplemental Report Attachments

1. On the Reports List Page, click View beside the appropriate OGE

450 report.
2. Click the Attachments sub-tab. The Attachments page is
displayed.
i i ' ¥ g i Wpa" k
My Info | Resources aa O
Reports List

Report Data | Attachments | Comments Flags Audit Trail Yiew/Print Review Status

Complete - Winnie X. Bago, 2006 Annual QGE 450 Report
Attachments

Common Questions

* May I submit my

- - - - N braker's staterent
Instructions: Mo sttachments are required when filling an OGE 430, If you do have something to sttach, click "Add instead of entering

Attachment" below. each stock and mutual
fund separately?

This report has no Attachments. + Glossary

Add Attachment

3. Click Add Attachment. The Add Attachment page is displayed.



Financial Disclosure Management

Financial Disclosure Management

Resources

Reports List

Report Data | Attachments | Commments Flags Audit Trail Yiew/Print Review Status

Complete - Winnie X, Bago, 2006 Annual OGE 450 Report

Add Attachment

Common Questions

Instructions: Consult your ethics counselor or ethics official for use of this festure. o Mo I eedarmifs mr

Date:
Originator:

Type:

MNotes:

Enter

broker's staternent
instead of entering

each stock and rutual
DQ,-"lEi,-"EDDEI fund separately?
Bago, Winnie x. © Slessary

2 Job Description

) Extension Reguest

) Late Fee waiver Requeast

) Cautionary Motice Sample Template

& Disqualification Sarmple Template
(@] Otherl

(eptional,
250 char limit)

filemame to attach or click Browse to select file then click Upload

Filename: | | CBrowse... |

[ Upload ] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Develaped by: CECOM LCMC

4. Select the Attachment Type and then type a brief description of
your file in the Notes field.

5. Click Browse to locate the file you wish to upload to your
financial disclosure report.

6. Once you have found the file, click Upload. The Attachments
page displays.
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i i ' L] L7 i N L™ o

My Info | Resources og O

Reports List

Report Data | Attachments | Commments Flags Audit Trail Yiew/Print Review Status

Complete - Winnie X. Bago, 2006 Annual OGE 450 Report

Attachments .

+ May I subrit my
broker's staternent
instead of entering
each stock and mutual

At?aal:tlsed Originator Type Name Category Notes fund separately?
+ Glossary
Future
Future
Other : Future  |Employrment Renl
09162008 Ba_gu,_ Ermployment sgreement for  |Supplernental Emplayment -
Winnig X, i P— Agreement for || Delete
Agreement Filar Winnie Winnie Bago
Bago.doc =

Add Attachment

At this point you can Replace and/or Delete any existing
attachments or add a new attachment.
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& Extension requests must EXt e n S i o n S

be submitted outside of

FDM.

DETERMINING IF AN EXTENSION
HAS BEEN RECORDED

A Filer can determine if an extension has been recorded for a
financial disclosure report by selecting Review Status or View/Print
for a financial disclosure report.

Review Status

1. On the Reports List page, select View or Edit beside the
appropriate final disclosure report.

2. C(lick Review Status.

3. Click View Extension to view the Extension Type, Number of
Days, New Due Date and Reason display in the Extensions area,
if an extension has been recorded.

My Info ResSOUrces 0

Reports List

Report Data Attachments Comments Flags Audit Trail ¥Yiew/Print | Review Status

Under Review - Winnie X. Bago, 2006 Annual OGE 450 Report

o] -
OGE 450 Filer AT LElee. < Wwhat iz the difference

Report Progress Due Dates 8 Extensions ——— & Wwhat is the Amended
Assigned: Yes Current Due Date: 02/15/2007 date and how does it
. differ from the
Filer Started: 10/22/2002 Report Due Date: 021542007 Subrnitted Date?
Filer eSign and Submitted: 10/z28/2008 ¢ Wwhen should an
Amended: |wiew/Edit Due Date & Extensions| ’:33:::;_,”3' Reviever bg
Completed: Mo extensions have been recorded. ¢ Glossary

Review Status

between Review Date
and Signature Date?

Disclosure Report Reviews

Review Chain Audit Trail
Reviewer Currently Assigned o Reviewer End n n
Role Reviewer Notify Type Reviews eSigned/Signatures

Supervisor Dan D Lyans = | Organization 10/30/2008 | 10302002
Lyons, Dan Lyons, Dan D,
[N Supervisar
Supervisor

Supervisor B X Ross 4 =] | Crganization

SLC

450 Certifier |B X Ross 3 =] | Qrganization

Filing an OGE 450
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Filing an OGE 450

On the Reports List page, select View or Edit beside the

View/Print
1.

appropriate final disclosure report.
2. C(lick View Print beside the report.
3.

For OGE 450 reports, scroll to the Review Status Section of your
report to view the extension information.

Report Progress

Signoff Progress

Created: 4/9/2007
Submitted:
amended:
Completed:

by

Filar:
eSigned by:

Superyisar:
eSigned by:

Reviewer:
pSinned by

Extension Type: National Emerg
Extension

e Wumber of Days: 45
Mew Due Date: 4/1/2007
Currently Assigned Re
Reviewers Role D
Slc_450_1, Training X. SLC
Slc_450 1, Training X. Supervisor's SLC
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View or Print a Report

At any time, you can view and print your financial disclosure
report. View/Print provides Filers the ability to view and print
the financial disclosure report, report flags, all comments, and any
attachments.

ViEwWING A RErPORT IN FDM

1. Click View beside the appropriate report on the My Reports |
Reports List page.

2. C(lick View/Print.

Reports List

Report Data Attachments Comments Flags Audit Trail | View/Print| Review Status

Draft - L X. Hamilton_1, 2009 Annual OGE 450 Report
View/Print

4
FDM ed450 Report | View/Print *

Attachments: Mo Attachments were Found

# Submit Report: Go to the Wrap Up section of Report Data to submit

this report.
& To view and print i . . . he fi il discl
an OGE 450, pop- 3. Click View/Print beside the financial disclosure report.
up blockers must be The financial disclosure report displays in a separate browser

disabled. window.

& The OGE 450 displays as
a single web page.

Filing an OGE 450 92
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(> GE Forrm 450, 5 CFR Part 2634, Subpart I
.5, Office of Government Ethics

Executive Branch CONFIDENTIAL FINANCIAL DISCLOSURE REPORT
Report vear 2008

Reporting Status Annual Report Data
Employee's Name Lee, Brock X, Mon-lnvestment Income
Position/Title asdf Assets
Liabiliti
Grade G513 ia |_| ies .
Cutside Positions
Agency Agreements or Arrangerments
Branch/Unit and Address asdf (Comments]
Addrl ) .
Adidre Gifts and Travel Reimbursements
City, Ak, USA, 00000-0000 Attachments
Work Phone 000-000-0000 Comrments
E-mail Address training_450_29a@us. army . mil Flags

Audit Trail
Review Status

Date of Appointment

if Special Government Employee o
(SGE)

If an SGE, Mailing Address
{Mumber, Street, City, State, ZIP
Code)

Date Received by
Agency ZfZEfE00G
eSigned in FDM by
Lee, Brock .
Employee Signature User 1D
1
2f2252002

Part I: Non-Investment Income

Source of Income Type of Income Recipient
1 Kroll Inc. Retirement Fund, Mew Yoark, MY, LSS Pension Plan Payments {other than Federal Government) Sealf

Part I: Assets

Asset MName Type of Asset owner Mo Longer Held
1 Beach Rental, Mateo, MC, USA Real Estate Spouse
2 Met Life Insurance Palicy Life Insurance (not term? Self
B T.Rowe Price Capital appreciati Sector mutual fund Self

Part II: Liabilities

hiz renort has no renorted Liahilities

4. Select File | Print and then click Print.

ng an OGE 450 93



FiLing AN OGE 278

& Your local POC or legal
office can register you as
a Filer in FDM

& Once a Filer has
eSigned and submitted
their report in FDM,
the Filer’s associated
reviewer(s) may receive
an e-mail containing
a request to review
a Filer’s financial
disclosure report in
FDM.

Filing a OGE 278

The purpose of a financial disclosure report is to assist employees

and their agencies in avoiding conflicts between official duties and
private interests and affiliations. The primary use of the information
on the form is for review by Government officials of your agency, to
identify potential conflicts of interest.

Filing Process Flow

The process for creating an OGE 278 includes the following tasks:

*

Filing an OGE 278
The Filer is registered in FDM.

The Supervisor or SLC identifies filers and assigns the task of
filing an OGE 278.

The Filer receives an e-mail notification with their filing task
assignment.

The Filer logs in to FDM and verifies their profile and review
chain.

Filer selects to add a financial disclosure report.
Filer adds Report Data information.
Filer reviews report flags and corrects any errors.

Filer selects the reviewers who will review the report (OGE 278
only)

Filer eSigns and submits the OGE 278 for review.

Note: An e-mail notification is sent to the selected reviewers indicating that they can begin

their review process.

Y
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&  When you first log in
to FDM, My Info page
displays allowing you to
review and update your
contact information.

Filing a OGE 278

LoGgGING IN

1. Log onto your computer, open a web browser, type, https://
www.FDM.army.mil/ in the address line and click Go. The FDM
Website is displayed.

Website Security Certificate Message

Some users may receive the message. “There is a problem with
this website’s security certificate.”

2. C(lick “Continue to this website (not recommended).”

3. Click Login to FDM on the left side of the FDM Home page.

CAC Login
4. C(lick the Login button under the Login Using your CAC section.

5. Select your certificates and then click OK. The Review Reports
page will display for Reviewers.

Logging In With User Name

4. Select your appropriate authenticating source from the Login
Using drop-down.

5. Enter your User Name and Password. The Review Reports page
will display for Reviewers.

VERIFYING YOUR PROFILE AND
ReviEw CHAIN

Prior to creating a financial disclosure report in FDM, it is
recommended that you first verify if your Contact Information and
Profile is up to date and accurate.

Click My Infol My Profile to view the information pertinent to
your selected role:

Filers Can view Org Unit and a listing of their assigned Filer
Assistants.
Supervisor Can view a listing of their assigned Org Units and

Ethics Counselors.

Senior Legal Counsel | Can view a listing of their assigned Org Units, Senior
Legal Counsel Assistants, and Ethics Counselors.

Filer Assistants Can view their associated Filers.
POCs Can view their associated Org Units.
Ethics Counselors Can view their associated Senior Legal Counsels.
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Important Information

If you are a Supervisor to more than one Org Unit, and those Org
Units have different SLC’s, a page displays in the Getting Started
section giving you the option of selecting an SLC to review your
report.

Financiai Disciosure Management

Review Reports Management Reports
Report Data
E | [ =:=t= | [ Other Incarme | [ Tranzackions | [ Gifts, etc | [ Lisbilities |[ Agreements ][ Positions | [ Compenzation ][ wrap Up |
Select a Senior Legal Counsel
You are a Supervisor of more than one Org Unit with different Senior Legal Counsel's, A4 z‘;"‘t:teh:bl’npue;}l: "Mone
selected?

= - ° ¢ Glossary
Instructions: Please select the Senior Legal Counsel to review your report.

Senior Legal Counsels assigned to your Org Units

Select One Name Organization
i Teak, Anne* ROECOM
- Letft, Eleen CERDEC 12D
s Teak, Anne RDECOM
- MNone of the Above

* Denaotes the Senior Legal Counsel assigned to the Org Unit where you are a SF 278 Filer

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

If you select None of the Above, a message displays indicating
that your current SLC has been temporarily assigned to enable you to
continue with your report. A notification is also sent to your DAEO.
You have the option of changing your SLC later.
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To verity your FDM Profile information:

1. Select the My Info tab and then select My Profile. The My Profile
page is displayed.

2. Select your FDM role from the My Roles list to view the
appropriate Profile information.

e
s - i o
| i ] . | U . e
Bl A\ o 15
My Reports Review Filers | Admin | Resources | Management Reports /s i '-L! ! o0 0
My Profile
My Profile
[ EditLogins | [ View Audit Tral |
General Org Unit Information
iy Roles
I am a member of Org Unit dsfdsfdsafdfs

¢ 278 Filer
# 450 Filer As 278 Filer, I have ...
¢ Supervisor
+ 450 Certifier Sec, &sdn as SF278 Filer Assistant
+ 450 Certifier Sec, Asdg as SFE78 Filer Assistant

Assistant
¢ 450 Certifier EC
+ SLC
¢ SLC Assistant
+ DAED
4+ DAEQ EC
¢ Agency Admin

Security and Privacy Motice | Help | Accessibility | Developed by: C-E LCMC
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Helpful Hints

Many filers find it helpful to have their information ready
when they fill out the form. For example, if you have a number
of individual stocks, many brokerages with online access will
allow you to create a printout for the period covered by the form.

You cannot skip any section within the OGE 278 report even
if you do not have any information to report. You must click
through all sections being sure to select No if you do not have
any information to disclose.

Remember to include the income and assets of your spouse
as well as the assets of any dependent children.

Filing a OGE 278 98
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Add a New Report

Once you have verified your profile information and review chain
in FDM, you can begin creating your financial disclosure report.

& My Reports is the main
workspace for Filer
reports in FDM. It is
where you can begin

anew report and edit/ Reports Not Started

view existing reports.
1. Click My Reports. The Reports Not Started page is displayed if
you have been assigned a report to create in FDM. .

........

Welcome OGC 278Filerl

¥ Click "Start This Report” button to start the assigned report.

My SF 278 Reports Not Started

Org Current Due

Filer Assigned Report Unit Date

Start This 0GC Incumbent Report covering 1
Report || 278Fierl Jan - 31 Dec 2010 06C | 05/16/2011

* Go to Reports List to start a different report or to work on an existing
report.

2. Click Start This Report.

& Filer Assistants manage

a Filer’s Reports list H
from the Assist Filers Reports List
tab. FDM Filers can begin their reports ahead of being assigned the

task by clicking the Reports List tab and then Add New Report.

OGE 278 FDM Getting Started Screens

The following OGE 278 screens vary depending upon the
Reporting Status you selected.

- Incumbent filers select the year covered by this report.

- New Entrant filers select if a Reserve Component General
Officer and then enter the appointment date.

- Termination filers enter their Termination Date.

- A filer who is also a supervisor to more than one org unit in
FDM must select the appropriate Senior Legal Counsel to
review their report.
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GETTING STARTED

Before drafting your disclosure report, it is a good idea to have the
following items on hand.

¢ A copy of your previous OGE 278 (if you have filed before)

¢ Electronic version of your job description (attach to OGE 278)

¢ Taxreturn

¢ Brokerage and/or mutual fund statements

¢ Bank, credit union, or any other financial institutions statements
¢ Rental agreements

¢ Any agreements or arrangements from past, current or future
employers

¢ Mortgage statement (if a rental)

¢ Credit card and any other loan statements

EeporbDatal  Attachments | Comments || Flags || Audit Trail || View/Print | Review Status

<
-

B B B . B O
v “» w v »

s
Getting Started |-'-s_=a'..=|| Other Income ||'-"5-"55..§c 3= ” Gifts, etc I | Lizbilities I | Agreements I | Positions || Compensation | | Wrap |

Getting Organized

-»
-

Common Questions

< What information
might help me prepar

this report?
Are you a Special Government Employee? ¢ How is the information
that I report used?
@ No O Yes

4 Do I report my
spouses’ assets if we
are separated?

Please Select a Filer Category: ¢ How is my financial

-SELECT- w information protected

------------ % Who is a Special
Gowvernment Employe

SGE)?
Mon-Career SES ( )
Career SES 4 What is my Filer
Schedule C category?
4+ Opena SF 278
Instructions

4 Open a blank SF 273

4 Glossary

3. On the Getting organized page select if you are an Special
Government Employee and your Filer Category.

4. When ready, click Continue. The Reporting Status screen
displays a selection of report types.
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Reporting Status

:T;ﬁ'f <
My Info Resources 3‘4 fl J‘_ o l/x

-4
-]
-]

L L

Getting Started [ff 11 11 11 11 11 11 104

Reporting Status

-]
]
¢

what is the reporting status for this report?

¢ Incumbent [Use this if you worked more than S0 days last year in a position which
required filing of an SF 278. (This includes individuals temporarily promoted to such a
position or who were temporarily detailed to such a position.)]

¢ Mew Entrant [Use this if you are a new Federal government employee as you start a
position that requires an SF 278. (Note: if vou filed an SF 278 in a previous position
and less than 20 days hawve elapsed since leaving that position or you are not
expected to work more than 60 days in a covered position in a calendar vear yvou may
not neaed to file. Consult vour legal advisar.)]

Termination [Use this if vou are leaving yvour Government position.]

Incumbent and Termination{Only available as a convenience to those filers who will
leave Government Service only onfafter 16 May and who will file no later than 12 Aug.
When selected, the filer must obtain an extension from the legal advisor to avoid
neaeding to file an Incumbent (by 15 Mavy) and a separate Termination report (on ar
within 20 days after the termination date). See the Common Question: Who is an
incumbent and termination filer?(at right).)

00

[ Continue> ]

4. Select your Filer Reporting Status and click Continue.

Field Description

Incumbent Select Incumbent if you filed a report in the
previous year and are still in the same position

as when you filed your last disclosure report. An
Incumbent report is due annually, no later than May
15th following the covered reporting calendar year.

Note: If you plan to leave your position before May 15th
(the due date for the Incumbent), you probably

@ Do not select New should file a Termination instead of an Incumbent

Entrant if you have filed report. Please consult your legal advisor.

a report before and this

is the first time you are New Entrant Select New Entrant if this is the first time you are
using FDM. filing a disclosure report or if you have a break in

service over 30 days between covered positions. The
New Entrant report must be filed within 30 days of

& A Termination OGE assuming a new position.
278 should cover from
the end of the last Termination Select Termination if you are leaving a covered
reporting period to your position, which required you to file an OGE 278. A
termination date Termination Disclosure Report must be filed within

30 days of leaving a covered position.

& A combined report may

be filed no earlier than Incumbent and Incumbent/Termination is available as

the date of termination, Termination a convenience to those filers who will leave

but must be filed within Government Service only on/after 16 May and who
30 days of termination will file no later than 13 Aug. When selected, the

of employment. filer must obtain an extension from the legal advisor

to avoid needing to file an Incumbent (by 15 May)
and a separate Termination report (on or within 30
days after the termination date.

Filing a OGE 278 101
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& If you choose to pre-populate Pre-Po pu late Re po rt

a report, a message may

display on the Checkpoint FDM simplifies the maintenance of financial disclosure reports by
page indicating that any allowing you to carry over any previously entered financial disclosure
reporting information when creating new reports. Selecting to pre-
populate a report, pre-fills existing report information from the

Mutual Fund Assets were
converted to Sector Mutual

Fund. )
selected report into your new report.
Compare a Pre-populated Report
If you pre-populate your report in FDM, you can easily compare
changes/differences between last year’s report and this year’s on one
page.
Report
Data
& & & & & & & &
Getting Started |A55ets| |Other Incu:-rnel |Transactinns| |GiFt5, etcl |Liabi|ities| |Agreements| ||:'DSitil:lI'|5| |Cu:-rnpensatiu:-n
Pre-Populate Report
@ Pre-populate my report with the report I have selected below - * ngti’;ﬁ:ﬂ]
thi= option allows you to use the data from a previous report as a TEET i Ere
starting point for the new one, Note: Virtually all incumbents should use MY new repo
this option.
+ Gloszary
Report
& 2006 Incumbent - Under Review
Don't pre-populate my report - this option allows you to create a
report with no data input,
4Back Continue F
@ Select the most recent or 5. Select an existing report to pre-populate or select Don’t Pre-

current report from the pre- populate and click Continue.

population list to ensure
accuracy and consistency in 6. Review the Due Date, finish filling in the Contact Information

your reporting. You can only pages and click Continue.
pre-populate from reports

created after 12/2/2006. Any
reports created before this
date will not be available

to be selected for pre-
population.

@& Once your report is pre-
populated, you should
review and verify the entries
in the Pre-Population Results
Summary List. If necessary,
update where appropriate.
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Filing a OGE 278

Reports List

Checkpoint

If you do not have any existing reports in FDM, the checkpoint
page displays a reminder message regarding the date this report is
due. If you pre-populated your report, it cautions Filers to review
report information that was carried forward from an existing report.

e a0

\‘ 4
Resources NP L

Report Data (| Attachments Comments Flags Auadit Trail Wiew ,/ Print

Review Status Compare

Draft - Holly X. Daye, 2008 Incumbent SF 278 Report

T [ ~--o- | [ oihe: tncome

] [ Transactions | [ Gifts, etc | [ Liabilities | [ Agreements | [ Positions | [ wira

=  Your report information has been saved.

Please submit yvour report by 05/15,/2008. Timely filing avoids a $200 late
filimng penalty.

-

The information contained within this report is based upon yvour previous report. HoE=E
Please review your current report and make any necessary modifications. You

hawve the final responsibility for ensuring the accuracy of all information in the
current report.

Please note the comments from your previous report to guide yvou in completing

Under Review - Holly X. Daye, 2009 Incumbent SF 278 Report

Checkpoint

< How do I chanad
reporting status

< Is there a "comHb
zone extension”

<+ What happens if
not file by the d
¢ How do I reques
extension?

©« Glossary

this one.

(listed in reverse chronological order)

Author Comment | Line Comment
Author Role Date il Tt | Category Rl
Bago, WWinnie X. Reviewer | 06/24,/2009 Report Changed
Supervisor to
Don's
Supervisors
Training 278_4

-« Back

Continue »

7. Review the information on the screen and then click Continue.
The Report has a draft Review Status.
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Appointment Date

8. Edit or enter the date you started a covered position. When
complete, click Continue.

S f
My Info | Resources ;?l‘) TR adi’
Reports List

Report Data | Attachments Comments Flags Audit Trail WView/Print Review Status

Under Review - Holly X. Daye, 2009 Incumbent SF 278 Report

o > o o o - -

Appointment Date

Instructions: For miltary filers, the date of appointment is the date of promotion to BG (not the date of frocking to that
grade). For career miltary officers, the date of appointment will not change from the date of promotion to BG. For
civilian personnel, the date of appeintment i= the date of entrance on duty in the covered position. For members of the
Senior Executive Service, the date of appointment will not change from the date of entry on duty in an SES pos=ition. If
you ars assuming a new position within 30 days of leaving another position for which you filed SF 278, a new entrant
report iz not required.

Appointment Date: |1'J |j |1D |f |2IJIJB (mmy ddiyyyy)
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Position History

& If you choose not
to enter position
information at this time,
you will be prompted

You must list all covered positions held with the Federal

Government during the applicable reporting period.

. . 9. C(lick Add New Position to add information about the position
again during the Report P . il .- . .
Submission.. or w.h1ch you are filing this disclosure report. Otherwise, click

Continue.
a“ i \"u
My Info | Resources Bl A ol og O
Report Data

o

Under Review - L X. Knox_25, 2007 Incumbent 3F 278 Report

¥

o e Y F F
v v v " L ¥ ¥

g Started

|Assets || Other Incomne || Transackions || Gifts, etc Il Liabilities Il Agreerments Il Paozitions Il Wrap Up I

Title of Position:

Organization:

Start Date:

End Date:

Department or Agency: {

Edit Position

Common Questions

+  Glossary

|Eecurit}l Analyzt |

|US Cuztomsz |

O Department of the &rmy
@ Other: |DHS |

/ (rmdyyyy)

{ @] DateDD(mmfwa

® Pre

@ Save

sent

@ Cancel

Security and Privacy Motice | Help | Accessibility | Developed by: C-E LCMC

Filing a OGE 278

Field

Description

Title of Position

Type the title of the position for which you are filing.

Organization

Type the name of the organization that is associated
with the position.

Department or

Select Department of the Army or Other. If you select

Agency Other, type the name of the Department or Agency
name.

Start Date Enter the month and year you began working in this
position.

End Date Enter the month and year you stopped working in this

position. Select Present if you are still currently in this
position.
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Attaching a Job Description

Prior to attaching a Job Description, it is recommended that you
first create an MS Word document that includes your duty description
and objectives from your Support Form. Your job description
information helps reviewers identify potential conflicts of interest
between your reportable financial interests and job duties.

10. Click Add Job Description to upload a Job Description if

necessary.
.'-r =
inanciai
My Info | Resources
Report Data Look i [ 23 Job Descrton - e@aEr
- y oM Job Descriphion
Under Review - L ¥. Knox_25,2 L3
o o o Divumens =
Getting Started | Azsets | | Other Incormne Il Tranzactions IE [:a ]
Replace Job Descriptio| Deke !
Date: 04/19/2007 HyD.;cjuneris
Originator: Know_25, L x.
Type: Job Description My Cemputss
Notes: | § Y
HyHotwodk il name | -] Opers ]
Places
Files of ype [0 Fies ) =] __ Concel |

Enter filename to attach or click Browser to select file then click Upload

Filename: | |(Browse. ]

@ Upload @ Cancel

Security and Privacy Motice | Help | Accessibility | Developed by: C-E LCMC

11. Type a brief description of your file in the Notes field.

12. Click Browse to locate the file you wish to upload to your
financial disclosure report.

Field Description
Notes Type in this field to include a description of your
attachment.
Filename Click Browse to locate a job description file to attach
to your financial disclosure report in FDM.

11. Once you have found the file, click Upload.

12. Click Continue.
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Filing a OGE 278

Report Data

The Report Data wizard is the main area used for preparing an
OGE 278 report in FDM. Information in the Report Data sections
relates to the Filer, spouse and dependent children.

You must click through all sections of the OGE 278 being sure
to select No if you do not have any information to disclose for that
section.

The process for entering report data is the same no matter what
type of information you need to report. If the report has been pre-
populated, it is only necessary to confirm/verify the data listed in
each Report Data section, make any necessary corrections/additions/
deletions and click Continue to proceed on to the next Report Data
area.

The following Report Data sections are included in an OGE 278
financial disclosure report.

OGE 278

Assets

Other Income

Transactions - New Entrant and Nominee filers do not have to complete the
Transaction section of the OGE 278 disclosure report.

Gifts - New Entrant Filers do not have to complete the Gifts section of the OGE
278 report.

Liabilities
Agreements

Positions

Compensation -Only New Entrant and Nominee filers must complete the

Compensation section of the OGE 278 disclosure report.
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My Info
Report Data

MANAGING LINE ITEMS

Filers can add, edit, and delete specific line items in FDM when
necessary. Reviewers and or Filers can add comments to specific line
items within a financial disclosure report.

#

U ¥, i LI ., = -

u\

4 /}. Y
Resources g 1A e aa 0

Admin | Management Reports

Under Review - Paige Turner, 2007 Incumbent SF 278 Report

O & O O O o O
v

Getting Started |

v v v v v v

Other Income || Tranzactions || Gifts, etc || Liabilities || Agreements || Pasitions || Wrap Up I

Assets

Common Questions

Instructions: For you, your spousze, and dependert children, report each asset held for investment or the production of income which had & fair
market value exceeding 1,000 st the close of the reporting period, or which generated more than $200 in income during the reporting period, together
with such income. Report personal savings andfor checking accounts in & single financial institution if they total more than $5,000 (hote: Thisiz a| (¢ Do 1 have to report my
ditferent requirement than for the OGE 4507,

¢ What are examples of
reportable azsets?

personal savings or
checking accounts?

Reporting Period: Consult the ethics counselor for specific period covered. ¢ B 1 fecd @ Epa e

Type of Type of Asset loan that I have made

q.# & Asset Name Asset Owner Asset Yalue OIS TS to another person [or

- a loan that my spouse
Edit Azset ot dependent child has

1 Beach Rental, Mantao, |Real Joint $250,001- Rent or $5,001- Delete Asset rnade tf—; another
MC, USA Estate $500,000 Royalties $15,000  |[Add Underlying Asset person)?
Add Comment ¢ Do I report my

spouses' assets if we
are separated?

Continue » ¢ What is my Filing

Drate?

Add Asset

&«

GCountry Code
Reference

<+

Glassary

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMEC

& Notice, that FDM
provides instructions

for each section of the

report at the top of each
Report Data page.

Filing a OGE 278

The process for entering report data is the same no matter what
type of information you need to report. For example, on the Assets
page, you can add another asset, revise or delete an existing asset or
add a comment by following the steps listed below. When complete,
click Continue.

Field

Edit Asset

Description

Click Edit Asset to make any changes to an existing
asset.

Delete Asset Click Delete Asset if you wish to remove an asset

from your report.

Add Underlying Asset | Click Add Underlying Asset to identify assets

beneath the existing asset is a parent asset.

Add Comment Click Add Comment to add comments to specific line

items.
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Assets

FDM includes information about the reporting period tailored to a
Filer’s report type, e.g., New Entrant or Annual.

For New Entrant Filers, the Assets and Investment Income section
should include all interests and income items received and accrued
during the period between January 1 of the preceding calendar year
and ending on the date on which the report is filed.

ADDING AN ASSET

1. Click the Assets section. The Assets and Investment Income page
is displayed.

2. Select Yes to indicate you do have reportable assets and/or
income and then click Continue. The Add Asset and Investment
Income page is displayed.
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i i L] L2 WfJRYLYL" o

My Info | Review Filers | Admin | Resources

Report Data
Draft - Mac X, Verd, 2007 Incumbent SF 278 Report
Getting Started I | Cther Incorme || Tranzactions || Gifts, etc || Liahilities || Agreerments || Posit
Add Asset

Instructions: Enter & name for the asset, for example, the company name for & stock or bond, Optionally, vwou can choose the owwner, Then choose * ::

the type of asset, including providing any indicated addtionsl information (e.g., Publicly traded for a Stock, Bond, Option, or Security). Provide the
Iocation. Select the appropriste Asset Yalue. For Assets that also provide income, choose the type(s) of income (more than one is permitted) and [* W
zelect the appropriste Income Amourt. If this asset is an undetlying azset to ancther asset, check the appropriste box and select the parert azset. th
+ Sh
Reporting Period: Calendar ¥ear 2006. ac
(=13
= . i
Asset Name: Asset Owner: (optional) In
Beach Rental [ self 4] Joint O Spouse [ Dependent Child oW
Tr
Asset Type: Asset Income Information: .
Tr
) Checking, Savings, or Money Market Account O Mo Reportable Income (er less than $201) .
(O stock, Bond, Option, or Security ® Investment Income &
0y
(%) Real Estate [ pividends uri
O Mutual Fund, Investment Fund, or Poal [ capital Gains * He
ur
DExcepted Inwestrent Fund [ Interest .
trz
O Trust (i ddryyyy) Rert or Royalties sre
(0 Excepted - Creation Date: I i amount: | $15.001-$50,000 = .
O qualified au
O Net Excepted or Qualified O other Investment Income * He
m
) Retirement Plan or Account (e.g., 401(k), IRAY fﬂr
8]
) Pension Plan (Emplayer Hamel . Dt
If asset value is not known, indicate Terms & Armount; (4
+ Hc
) Es
O other, Partnership, LLC, or S Corp Tr
Describe: + He
ar
Asset Yalue: Underlying Asset: tu
L . + Hi
$250.00-$500,000 ¥ [] This is an underlying asset. -
Asset Location: . ::
City! Mantea State: | MC ¥ | Country: 1154 b o In
In
* The "Over $£1,000,000" category applies only if the assetfincome is solely that of the filer's spouse or ar
dependent children. If the assetfincome is either that of the filer or jointly held by the filer with the spouse in
or dependent children, select the other higher cateqories of value, as appropriate. oW
(f
[ Save l [ Cancel J * He
in

3. Enter the asset information and when complete, click Save. The

Assets page is displayed with you new entry.
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& New Entrant OGE 278
filers are not required
to enter corresponding
transactions to their
assets. The Transactions
tab does not display for
New Entrant filers.

Field

Description

Asset Name:

Enter the appropriate asset name. For example,
type the name of a company, financial institution,
educational institution, or non-profit entity. Ifitis a
mutual fund, you must include the full name of the
investment.

Asset Type

Select the appropriate asset type and provide any
additional information where necessary.

Asset Value

Select the dollar value of the asset.

Asset Location

Enter the location, city and state, of the asset.

Asset Owner

Select the person(s) responsible for owning the asset.

Asset Income
Information

Select the type(s) of income and income amount.

Underlying Asset

Select if the asset is part of a pool of assets or
portfolio e.g., assets within a mutual fund. Include
any underlying assets that you would be required to
report if held individually rather than as part of a plan.

Automatic Transactions Entered for
OGE 278 Reports

IIUWS 1118 ] {18 101 H

) | Abdgte vl of el e et covegondng s et et s e e Dot
\/ (eate aphase ansacion or i et kO o ves, Canee Frm,

When working with an OGE 278, a message displays asking if you
wish to create a purchase transaction for this asset.

a. Click OK, if you wish to have a corresponding
transaction added to your report.

b. Otherwise, click Cancel and then Save to continue.



Financial Disclosure Management

& Remember, you must

click

through all sections

of the OGE 278 being

sure

to select No if

you do not have any
information to disclose
for that section.

& Do report your spouse’s

Reports List

Non-Investment Income

For OGE 278 filers, report any earned and other non-investment
income exceeding $200 for yourself and exceeding $1,000 for your
spouse. Examples of earned and non-investment income are salary,
director’s fees, pension annuity, etc.

ADDING OTHER INCOME

1. Click the Other Income section. The Other Income page is

displayed.

2. Select Yes to indicate you do have earned income other than U.S.
Government salary or retirement benefits and then click
Continue. The Add Other Earned or Non-Investment Income

page is displayed.

Resources

EErD

45 <4 QM SRS
TNl %

Report Data | Attachments Comments Flags Audit Trail View/Print Rewview Status

&

Draft - L . Hamilton__24, 2009 Incumbent SF 278 Report

& &

Getting started | [ Ass=ts | EIOIBUI TGt [ Trans=ctions | [ Gifts, =tc | [ Liabilities | [ Agreements | [ Positions
Add Other Earned or Non-Investment Income
COMIm
- ¢ What are
Instructions: Enter the name and address of the source of income. Then choose the recipient and type of income, including e

prowviding a date for Honoraria. If you hawve a type of income that is not listed, choose "0Other” and provide a description of that =i =
income. Finally, fill in the actual amount of the income (except for non-Henoraria Spousal income, which need not be reported).

< Do I have

honorariy

Reporting Period: Calendar Year 20038. a charityd
¢ What is
Source of Income: Type of Other Income: Date?
@ salary (other than Federal Government) <> \J‘J:at are
MName: |ABC Partners | ) Fees other inc
- @ I hawve an
) Commissions gy
) Income from personal services Szr.tr”xerj:.
) Pension Plan Payments (other than Federal Government) partnersH
= o - - underhyin
Recipient: (optional) ) Honoraria
. ¢ I held an
Crate of Service: | |f | |r" | | (Ex: mmSddiyyyy) limited p
[ self [Flspouse o | how do I
Other How do 1
distributi

Amount of Other Income:

receivad 7|

¢ Glossary

s e 2300

[ Save ]

[ Cancel J

Filing a OGE 278

3. Enter the Other income information and when complete, click
Save. The Other Income page is displayed with you new entry.

Field

Description

Source of Income:

Enter the name of Employer or Business, which is the
source of fees, commissions, or honoraria. Include the
city, state and country. Also, indicate if it is a publicly
traded source.

Owner/Recipient

Select Self or Spouse

Type of Non-
Investment Income

Select the appropriate income type.

Amount of Other
Income

Enter a dollar value.
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& Remember, you must

Transactions

Incumbent and Termination OGE 278 filers report transactions.
Information in this report section relates to the Filer, spouse and
dependent children. The Transactions section should include
any purchase, sale or exchange of property (other than personal
residence), stocks, bonds, commodity futures, excepted investment
fund shares and other securities during the preceding year.
Transactions reported are those with a market value over $1,000 at the
close of the reporting period.

click through all sections

of the OGE 278 being
sure to select No if

ADDING TRANSACTIONS

you do not have any

information to disclose 1.
for that section.

Filing a OGE 278

Click the Transaction section. The Transactions page is
displayed.

2. Select Yes to indicate you do have transactions to report and then
click Continue. The Add Transaction page is displayed.

3. Enter the transaction information and when complete, click Save.
The Transaction page is displayed with your new entry.

e vl

Resources

Review Reports

Report Data

Management Report Log Dut

Under Review - Paige Turner, 2007 Incumbent SF 278 Report

Getting Started | [ Assets ||

Tra =t

Other Income | | sifts, etc_ | [ Liabilities |[ agreements | [ Positions | [ wrap up |

Add Transation

Instructions: Enter a name for the Asset, e.g., the company name for a stock or bond. Then choose the owner and type of

asset, including providing a City and State far a business partnership, joint venture or rental property. If you have a type of||® Whatis an exchange?
asset that is not listed, choose "Other" and provide a description of the kind of asset. Finally, fill in the date, type (purchase, ||¢ How do I report an
sale or exchange) and number of transactions (single/multiple), select an amount for the transaction. Lastly, on sales exchange?
transactions, indicate whether an item was sold pursuant to a cerificate of divestiture issued by the Office of Government||¢ How do I show
Ethics rmultiple transactions

concerning the sarme
asset during the
reporting period?

Reporting Period: Consult the ethics counselor for specific period covered.

@ Wwhat if my transaction
Asset Name: Asset Owner: {optional) ;rnuunt is less than
10017
| M self M loint T Spouse [T Dependent Child
< when do I need to

provide the City,
State, and/or

Transaction Information:

Type of Asset: Country?
¢ Checking, Savings, or Money Market fccount Type: ¢ what is an Excepted
¢ Exchange %E;f:)s_)tment Fund
o b
Stock, Bond, Option, or Security Exchanged Assets (65 Character Max) heie —_
e < What is a Qualifie
FReal Estate [=| B
© Mutual Fund, Investment Fund, or Poaol J ¢ How do I report a
[T Exrcepted Investment Fund transaction related to

© Purchase a "529" or similar

© Trust C Sale prepaid tuition plan?
" Excepted ¢ How do I report
) ) transactions for
" Qualified Mumber of Transactions: pooled investment
" Mot Qualified or Ercepted & Single wvehicles?
 Retirement Plan or Account (e.g., 4017k}, IRA) Date: s s @ Copiy Seds
f Ext mmAdd )
© Pension FPlan (Employer Mame ¢
( oy b © Multiple ¢+ Glossary
T Other, Partnership, LLC, or S Corp
Describe: | Aggregate Amount: |—SELECT7 j

Certificate of Divestiture: [

Asset Location:
City: |

State: -SELECT-j Country: |USA hd

[ Save ] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC
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Field

Description

Asset Name:

Enter the appropriate asset name. For example,
type the name of a company, financial institution,
educational institution, or non-profit entity. Ifitis a
mutual fund, you must include the full name of the
investment.

Type of Asset

Select the appropriate asset type and provide any
additional information where necessary.

Asset Location

Enter the location, city and state, of the asset.

Asset Owner

The person(s) who owns the asset.

Transaction
Information:

¢+ Type - Select Exchange, Purchase or Sale. You
must include a brief description if you choose
Exchange.

+ Number of Transactions - Select if it is a single
or multiple transactions. Include the transaction
date for a single transaction.

+ Aggregate Amount - Select a monetary range for
the purchase, sale or exchange.

+ Certificate of Divestiture - You must also indicate
whether an item was sold pursuant to a certificate
of divestiture issued by the Office of Government
Ethics under 5 CFR Part 2634, Subpart J, to permit
delayed recognition of capital gain.
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& Gifts, Reimbursements
and Travel Expenses
do not apply to new
entrants and special
Government employees
(SGEs).

Any gifts or travel
reimbursements you
entered on a previous
report do not carry
forward because they
are only related to

a specific reporting
period.

Report Data

Gifts, Reimbursements and
Travel Expenses

Incumbent and Termination OGE 278 Filers add Gifts,
Reimbursements and Travel Expenses. Information in this report
section relates to the Filer, spouse and dependent children. The Gifts
section should include gifts, in-kind travel expenses and travel related
reimbursements aggregating to more than $305 from any one source
other than the U.S. Government during the preceding year.

ApDING GIFTS, ETC.

1. C(lick the Gifts, etc section. The Gifts, Reimbursements and
Travel Expenses page is displayed.
2. Select Yes to indicate you do have Gifts to report and then click

Continue. The Add Gifts, Reimbursements and Travel Expenses
page is displayed.

Log Out

Under Review - Paige Turner, 2007 Incumbent SF 278 Report

. .

. .

Gifts

Getting Started | [ Assets |[ Otherincome ][ Transactions |

[ Liakilities |[ Agreements |[ Paositions | [ Wwrap up |

Add Gifts, Reimbursements, or Travel Expenses

Instructions: For Donor, enter the name of the person or organization that provided the gift and the City and State in which
they are located. Indicate the recipient, the type of git and provide a brief description of the gift (See common questions for
some guidance on the information that should be in the description for the different types of gifts). Finally, provide the amount of
the gift (in dollars).

Reporting Period: Consult the ethics counselor for specific period covered.

Commaon

*

*

*

Donor: Recipient:{optional} Type: Efé?@t,e;ﬁgﬁrﬂn?
-
MName: |Amer|can History Museumn I Self i) [t ¢ How do I report ather
) ™ Joint e gifts?

City: [New ork State: |MY El - ¢ Reimbursement & Tomes o rparchie

Country: [USA - v Spouse expense giftds;: reirnlbursements,
™ Dependent Child ~ oth ; and travel expenses.

er gift

+

How do I repart a gift
of travel?

Haow do I repart a
reimbursement?

Haow do I repart gifts
frorm naon-profit
organizations

Country Code

Brief Description: (max nurnber of characters is 215) Reference
i i ife' ¢ Glossary
Tickets to Spring event from my wife's comparny =l value: tin Dollars) $ 5501
[ Save ] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

3. Enter the gift information and when complete, click Save. The
Gifts, Reimbursements and Travel Expenses page is displayed

with your new entry.

Filing a OGE 278
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Field Description
Donor/Name Enter the donor’s name and location (city, state and
country.)
Recipient Select the appropriate recipient.
Type Select the type of gift: In Kind Travel Expense,
Reimbursement Expense, and Other Gift.
Value Enter the value of the gift(s).

Brief Description

Include a brief description and the date of receipt. For
example, Event(s) tickets for seats owned by Amer.
History Museum 2/01/06 - 03/31/06.
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Liabilities

For you, your spouse or dependent children, report any liability
over $10,000 owed to any one creditor at any time during the
reporting period. Examples to include are student loans, mortgages

& Remember, you must on a rental property, business loans, and revolving charge accounts

click through all sections  exceeding $10,000.
of the OGE 278 being
sure to select No if

you do not have any ADDING LIABILITIES

information to disclose

for that section. 1. Click the Liabilities section. The Liabilities page is displayed.

2. Select Yes to indicate you do have liabilities to report and then
click Continue. The Add Liability page is displayed.

g 3 v - . adqQe o ;‘}E = B =5 \\
'/&1 T = e >
S i NN I Wi % TS =1
My Info | Review Reports | Admin | Management Reports | Resources B

formula, if not a fixed rate). Finally, select the range for the amount owed on the liability during the reporting period.

Reporting Period: Consult the ethics counselor for specific period covered.

Creditor: Owner: (optional)

Marne: |Bank of MC

City: [Raleigh M gelf Wicint I Spouse I Dependent Child

State: |NC ~ Country: |USA =~

Type of Liability: Liability Information:

i i ear Incurred:
T Credit Card/Revolving Charge Aaccount
c Loan 2002 Cryyy)

& Mortgage (not principal residence unless rented) Interest Rate:

Property Location: & Annual Percentage Rate |6.5 M.y 36
City: [Manteo  Formula
State: |NC =2 Country: |USA = Term:
30
 other | (#%rs. or Phrase, e.9: On Dermand)
Highest Amount OQwed During Reporting Period:
| $15,001-%50 000 |

Repaortable Amount values are:

[ Save ] [ Cancel J

Ve og O
Report Data
Under Review - Paige Turner, 2007 Incumbent SF 278 Report
Getting started | [ assets |[ oOther income | [ Transactions | [ Gifts, etc | INEETEHRSEEM| | coreements | [ Positions | [ wrap up |
Add Liability
Instructions: Enter the creditor's narme. Then pick the liability type, including providing any indicated additional information
(e.g., the location for mortgaged rental property). Provide the date the liability was incurred, it's annual interest rate (or a ¢ What are examples of

liahilities?

¢ What are examples of
non-repartable
liabilities?

¢ Do I have to report
my home mortgage?

¢ Do I have to provide
the exact address of
the creditor?

¢ Do I have to report
credit card
debt/revaolving charge
accounts?

¢ What is my Filing
Date?

© How do I report a
variable interest rate?

< Are margin accounts
reportable?

¢ what amount do I
report on a liability?

+ Country Code
Reference

< Glossary

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

3. Enter the liability information and when complete, click Save.
The Liabilities page is displayed with you new entry.

Field Description

Creditor Enter the creditor’s (person to whom the debt is owed)
name and location (city, state and country.)

include the location of the property.

Type of Liability | Select the type of liability. If you select mortgage, you must

Owner Select the person who is responsible fore the liability.
Liability Include the year incurred, interest rate, duration and highest
Information amount owed during the reporting period.

Filing a OGE 278
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Agreements

Filers must describe for themselves any agreements or
arrangements held at the end of the reporting period. Describe all
agreements or arrangements concerning future employment, leaves of
absence, severance payments, continuing payments from a former
employer, or continuing participation in employee pension, welfare,
or benefit plans except those with the U.S. Government

& Filers need not report
information concerning
agreements or
arrangements entered
into by their spouse or

dependent children

Note:  Such assets must also be reported within the assets section of your disclosure report.

ADDING AGREEMENTS

1. Click the Agreements section. The Agreements and
Arrangements page is displayed.
2. Select Yes to indicate you do have agreements and/or

arrangements to report and then click Continue. The Add
Agreement or Arrangement page is displayed.

My Info | Review Reports
Report Data

Under Review - Paige Turner, 2007 Incumbent SF 278 Report

Cther Income || Transactions || Gifts, etc || Liahilities |
Add Agreement or Arrangement

Log Dut

Getting Started || Assets || | Positions || Wirap Up |

Agreaments

Instructions: |dentify the Organization with which you have made the agreement, including its location (City and State).
<

what inforrmation do 1

Provide the date of the agreement and choose the type of agreement. Finally, describe its status and terms with appropriate
specificity. If applicable, provide the Mame and Title of the official, corporate officer or principal person responsible for carrying
out the terms of the agreement or arrangement. See the examples for some illustrations. Mo report is required regarding any
agreement or arrangement entered into by a spouse or dependent child.

Reporting Period: Consult the ethics counselor for specific period covered.

Other Party:

arganization Name: |J Jones and Company

Type of Agreement:

¢ Continuing participation in Employee Benefit
Flan {other than US government)

¢ Continuation of payments by former employer

" Leave of absence during government service
" Future Employment Agreement

T Gther |

01 /12006 (s yyy )

Agreement Date:

Status and Terms of the Agreement or Arrangement:
{Example: Pursuant to partnership agreerment, will receive lump sum payment of capital account & partnership share
calculated on service performed through 1/00.)

Receiving severance compensation|

[ Save ] [CancelJ

need to provide for
status and terms of
the agreement or
arrangerment?

Wwhat other
agreements are
reportable?

What is my Filing
Date?

Country Code
Reference

ity: Mew York
city | {other than US government) ¢ Glossary
State: MY - f* Severance
" Stock Qption
Country: Usa -

3. Enter the agreement information and when complete, click Save.
The Agreements and Arrangements page is displayed with your

new entry.

Filing a OGE 278
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Field Description
Other Party Enter the organization or entity’s name, location (city,
state and country) and the agreement date.
Type of Agreement Select the agreement type.
Status and Terms Describe the basic elements of the agreement or

arrangement, such as terms of employment, effective
dates, etc. Include the name and title of the official,
corporate officer, or principal person responsible

for carrying out the terms of the agreement or
arrangement.
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& Positions with a Outside POSitionS

religious, social,

Erat_emal’ or p(?l%tical List positions you hold outside the government, whether or not
entity and positions

of a solely honorary you are compensated. Report positions held in any for-profit or

nature do not have tobe ~ Non-profit organization at any time during the calendar year up to the

reported. date of filing. Be sure to include any partnership or trustee position.
Include both paid and unpaid positions.

ADDING POSITIONS

& If you receive more than

$200 in compensation, 1. Click the Positions section. The Positions Held Outside of US

you must report this Government page is displayed.

income within the

assets section of your 2. Select Yes to indicate you do hold any positions outside of the US
disclosure report. Government to report and then click Continue. The Add Outside

Position page is displayed.

ST AN B0
My Info | Review Reports Management Reports | Resources i ' Log Out
Report Data

Under Review - Paige Turner, 2007 Incumbent SF 278 Report

. o .

Getting Started | [ Assets |[ other Income | [ Transactions | [ Gifts, etc || Liabilities |[ agreements | EEchaest Wrap Up
Add Position Held Outside U.S. Government

Instructions: Enter the name and location (City and State) of the arganization far which you held a position. Then choose the
Title or other brief functional description of the position and the dates you held the position. Maote: If you currently hold the||[® Wh‘?"'f_ '5?‘3 reportable
position, under Dates Held: To, select Present instead of entering a date. (e E
¢ What is my Filing
Reporting Period: Consult the ethics counselor for specific period covered. Date?
< Country Code
Ref
Organization: Position Held: sterence
AR ¢ Glossary
Mame: [Holmdel Sanctuary Title:
~
City: [Holmdel SR i
" Director
State: M hd
. Employee
Country: |UsA hd C Officer
" General Partner
Ll ™ Proprietor
" Business Enterprise (Company, Corporation, =
Firtn, Partnership, etc. ) - Representative
" Educational Institution Trustee
® MNon-Profit Organization C Other|
© Trusts and Estates Date Held:
C other | From: [02 /{2005 (mmdyyyyd

To: & Date ! {mmeAyyyy)

* Present

[ Save ] [ Cancel J

3. Enter the position information and when complete, click Save.
The Positions Held Outside of U.S. Government page is displayed
with your new entry.
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Field

Description

Organization

Enter the organization or entity’s name, location (city,
state and country) and the type of organization.

Positions Held

Select the position’s title or nature of activity. If
selecting Other, include a functional description of the
position. Include the dates you held this position.

121



Financial Disclosure Management

Remember, you must

Compensation

Nominee and New entrant OGE 278 filers only add compensation.
You must disclose sources of compensation in excess of $5,000 and the
nature of the duties you provided. This includes not only the source
of your salary or other fees, but the disclosure of clients for whom
you personally provided $5,000 or more in services even though the
clients” payments were made to your employer, firm or other business
affiliation.

click through all sections

of the OGE 450 being
sure to select No if

ADDING COMPENSATION

you do not have any

information to disclose 1. Click the Compensation section. The Compensation in Excess of
for that section. $5,000 Paid by One Source page is displayed.
2. Select Yes to indicate you have compensation in excess of $5,000
to report and then click Continue. The Add in Excess of $5,000
Paid by One Source page is displayed.
3. Enter the position information and when complete, click Save.

The Positions Held Outside of US Government page is displayed
with your new entry.

My Info | Review Reports Management Reports | Resources !

Report
Data

Log Out

Draft - Paige Turner, 2008 New Entrant (01/01/2008) SF 278 Report

& &

Getting Started | [ assets |[ Otherincome || LUabilities || agreements ][ Positions |

Wrap Up

Compensation

Add Compensation in Excess of $5,000 Paid by One Source

Common

Instructions: Enter the Marne, City, and State of your source of cormpensation (employer, firrm or other business affiliation)

in excess of $5 000 during any one year of the reporting petiod. If you personally provided more than $5,000 in services to a| | How do T report

client or customer of your source of compensation, enter the Name, City, and State of the client or customer. Enter the title zgl:nr;:isoaftion -
ar ather brief functional description of the serices rendered. $50007

How do I report
compensation from

Reporting Period: From 01/01 /2006 through your filing date.

one source with
. . e . multiple clients?
Source or Client Name: Brief Description of Duties:

Do I need to report

I Bona Fide Confidential Client informatian
Relationship Provided legal services to this client considered

H confidential?
Mame: |Whitman and Yhitman % When should I check

the "Bona Fide

City: |Red Bank Confidential

Relationship" box?
State: M h “ % what is my filing
Country: |USa - i

@ Country Code
Reference

@ Glossary

Save ] [ Cancel J

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

Filing a OGE 278
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Field Description
Source or Client Enter the entity’s name or source of the compensation.
Name
Brief Description of Enter a brief functional description of the services
Duties rendered.
Bona Fide Consult your ethics advisor. In rare circumstances, a
Confidential filer need not disclose a confidential relationship.
Relationship

Filing a OGE 278 123
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& OGE 278 Filers can eS i g n

submit financial
disclosure reports with

FDM automatically reviews your report and alerts you to any
yellow flags. A yellow

incomplete or missing prior to your submission through report flags.

flag indicates that . o
information is missing Review your report flags and correct any errors before submitting
but is not required in your report. OGE 278 Filers can submit the report with errors if you
order to submit your must meet a deadline.
report.
Report Ready for Submission - Red Flags
FDM automatically flags missing or incomplete information that
requires further action by the Filer or a reviewer. Flags should be
resolved before eSigning a report. Consult your legal advisor for
assistance. Yellow flags are cautionary items drawing attention to
Filers and reviewers to take a loser look.
T 2, i
[ Q)
o el RN “{\%’
Sy BoYs
My Info | Resources i, KM@; 4 : ng O
Reports List
Report Data || Attachments || Comments || Flags || Audit Trail ” View/Print || Review Statu5|
Draft - HR 278Filer8, 2011 Incumbent OGE 278 Repo
Getting Started || Assats || Other Income || Transactions || Gifts, etc || Liabilities || Agreements || Positions I aSign

Report Ready for Submission

¢ Timely filing avoids a mandatory $200 late filing penalty. iLlEEErT R
4+ How do I review the

The following issues have been detected in your report: red figss

4 Glossary
Red Flags - Your report has 10 Red Flaa(s). You should correct flagged
entries before submitting your report. Questions - contact your legal
advisor.

) Submit Now with Red Flags
) Review my Flags

1. Select Review My Flags and click Continue to review your
report flags and correct any errors before submitting your report.
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REVIEWING FLAGS

The Flags page displays any of the Red or Yellow flags for your
report.

2

(= -

- I";
FECs
15 g

i L -
7 AN\ D
My Info | Review Filers Admin | Resources " [} /s ‘-_?. oA - —

Flags
Under Review - Training X. 450_28, 2007 New Entrant OGE 450 Report
Red Flags + What are flags?

+ Glossary

Outside Positions

- - Type of - Mo Longer
Organization Organization Position Held
Shore Seagrass Preservation Society, MHon-Profit Trustee Edit
Manteo, MC, LISA Organization Delete

# It is required to specfy if the outside position is still being held.

Yellow Flags

Contact Information
< The address line 1 of the home address was not provided. Go
1o Home
Address
% The city of the home address was not provided. Go
1o Home
Address
< The country of home address was not provided, Zo
to Home
Address
Field Description
Red Flags A red flag indicates required information is missing
and that it should be provided before the report is
submitted.
Yellow Flags A yellow flag indicates that information is missing but
is not required in order to submit your report.

& Click Flags at any time 1. Click Edit beside any flagged area to adjust that entry.

to review a listing of ) . .
your Red and Yellow 2. When complete, click eSign. The Report Ready for Submission

flags. page is displayed.
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Report Ready for Submission

1 q ’ U ’ q Q¢ .
My Info | Review Filers | Admin | Resources —
Report Data

Draft - Dillon X. Lambino, 2007 New Entrant {(09/07/2007) SF 278 Report

b b v b w v

-4

o
v

Getting Started ” Azsets ” Cther Income ” Liabilities || Agreements ” Poszitions ” Compensation Wrap Up

Report Ready for Submission .

# If I decide to review my
report ane last time,

¢ Congratulations, you have completed entry of your 2007 New Entrant report, ham &k 1 @it bedh s
¢ The next step is to submit the report to your Senior Legal Counsel and/or Supervisor to submit it?
far their review. ¢ Glossary

¢ Timely filing avoids a mandatary $200 late filing penalty.

O sSubmit Now
O submit Later

Continue »

Security and Privacy Notice | Help | Accessibility | Developed by: C-E LCMC

3. On the Report Ready for Submission page, select Submit Now or
Submit Later and then click Continue.

Field Description
Submit Now Select Submit Now to eSign your report and
submit for review to your Senior Legal Counsel and
Supervisor.
Submit Later Select Submit Later to save your report in FDM if you
cannot complete your report at this time.
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@ Only the Filer can Filer Assistant - eSign
submit a financial
disclosure report in If a Filer Assistant has prepared the financial disclosure report on
FDM. behalf of a Filer, the Report is Ready for Submission page is displayed

during eSign directing the Filer Assistant to inform the Filer that the
report is ready to be submitted.

Financiai Visciosure Management

My Reports Resources 3 sy Log Out

Draft - Paige Turner, 2008 New Entrant (01 /01/2008) SF 278 Report

& &

Getting Started | [ Assets [ OtherIncome || Labilities || agreements [ Positions ][ Compensation ][ wrapup ]
Report Ready for Submission

¢ Congratulations, you have completed entry of your 2008 New Entrant report. ¢ If1 decid: to r?\fiiw
¢ The next step is to submit the report to the Filer's Senior Legal Counsel and/or Supervisor for {i“;;eﬁﬁw do ;est

their review, back here to submit
it?

¢ Timely filing avoids a mandatory $200 late filing penalty. ¢ Glossary

Submission may only be done by the filer, Please inform Turner, Paige that the report may be
submitted by logging in and navigating to the "wWrap Up" section of the report.

Your feedback is critical to the continued success of this application.
Flease take a few moments to complete a short survey.

# Take the survey

Security and Privacy Maotice | Help | Accessibility | Developed by: CECOM LCMC
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Compare a Prepopulated Report

In FDM, you can easily compare changes/differences between
a prior report and the current report. The Compare feature is only
available if the Filer pre-populated from a previous report.

CoMmPARING RePORTS IN FDM

1. Click Compare. The Disclosure Report Comparison page is
displayed .
. My Info | | Admin | Hesources | Management Reports —
Compare
Complete - Cherri X. Lolar, 2008 Incumbent SF 278 Report
Disclosure Report Comparison
%Pﬁnb&r-ﬁiendl
Compare-to Report Complete 2007 Incurmbent
Comparison Date March 03, 2008 14:46:27
Change Summary
Changed T@ Added @ Deleted ® Unchanged @
Aszets 2 1 2 2
Income a 1 1 1
Liahilities u] 1 u] o
Agreements u] a u] 1
Positions u] 1 u] 1
Current to Previous Disclosure Totals
Current Disclosure Previous Disclosure
Report Report
Transactions a 2
Gifts a 1
Compensations * *
* pot reported
Legend
\{9’ B strkee—threngl = Change ® B = Delete @ 8 blue text= Added
(E7 Caution - LUnchanged
Assets
Instructions: For you, your spouse, and dependent children, report each asset held for investment or the production of income which had a fair
market value excesding $1,000 st the close of the reporting period, or which genersted more than $200 in income during the reporting period, together
wyith such income. Report personal savings andfor checking accounts in a single financial institution it they total more than $5,000 (Kote: This iz a
different requirement than for the OGE 450,
Compare Type of | Amount of
Result Seq.# Asset Name Type of Asset | Owner Yalue T EAGE TYEmE
Checking, Savings, : :
A 1 Bank of Delaware or Morey Market Spouse ﬁ%%%’%%% Interest ig’ggé
AcCcount ! !
[
2. Review the report changes.
3. Click Report Data and then eSign to eSign your report.
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SUBMITTING AN OGE 575 REPORT

eSigning Report

Before eSigning your report, review the certification information
regarding the DoD Joint Ethics Regulation requirement to acknowledge
the annual post-employment certification and notification about post-
Government Employment restrictions. OGE 278 Filers must select a
reviewer for their report as well.

FFinanciai i¥isciosuare Management

Reports List

Resources

Report Data Attachments Comments Flags Auadit Trail Wiew / Print Rewview Status

Under Rewview - Holly X. Daye, 2009 Incumbent SF 278 Report

Getting Started | [ Assets | [ Other tncome ][ Transactions | [ Gifts. etc | [ Liabilities | [ Agreaments | [ Pos]

View this report < wWh
Pos

Cer

Step 1: By eSigning... Mot
< Is t

I hereby certify that the report data I have entered and all files I hawve ==
attached are true, complete, and correct to the best of my knowlaedge. o)

Cer

I certify thiat T am aware of the aAnnual Post-Emplovment Certification and Moti
Motification to Senior Officials on Post-Gowvernment Emplovment Restrictions o Glo

eSign Report

under 18 UsSC § 207, and that T have not knowingly vialated those restrictions
that apply to Federal personnel while they are in Federal service.

In accordance with the Digital Signature Act of 1999, I recognize that my
eSignature (Electronic or Digital Signature) shall be given the same legal status
as a signature made with a pen. I further recognize that the eSignature may
not be denied legal effect, validity, or enforceability solely because it is in
electronic form. I here by consent to the use of eSignature.

I understand that my eSignature is applied to the information that I have
provided and not the presentation formatting of the information on the screen
or printed page.

Step 2: Submit my report to... Step 3: eSign your report
[[1 Gladys ® Frydey (Senior Legal Counsel) View this report
] Training = 278_4 (Superwvisor)
Field Description
Step 1 Certify Review the certification passage
Step 2 Submit My Select the reviewer(s) who will review your report.
& Once you have eSigned Report To
your report, FDM sends View This Report Click this link to view and print your financial
an e-mail message to . . .
. disclosure report prior to submission.
your selected reviewers
indicating that your eSign Click eSign to submit your report.

report is awaiting their
review.

Filing a OGE 278
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Submit Confirmed

Once you have eSigned your financial disclosure report in FDM, a
page displays confirming the submission of your report.

You are encouraged to Provide Feedback on the Submit
Confirmed screen.

Finuncial Disciusure Management

My Info | Resources

Reports List

Report Data ” Attachments ” Comments ” Flags H Audit Trail H View/Print || Review Status|

Under Review - OGC 278Filer1, 2010 Incumbent SF 278 Report

o o Y 'y o
¥ v

v v v v v v

Getting Started || Assets Il Other Income Il Transactions Il Gifts, etc || Liabilities Il Agreements || Positions | Wrap Up

Submit Confirmed

Your 2010 Incumbent Report was submitted on 07/21/2010 . ¢ Glossary
We welcome yvour feedback to improve our FDM.

»# Provide Feedback

1. Select the Provide Feedback link to provide feedback regarding
your experience with using FDM.
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Amend a Report in FDM

Amending an OGE 278 report in FDM voids your last digital
signature on the report. You must digitally sign the report again once
your amendments are complete.

FDM notifies any reviewer who eSigned your report before you
amended that you did amend so they may again review the report

As with drafting or editing your OGE 278 report, you must go to
eSign to complete the amendment process. During eSign, you must
Re-certify your changes and re-sign your report.

Filing an Amended
OGE 278

¢ The Filer logs in to FDM and verifies their profile and review
chain.

¢ TFiler selects a submitted financial disclosure report to amend.
¢ Filer updates the financial disclosure report.

¢ Filer reviews the report flags, comments and corrects any
errors.

¢ Filer selects the reviewers who will review the report. (OGE
278 only)

¢ Filer eSigns and submits the OGE 278 for review.

Note: An e-mail notification is sent to the selected reviewers indicating that they can begin
their review process
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AMENDING AN OGE ;75 REPORT

| NS
wix
My Info | Resources " Py, P, g -

Reports List
Welcome L X, Knox_25

Common Questions

b pnnual Incumbent SF 278 Reports are due 15 May. * What is the Annual

T . Post-Empl t
¥ Annual Post-Employment Certification is completed concurrent with SF 278 eartifioation amd
submission onling, Motification?

# Iz there a "cormbat

¢ To start a new SF 278 report click "Add New Report", zone Iextens;_lon“ far |
. cormnpleting the Annua

¢ To waork on an existing report select a report from the table below. post?Empﬂyment

Certification and

My SF 278 Reports Matification?

+ Glossary
=3| add New Report @

Year | Reporting Status | Review Status | Last Updated

2007 Incurnbent Under Review O4/19f2007 lm
2008 Mesw Entrant Draft 04/10f2007 nzdei:e

2006 Mew Entrant Draft D4/18/2007 ns;jei:e

1. On the Reports List Page, click Amend beside the appropriate
OGE 278 report. Make the appropriate additions/corrections.

2. When complete, click eSign. The Report Ready for Submission
page is displayed.

3. Submit and eSign your report.
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Filing a OGE 278

Supplemental Report Comments
and Attachments

Occasionally, a filer or reviewer discovers additional information
that should be stored with the report for future reference after the
report review is complete. In FDM, Filers and their assistants can add
this supplemental information through report comments and report
attachments. Adding supplemental information to a completed
report does not remove any of the report signatures or change the
report’s status in FDM.

Important Information

¢ Report Data cannot be changed or updated once a report is
completed in FDM.

¢ Only the person who attached or added the supplemental item
can replace/edit or delete it.

¢ Supplemental items are not part of the “report of record” and
therefore do not print on the OGE 278 report.
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ADDING SUPPLEMENTAL
INFORMATION

Financial visciosdare Ianagement

My Info | Resources

Reports List

Welcome Holly X. Daye

< [N

¥ Annual Incumbent SF 278 Reports are due 15 May.
¥ Annual Post-Employment Certification is completed concurrent with SF 278 submission

online.

¢

4 To start a new SF 278 report click "Add New Report”™,

4 To work on an existing report select a report from the table below.

My SF 278 Reports
4
=3| Add New Report
Year Reporting Status Review Status Last Updated

Incurmbent Complete

_ Amended 07/07/2009 07/13/2009

L]
—
]

1. On the Reports List Page, click View beside the appropriate OGE
278 report.
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At this point, you can add either additional report comments or
attachment that provides additional information, a clarification, or a
correction to your completed report.

Supplemental Report Comments

2. C(lick the Comments sub-tab. The Comments page is displayed.

' :’N 23 “’w i &
g a PSP
i 1
My Info | Resources i2 T 57
Reports List
Report Data Attachments | Comments| Flags Audit Trail View/Print Review Status
Complete - Holly X. Daye, 2009 Incumbent SF 278 Report
Comments & 'E“E
Et
(listad in reverse chronological arder) oW
Author Author Date EinmnEl| UhE Category Comment Text Le
Role On Item
& W
Baum, Adam X. Reviewer |07/13/2009| Report Supplernental | Filer alerted me that she had c
received a previously unreported
gift, @ leather briefcase, valued at C L"‘
$350.00 from Jan Smith. She o
confirmed that she has no official =
duties that involve Jan Smith. I it
determed that her acceptance did o
not create a conflict of interest. R
Bago, Winnie X. Reviewer | 06/24/2009| Report Changed Supervisor to Don's & G
Supervisars Training 278_4
[ Add Report Comment ]
3. Click Add Report Comment. The Add Comment page is
& Report comments )
cannot be deleted. dlsplayed.
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Y.
Reports List

Report Data Attachments | Comments| Flags Audit Trail View/Print Rewview Status

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report
Add Comment

Comment on Report (Limit S00 characters)

Date: 07/15/2009 Author: Holly X. Daye

| forgot to report that | received a leather briefcaze valued at 2500 from my friend
Jan Smith |

(405 Characters Remaining of 500)

Save ] [ Cancel J

4. Type your comment and then click Save. The Comments page is
displayed.

L] L " L SRR -, e -
J P

F N
& f 2 15
Mx
My Info | Resources 7 Bl G

Report Data Attachments | Comments | Flags Audit Trail View/Print Review Status

Reports List

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report

Comments

{listed in reverse chronological order)

Author Comment | Line
Role Date on Item

Daye, Holly X. Filer |07/15/2009| Report Supplemental | I forgot to report that I
received a leather
briefcase valued at $500
from my friend Jan Smith.

Baum, Adarm X. Reviewer | 07/13/2009 Report Supplemental | Filer alerted me that she
had received a previoushy
unreported gift, a leather
briefcase, valued at
£350.00 from Jan Smmith.
She confirmed that she
has no official duties that
invohee Jan Smith. I
determed that her
acceptance did not
create a conflict of
interest.

Bago, Winnie X. Reviewer | 06/24/2009 Report Changed Supervisor to

Don's Supervisors
Training 278_4

Author Category Comment Text

[ Add Report Comment ]
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Supplemental Report Attachments

1. On the Reports List Page, click View beside the appropriate OGE
278 report.

2. Click the Attachments sub-tab. The Attachments page is
displayed.

Reports List
Report Data | Attachments| Comments Flags Audit Trail View/Print Review Status
Complete - Holly X. Daye, 2009 Incumbent SF 278 Report
Attachments
Date .
Attached Originator Type Name Category Notes
. FOM JOB
07/07/2009 Daye, Holy X.|Job Description DESCRIPTION. doc

Add Attachment

3. Click Add Attachment. The Add Attachment page is displayed.
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My Info Resources

Reports List

CERx

; :"0' AH‘ o TS
NV

i,

Report Data | Attachments Comments Flags Awudit Trail WView,/Print

Rewview Status

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report

Add Attachment

Instructions: Use this area to add attachments that should be viewable with the financial disclosure report. Check the approp
tvpe or use "Other and describe the attachment. For example: Ethics Counselor advisory on financial interests.

Date: o07/15/2009
Originator: Daye, Holly .

Type: 2 Job Description
) Extension Request
) Late Fee Waiver Request
) Late Fee Waiver Result
2 Certificate of Divestiture
) Ethics agreement
) Cautionary Motice Sample Template
2 Disqualification Sample Template
2 Memorandum for Record
@ Other | Future Employment Agreement
(Limit 250 charackars)
MNotes:

(optionsl)

|Future Employment Agreement Fller Holly Daye

(206 Characters Remaining of 250)

Click "Browse"” to select file then click "Upload™.

Filename: |

|[ Browse ... ]

[ Upload ] [

Cancel J

Filing a OGE 278

4. Select the Attachment Type and then type a brief description of

your file in the Notes field.

5. Click Browse to locate the file you wish to upload to your

financial disclosure report.

6. Once you have found the file, click Upload. The Attachments

page displays.
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Reports List

Report Data | Attachments| Comments Flags Audit Trail View/Print Review Status

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report

Attachments
ME:;: ed Originator Type Name Category Notes
Baurn, Adam |Other : Future Employment FDM JOB Future Employment Agreement
077132009 ™5 ™ | agreement DESCRIPTION.doc | >“PPMeNt3l cior Lol Daye
L FDM JOB
07/07/2009Daye, Holy X, [Job Description DESCRPTION.doc

Add Attachment
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&= Extension requests must Ext e n S i o n S

be submitted outside of

FDM.

Reports List

s - ot . -
- TR * ]
£ SAn O%.
My Info | Resources 1 T s -

DETERMINING IF AN EXTENSION
HAS BEEN GRANTED

A Filer can determine if an extension has been granted for a
financial disclosure report by selecting Review Status or View/Print
for a financial disclosure report.

Review Status

1. On the Reports List page, select View or Edit beside the
appropriate final disclosure report.

2. C(Click Review Status.

3. Click View Extension to view the Extension Type, Number of
Days, New Due Date and Reason.

S *

Report Data Attachments Comments Flags Auodit Trail WView/Print | Review Status

SF 278 Filer

Under Review - Holly X. Daye, 2009 Incumbent SF 278 Report

bet

an

Report Progress Due Dates & Extensions —————— <+ WH

Assigned: Yes Current Due Date: 0e/29/2009 33_:

Filer Started: 06/24/2009 Report Due Date: 05/15/2009 S:J

Filer eSign and Submitted: 07/07/2009 & WH

Amended: 07/07/2009 |wiew/Edit Due Date & Extensions| :g

Submitted for Certification: One or more extensions have been recorded. & Glg
Completed:

Review Status

e

Disclosure Report Reviews

Review Chain Audit Trail
Reviewer Role Currel{::‘lfyi!e}:ns:rigned Motify Re_:_r;u;v‘;er Relifril:ws eSigned/ Signatures
Supervisor Training X 278 4 = Individual
Supervisor SLC Gladys X Frydey = Organization
Senior Legal Gladys X Frydey = Organization
Counsel
DAED Adam X Baum =] | Organization




Financial Disclosure Management

View/Print

1.

appropriate final disclosure report.

Click View Print beside the report.

page to view the extension information.

On the Reports List page, select View or Edit beside the

For OGE 278 reports, scroll to the bottom of your report cover

01001/2008

{Chedk Appropeiate
Beoved)

2008

Last Name

[First Name and Middle initial

nfl:,l:l’:l'l‘l Name

shoe

Jim

Tithe of Possion

lepartment or Agency (If Appifcabie |

Executive Branch Personnel PUBLIC FINANCIAL DISCLOSURE REPORT Form Appraved:
: CIME No. 5209 - 0001
15, Orbce o Govesauneas s DRAFT REPORT
T P P ortin, incumben:  Gakeadas Yeas Hew Entrant, Terminamon TesminatsonDae (FAppi
r Naoni i e { MO BT, Dy, Yo 1) St’l"u’ L] Covered by Report (quem Filer D cahic) (Month, Ty, Yesr) - m::slut.‘:]r;:;la‘geml:_‘i:ljn;‘“ e

this report and does o more than 30 days
after the date the report & required to be
filed, aar, f an entension i granted, more
than 30 days after the last day of the
filing eterssion period, shall be subject
toa $200 fee.

Position for Which
Filimg

PHO, Ariy

pepartment of the army

Location of

Address (Wumber, Streer, Ciry, Srare | and ZIF Code)

[Telephone Mo jinclude Area Code)

rting Periods
Imcumbents The reporting pericd &
the preceding calen dar year except Part
T of Schedule C and Part 1 of Schadule

resent Office
forwanding addsews )

R, RaS Cly, AF, CON0G-0000, LS

(00 - 00 0- G000

Posinion(s) Held with the Federal

Titke of Positian| sl and Datels} Held

Goverament Durin
12 Mo mhs 0¥ Ror S

Preceding
me 25 Abovel

Hame of Congressional Committee Considering Nomination | 1o ¥ou Intend 1o Create 2 Gualfied Diversified Trust

!munuu Hominess Subject
1o Senare Confirmation

D‘('es

One

wihere you mst 2ls incude the filing
year up to the date you file. Part11of
Schedule D is not 2pplicable.

Termination Filers: The reporting

= begins at the end of the period
axprered by your previous fling and ends
at the date of termination. Part T of
Schedule Dis mt applicable

Hew Emtrants and
For and

fCRved: bax if Filing extension granted & indicate number of days

Conmiicaion Signature of Repoming individual Date (Mondy, Day, Year)
ICERTFY {hatite s iutmerts Egme
m andadasach
mm; v mmr\.aufncomr-
othe hestof my knowkdg.
Signature of (ther Reviewer Daw [Menth, Day, Year)
Sgnature of Designated Agency Ethics Official Reviewing Official Dase {Month, Day, Year)
"o, Day, Year)
OF Day,
e
45

— X

[Check bax If commenrs &re candnued an the reverse side) l:l

C.
Vice P

Sehedulle A-The reparting period
for income [BLOCK C) i the preceding
calencdar year and the current calendar
wear up to the date of fling. Value amets
s of any date you choose that &s within
31 days of the date of filing.

Schedulle B-Notapplicstle

Schedule €, Parg T [Lizkilities -The
reparting periad is the preceding calendar
ymar and the curment calendar year up @
amy date you choose that is within 31 days
of the date of fling

Schedule C, Part II Ia\gme'me'rﬁ ar

Sehedule D -The reparting period &
the preceding twe calendar years and
the current calendar year up to the date
of filing.

Agency Use Qaly

OGE Use Only

Supersed e Prior Bdnions, Which Cannot B Tsed.

DRAFT REPORT

RN TELO01
i Adsbe Acrobml veion 101
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View or Print a Report

At any time, you can view and print your financial disclosure
report. View/Print provides Filers the ability to view and print
the financial disclosure report, report flags, all comments, and any
attachments.

ViEwWING A REPORT IN FDM

1. Click View beside the appropriate report on the My Reports |
Reports List page.

2. Click View/Print.

Resources
Reports List
Report Data Attachments Comments Flags Audit Trail | View/Print| Review Status

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report
View /Print

SF 278 and Comments of Record View/Print
Flags View/Print
All Comments View/Print

Attachments
Atl[:;a::ed Originator Type Name Category Notes
Future
Other : Future Employment
Baum, FDM JOB = -
07/13/2009 Y Employment Supplemental| Agreement View/Print
Adam X. Agreement DESCRIPTION.doc Filar Holly
Daye
Daye, Holy |Job FOM 10B ; )
07/07/2009) Ty Description | DESCRIPTION.doc | viewsprint_|
# Note: You must have Adobe Reader 6.0 or later instalied on wour PC to view and print the report
Click to see what version you have,
TEST |
& To view and print . . . . . . .
an OGE 278, pop- 3. Click View/Print beside the financial disclosure report.
up blockers must be The financial disclosure report displays in a separate browser
disabled. You will also window.
need to have Adobe
Acrobat Reader 6.0 or

later installed on your
PC in order to view and
print the report. There
is a Test button
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4. Select File | Print and then click Print.



RECORDING EXTENSIONS

Recording Extensions

Extensions

FDM certifying authorities, 450 Certifier role for OGE 450s and
DAEO and SLC roles for OGE 278s, and their appointed ECs (Ethics
Counselors) may record an extension until the disclosure report
is certified or “complete” in FDM. The Agency DAEO or DDAEO
determines whether the SLC has the authority to grant the extension
and record in FDM. SLCs should contact the Deputy DAEO for
guidance.

Entering an extension in FDM records the new filing due date of
the financial disclosure report. A Filer or Reviewer can determine if
an extension has been recorded through Review Status or View Print.

RECORDING AN EXTENSION

Extensions may be recorded after a disclosure is assigned or once
the Filer has started a draft report.

Recording an Extension When
Assigning a Report

To record an extension when assigning a report:
1. Go tothe Admin | Filers tab.

2. Select the Org Unit from the Next Level Down drop-down list.
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Financial wisciosdare rmanagement

My Reports | Assist Filers
Filers

E Supervisor

Org Unit: My Orgs = |[RC 3 |—SELECT—N@-:1 Level Down %
) Show Filers for RC 3
&) show My Filers

Management Reports

My Filers

[1 include Filers for Org Units assigned to other Supervisors

— Filer Search

Last Name:l

| Search Clear

First Name:

Filer Role: | OGE 450

1to 19 of 19 Items per page: 1
Hotify Assign OGE 450 Report Remove OGE 450 Filer Role Add OGE 450 Filer Add Multiple OGE 450 Filers
Select/Clear All
1 Name « Filer Role Org Unit Current Reports Supervisor
- . =
1l g_,—qSD 10, Trainin gg:—z 30| Battimore vAMC Lyons, Dan
450 18, Training | OGE 450 [View]|
| X Bilor RC 3 2009 New Entrant OGE 450 Lyons, Dan =
3. Click View beside the appropriate Filer(s) name. The View Filer

page is displayed.
Financial isclosare IMlanagement

My Reports | Assist Filers
Filers

My Info

Management Reports | Resources

View Filer - 450_18, Training X

Attribute Value

Last Name 450_18

First Name Training

Middle Name X

a-Mail training_450_18@us.arrmy.mil
Organization | Office of Regional Counsel (Baltimore-3)
Phone 000-000-0000

Agency WA

Filer Roles OGE 450

Filer's Reports

Started | Assigned | Year | Form Type Reporting Status Review Status Assigning Org Unit
Mo Yes 2009 OGE 450 Mew Entrant Mot Started Cc3 Hemove
Assignment

| Return To My Filers

4. Click View beside the appropriate Report. Continue to View/
Edit Due Date & Extensions

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

Report to File.


https://fdm.army.mil/documents/FDM_QRC_Assigning_a_Report_to_File.pdf
https://fdm.army.mil/documents/FDM_QRC_Assigning_a_Report_to_File.pdf
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Recording an Extension on an Assigned Not
Started, Draft or Under Review Report

To record an extension:

1. Go tothe My Reviews | Review Reports page, select All in the

Action drop-down.

Financial Disclosare Management

My Info

Management Reports Resources

Review Reports

Review Reports - Worklist view Mode

L DrgUnit View Mode -
—— Search -
My Roles: Form Type: Year: Reporting Status: Review Status: Action:
[ALC s~ [A ~| [a ] [a ~ | [AL s~ [aC ~ s
Last Mame
Starts With: Last Name: First Name: hs
Vl |Lefte | |E|Ieen |
| Search | | Ftesetl Py
<
Items per page:
- - Drqg = EForm Reporting | Review |Days in Rewview/ R—
Assigned Filer F SUpErvisor - =
Assigned [Elme Unit Superwvisor Type Year Status Status Rewview Signature
Date
My Role: 450 Certifier |
. AMC Jefferson 19
Yeas Lefte, Eleen X Trainin M X QGE450 | 2006 Annual Complete 11/19/z008 i w
AMC Jeff 19 Und —
Mo Lefte, Eileen x | &M aefferson 12 | nGeqs0 | 2008 Annual naer 16 Assign
Training | M X Rewview e
My Role: Supervisor |
. AMC Jefferson 19
Yes Lefte, Fileen X Trainin M X OGE450 | 2006 Annual Complete 11f19/2008 Wiew
View
Mo Lefte, Eileen x| 2MC deffersan 19. | n5eas0 | 2008 |  Annual Ly 16 —==ign
Trainiog | [ Beviews =Sigo

2. Type the Filer's name in the Last Name and/or First Name fields
and click Search.

3. Click View beside the appropriate report.



Financial Disclosure Management

4. Select Review Status.

Not Started - Eileen X. Lefte, 2008 New Entrant OGE 450 Report

= -
B TG B e < What is the difference

Report Progress Due Dates 8 Extensions & What is the Amended
- date and how does it
Assigned: Yeas A::";‘{:::m T el e 12/31/2008 differ frem the
2 Report Due Date: 12/31/2008 Submitted Data?

Filer Started:
Filer eSign and Submitted:

Review Status

between Review Date
and Signature Data?

¢ When should an
Additional Reviewear be

/iew/Edit Due Date & Extensions

added?

Amended: No extensions ha I © Glossary
Completed:
Click view /Edit Due Date & Extensions
— j
Disclosure Report Reviews
' Show Review Chain Controls Review Chain Audit Trail
Reviewer Currently Assigned = Reviewer End . -
Role Reviewer NoErfy Type Reviews eStonedfSionatures

Supervisar M X Jefferson 19 =1 | Organization
Supervisor Abe X Sovey = COrganization
SLC
450 Certifier | M X Jefferson 19 = Organization

View/Edit Due Date & Extensions

The top portion of the page lists the Filers name, the Filer’s
assigned activity, due date, number of extensions which have already
been granted, if any, and the current due date.

5. Inthe Due Date & Extensions section on the Review Status page,
click View/Edit Due Date & Extensions. The Report Due Date
Info page is displayed.



Financial Disclosure Management

s o » w - . apw - -,

My Info 7_ Admin

Report Due Date Info Mot Started - Eileen X. Lefte, 2008 New Entrant OGE 450 Report

450 Certifier

mroa

Year: 2008
Current Due Date: 12/21/2008
Total Extension Days: O

Due Date: [1z | ¢ [31 | / [zoos Cirird Ay

[l owverride Due Date Reason: (Limit 256 charactars])

Admin Due Date: 171 171 (s dddyyyy)

\ Record Extension I
-

'k Twpe Number of Days Reason
N
Click Record Extension = i .
There are no extension for this activity.
[ Save ] [ Cancel J [ Audit Trail ]

6. Click Record Extension. The Record Extension page is displayed.
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Adding Extension Information

Financial Disclosure Management

My Info Ethics Training Management Reports Resources

Rewview Reports

Rewview Status | Notes

Record Extension

Length of Extension: |:| (Days)
When recording @ Mational Emergency/Combat Zones (NECZ)
extension. enter 8 number (up to 90 days). This number will be
usad to calculate the MECZ extension duration and due date once
the Filar's last day in the NECZ has been enterad.

@ Agency Extension
Reason for extension: | -SELECT— v|

Other Reason:  (Limit 256 ch=racters)

{256 Characters Remaining of 258)

o Mational Emergency/Combat Zone (s== 5 CFrR zez4.902(d)]
3 Filer's Last Day is Unknown

2 Filer's Last Day is Known Last Day: | |,-"| |.-l"| (mm/ddiyyyy)

[ Save ][ Cancel J

7. Type the extension limit, select the appropriate extension option
Agency or National Emergency/Combat Zone and select an
Extension Reason.

Agency and National Emergency/Combat Zone Extensions

When entering Agency Extensions, you must select a Reason for
Extension from the drop-down menu.
The available Agency Extension Reasons are as follows:
- Long Period of Travel

- Significant Illness

Extremely Pressing Assignments

Convenience of Filing Combined Reports

Other (requires an explanation)

On an OGE 450, when entering a National Emergency/Combat
Zone extension, the Filer’s assigned report appears on the My
Reviews | Manage Exceptions list screen.

8. C(lick Save. You return to the Record/Edit Extension page listing
the type of extension granted along with the new Current Due
Date.

9. Click Save again. You return to the Review Status page and the
new Current Due Date is displayed.

Note: To record additional extensions, repeat the above process.

Note: For more information on the Manage Exceptions function in FDM, please see QRC
Manage Exceptions and Notes.
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Financial Disclosure Management

My Info

EDITING AN EXTENSION

To edit an extension already recorded in FDM:

1. Go to the My Reviews | Reports List page, select All in the
Action drop-down.

Note: If the report has a National Emergency/Combat Zone extension, go to the Review
Reports | Manage Exceptions page.

2. Type the Filer's name in the Last Name and/or First Name fields
and click Search.

3. C(lick View beside the appropriate report.
4. Select Review Status.

5. C(lick View Edit Due Date & Extensions.

Ethics Training Management Reports Resources

Review Reports

Rewview Status | Notes

Report Due Date Info Mot Started - L X. Hamilton_ 4, 20092 Annual OGE 450 Report

R
E 450 Certifier
E

Year: 2009
Current Due Date: o6/29/2009
Total Extension Days: 45

Due Date: [e2 Js[17 ] s[200e (mm/ddi vy

I:I Owverride Dua Date

Admin Due Date: 0z VAR | / [zo0m Crmmnedddywyy)

Reason: (Limit 256 characters)

(256 Characters Remsaining of 258)

Record Extension

Create Date Type Length of Extension Days Reason
Edit
o7/08/2009 Agency Extension 45 Long period of official travel
[ Save ] [ Cancel J [ Audit Trail ]

6. Click Edit beside the extension. The Edit Extension page is
displayed.
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My Info Admin Ethics Training Management Reports

Review Reports

Resources

Review Status | Notes

Edit Extension

Create Date: 07/08/2009

Length of Extension: (Days)

when recording a Mational Emergency/Combat Zone (NECZ)
extension, enter a number (up to 90 days). This number will be
used to calculate the MECZ extension duration and dus date once
the Filer's last day in the NECZ has been entered.

[O] Agency Extension

Reason for extension: | Long period of official travel -

Other Reason:  (Limit 256 characters)

(256 Characters Remaining of 2586

(@] Mational Emergency/Combat Zone (S== 5 CFR 2634.908(d))
> Filer's Last Day is Unknown

> Filer's Last Day is Known Last Day: | |,a"| |.-"|

{mm/ddSyyyy)

[ Save ][ Cancel J

7. Make the necessary changes, then click Save. You return to the
Record/Edit Extension page and the changes made display.

8. C(lick on Save again.
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DELETING AN EXTENSION

To delete an extension already recorded in FDM:

1. On either the Review Reports| Reports List page or the Review
Reports | Manage Exceptions page click View beside the
appropriate report.

2. Select Review Status.

3. C(lick View Edit Due Date & Extensions.

Financial Disclosure Management

Ethics Training Management Reports Resources

Review Reports

Rewview Status MNotes

Report Due Date Info Not Started - L X. Hamilton_4, 2009 aAnnual OGE 450 Report

450 Certifier

Year: 2009
Current Due Date: oe/29/2009

mroa

Total Extension Days: 45

Due Date:

[0 owerride D

\"‘t’() Are wou sure, wou veank ko delete this extension?

[ Ok ] [ Cancel ]
(256 Characters Remaining of 3]
Admin Due Date: [02 [WAEES | #2008 | cmmsddiyyyyd
Record Extension
Create Date Tvyvpe Length of Extension Davys Reason

[ean |

o7/o8 /2009 Agency Extension 45 Long period of official travel
[ Save ] [ Cancel J [ Audit Trail ]

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

4. C(lick Delete and then click OK to the message confirming that
you wish to delete this extension.

5. C(lick Save.

6. Click OK. You return to the Review Status page and the Current
Due Date changes back to the original date.
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DETERMINING IF AN EXTENSION HAS
BEEN GRANTED

A Filer or Reviewer can determine if an extension has been
granted for a financial disclosure report by selecting Review Status or
View/Print for a financial disclosure report.

Review Status

1. On the Reports List page, select View or Edit beside the
appropriate financial disclosure report.

2. C(Click Review Status.

3. C(Click View/Record Extensions.

T Tost Svs .
Financiai Disciosure Management A
.,/fjs\ A :
Mv REpDI’tS Mv Info Management RE[JI:II'I:S | Resources R Lug Out
Review
Status

Draft - Forrest Ranger, 2007 Incumbent SF 278 Report

Review Status

. Q How Dol ¢ What is the difference

between Review Date
and Signature Date?

m-om

Report Progress Due Dates & Extensions ¢ What is the Amended
Created: 06/13/2008 Current Due Date: 06/29/2007 GEfi eme e oes i
differ from the

Filer eSign and Disclosure Due Date: 05/15/2007 Submitted Date?
Submitted: 4 When should an

. Additional Reviewer
Amended: View/Record Extension| be added?
Submitted for ’ ¢ Glossary
Certification: One or more extensions have been recorded.
Completed:

Complete wio Signature
Disclosure Report Reviews

Show Review Chain Controls
Reviewer Role Currentl\._r EEHgEE MNotify [EIECEr Epd eSigned/Signatures
Reviewer Type Reviews

SUpervisor Training ¥ Super 1 = | Crganization

SUperyisor SLC Arine Teak B | Organization

Senior Legal Arne Teak B4 | Individual

Counsel

DAEQ Paige Turter B | Crganization
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View/Print

1. Select the View/Print submenu and then click View Print.

2. For OGE 450 reports, scroll to the Review Status Section of your
report to view the extension information.

Report Progress

Signoff Progress

Date
1 04/23/2007 14:47
2 04/19/2007 15:56
3 04/09/2007 11:38

Role

Reviewer Slc_450_1, Training .
Reviewer Slc_450_1, Training .
Filer 450_23, Training x.

Created: 4/9/2007
Submitted:
Amended:
Completed:

by

Filer:
eSigned by:

Supervisar:
eSigned by:

Reviewer:
eSigned by:

Extensions

Extension Type: Combat Zong
Extension

Number of Days: 45

Mew Due Date: 5/16/2007

<] ’ Event
Extension Granted
Extension Granted
Created Report

3. For OGE 278 reports, scroll to the bottom of your report cover
page to view the extension information.

yerarupla1

Signature of Other Reviewer

Date {Month, Day, Year) as of any di

31 days of
Schedul

Signature of Designated Agency Ethics Official/Reviewing Official

Schedul

Date (Month, Day, Year) reporting p

i to

year and th
any date yg
of the date

Signature
(]

Date (Menth, Day, Year) Schedul

Arrangeme
arrangemer

s (If additional space is required, use the reverse

Schedul

il Ehdaaad

the precedi

(Check box if filing extension granted & indicate number of days 5—}

{Check box if comments are continued on the reverse side) D

Recording Extensions
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REMIND FILERS

Remind Filers

My Info

Remind Filers

Once your Filers are assigned an OGE 450 report to file in FDM,
you can use Remind Filers to monitor their filing progress. POCs,
Supervisors and 450 certifiers can use this tool to identify and then
notify Filers:

¢ initially who have been assigned an OGE 450 Annual report to
complete in FDM.

¢ have not begun the filing process.
¢ have not eSigned their report.

¢ are late in submitting their report.

SENDING AN E-MAIL REMINDER

To send a notification to a group of Filers reminding them of their
need to file in FDM:

1. Select My Reviews | Remind Filers. The Remind OGE 450 Filers
page is displayed.

» 0 - . age -

Admin Management Reports Resources oqg O

Remind OGE 450 Filers

mroa

l 450 Certifier Change

|

—— Find Filers

Org Uniit: My Orgs » RC 2 = |Baltimore wamc -SELECT-kMext Lewvel Dowin |
2 Show Filer's Reports for Batimore VAMC
& Show My Filers [] Include Filers far Org Units assigned ta other 450 Certifiars

Find: & OGE 450 Annual Filers who need an Initial Notification to file
all OGE 450 F
[ 2] ilers who have not started their Report ceareh
2 all OGE 450 Filers who have not subrmitted their Report
2 all OGE 450 Filers who are late

Confirm Filers

Unselect
any Filer to
Exclude

Filer Filer's e-mail

£SH Printer Friendl

Items per page:

Report | Reporting

- , e e g
e SERETS Supervisor | Supervisor's e-mail

|Organizatinn:

RC 3 POCs Ross 28 B X Ross 29 B = |

Chopes, Buster ¥ | training_450_&&us. armny . mil 2002 Arrnaal Pickney, E =_picknew@&us. armny . mil
Dinge, Bill » training_450_8aus. armmy . mil 2008 Arrnaal Pickney, E e_picknew@us. armmy . mil
Erevday, Gladys X | training_450_7@us. arrmy. il 2002 Aruaal Pickney, E e_pickney@us. armmy . mil
Kane, Candie X training_450_Sd@us. arrmy . mil ZO00s Aririaal Pickhey, E e_pickneyy@us. armmy . mil
wader, Ella = training_<4S0_10d@us, armmy . il 2002 Amraal Pickhey, E 2_pickneydus, army . il

Motify

2. If you hold more than one role, ensure you have the appropriate
role selected by clicking on Change in the Role field.
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Remind Filers

3. Select the Org Unit from the Next Level Down drop-down list
and the appropriate View.

View

Description

Show Filer’'s Reports
for (Org Unit)

This scope limits your view to the Filers in the selected
Org Unit.

Show My Filers

This scope limits your view to those Filers in org

units that do not have another user with your same
FDM role. For example, a Supervisor can act as a
Supervisor to their Org Unit and all subordinate Org
Units unless the sub Org Unit has different Supervisor.

Include Filers for Org
Units assigned to
other (FDM Role)

Allows you to view and manage all Filers listed on
the page. For example, a Supervisor can manage
Filers within their own Org Units and subordinate Org
Units even if the subordinate Org Unit has a different
Supervisor.

Choose Recipients for Message

4. Under the Find section, select one of the following options and

then click Search.

Results are displayed at the bottom of the page

matching the selected option.

OGE 450 Annual Filers
who need an Initial
Notification to File

Sends an e-mail to Filers who have been assigned a
report to file in FDM

All OGE 450 Filers
who have not started
their reports

Sends an e-mail only to those Filers who have not
started their assigned report.

All OGE 450 Filers
who have not
submitted their report

Sends an e-mail only to those Filers who have not
eSigned their report.

All OGE 450 Filers

who are late

Sends an e-mail to those Filers who are late in
submitting their report.

5. Review the list and then click Notify. The Confirm Reminder to
OGE 450 Filers page is displayed.

156



Financial Disclosure Management

Review E-Mail Message

The Confirm Reminder page is used to notify a Filer that he/she
has been assigned a report to file in FDM and lists the type of report
that should be filed along with the due date.

My Info Admin | Management Reports | Resources

Remind Filers

Confirm Reminder to OGE 450 Annual Filers who need an Initial Notification to File

[l send an e-mail to 4 Filers

From: b_ross__S@us.army.mil
Subject: FDM Motification - Your 2008 Aannual OGE 450 Report is due fCuwrren? Due Dated
rMessage: Dear fEiler Srstnamre Middle Lastnanme]:

The 2002 annual OGE 450 Report filimg season has begun. You are registered in Financial Disclosure
Management (FOM) - URL: hittps://152.9.42.244, as an OGE 450, Confidential Financial Disclosure
Report Filer. vyour 2008 annual OGE 450 Report is due fCuwrrent Oue Datef.

. Log in ta FOM - URL: https AA158.9.45. 244,

. Click the Ry Reparts ta

. Click the Reports Mot Star’ted tahbh.

. Click the Start this Report button beside the 2008 annual OGE 450 Repoart.

. FDM weill guide wou in entering vyour information.

Cwwhen vour report is complete, click the e-Sign button to sign and submit your report.

[ IR

Please consult your legal advisor or me, 450 Certifier - B =, Ross_ 32, b_ross_ =Sd@us.army.mil, DDD—
Oo0-0000, if vou have guestions about this requirement to file a Financial Disclosure Repo

need an extension. also, consult your legal advisor or me if you do not think you should file SL.Il:h a
report.

For further assistance, contact the FDOM Service Center at 73232-222-123<4 or F32-222-5578.
additonal information can be found on the Help & Support page at: htep e AAfdmhelpurl.mil. E-rmail:
mailto:fdm. help@us. af.mil

add your |

optional
text here:

Closing: Regards
B =. Ross_3

[Zlsend a summarized e-mail to 2 POCs

From: b_ross_3I@us.army.mil
Subject: FDM - vour Filers have been notified to file
Message: Dear /PoC Srstnarme Middle Lastnarmed:

FDM sent the Filer(s) in the Org Unit(s) vyou support an initial notification notice to file 2 20028 Annual
OGE 450 Report in FDM. The Filers and their respective Supervisors, grouped by vour assianed
Crganizations, are listed below. Please review the listing and update in FOM - URL:

bhitos 158,29 .458.244 as necessary,

& When sending Customize Message
notifications from FDM,
be sure NOT to use 6. Type any additional text to add to your message and then click
special characters such Send. The Remind OGE 450 Filers page is displayed with a
as<>=&,: ” “in your message summary.

message. Ita11c1zed
items in brackets
indicates areas where

Note:  You can also send a copy of this message to any associated POCs and Supervisors from
this page.

local revisions of the

message need to occur

Remind Filers
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REMIND SUPERVISORS

Once your Filers have eSigned their OGE 450 reports, you can
use Remind Supervisors to monitor the supervisory review progress.
POCs, Supervisors and 450 certifiers can use this tool to identify and
then notify Supervisors that they must begin their review of the Filer’s
reports in FDM.

SENDING AN E-MAIL REMINDER

To send a notification to a Supervisor or a group of Supervisors
reminding them of their need to review OGE 450 reports in FDM:

1. Select My Reviews | Remind Supervisors. The Remind
Supervisors Who Have Not eSigned page is displayed.

Financial Disclosure Management

My Info Management Reports Resources

Remind Supervisors

FRemind Supervisors who have not eSigned 450 Reports

R
450 Certifier |Changs | © How DoI. ..
E

— Find Supervisors who have not esigned

Org Unit: My Orgs » |RC 3 | | -SELECT-Mext Lewel Down | »
2 Show Filer's Reports forRC 3
& Show My Supervisars [ Include Supervisors for Org Units assigned to other 450 Certifiers

Search

Confirm Supervisors £=§ Printer Friendl

1to 4 of 4 Items per page:

Unselect . . -
any Supervisor to | Supervisor Superl.l!—:zli)tr S g Supervisor's e-mail Filer Rggao::t R.;Pt:::::g
Exclude
Organization: RC 3 POCs Ross 28, B xRoss 29 B x
Lyons, Dan RC = a_adams_7@us. army.mil ' Drille, Ben X 2002 Annual
Pickney, E RC = e_pickney@us. armmy . mil Chopes, Buster X | 2008 Annual
Dinge, Bill x 2008 Anniual
Erevday, Gladys X | 2008 Annual
Motify

2. If you hold more than one role, ensure you have the appropriate
role selected by clicking on Change in the Role field.
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Choose Recipients for Message

3. Select the Org Unit from the Next Level Down drop-down list
and the appropriate View.

View Description
Show Filer’'s Reports | This scope limits your view to the Supervisors and the
for (Org Unit) reports they have not eSigned in FDM in the selected
Org Unit.

Show My Supervisors | This scope limits your view to those Supervisors in org
units that do not have another user with your same
FDM role. For example, a Supervisor can act as a
Supervisor to their Org Unit and all subordinate Org
Units unless the sub Org Unit has different Supervisor.

Include Supervisors Allows you to view and manage all Supervisors

for Org Units listed on the page. For example, a 450 Certifier can
manage Supervisors within their own Org Units and
subordinate Org Units even if the subordinate Org Unit
has a different 450 Certifier.

assigned to other
(FDM Role)

4. Click Search. Results are displayed at the bottom of the page
matching the selected option.

5. Review the list and then click Notify. The Confirm Reminder to
OGE 450 Filers page is displayed.
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My Info

Review E-Mail Message

The Confirm Reminder page is used to notify the Supervisor that
he/she has completed Filer reports in FDM that need to be eSigned
along with the due date.

0 . LJ - - . Qe -
Admin | Management Reports | Resources og O

Remind Supervisors

Confirm Reminder to Supervisors who hawve not eSigned OGE 450 Reports

[l send a summarized e-mail to 2 POCs

From:
Subject:

Message:

aAdd your
optional

text here:

Closing:

b_ross_=@us.army .mil
FDM - Supervisors you support hawve been reminded to eSign in FOM
Dear fo0C Srstnarme hMiddie L astnarmel @

FOPM notified these Supervisars in the Org Units vou support to eSign OGE 450 Reports previously
submitted by their Filers im FDOM. The Supervisors and their lists of outstanding reports, grouped by
vour assigned Crganizations, are listed below. Log into FOM - URL: hitps: /f152.9.48. 244 at any time
to track their eSigning progress.

FEOC s Orgarizaiion Narme L7
Supervisor: fSupervisori Lastnaline, Srsthanne AMiddie ]
feiteri Lasitnarme, Srstname Middie? - fReport vearf fReporiting Statusf OGE 450 Report
FEller2 Lastname, Sirstnaine Middie - fReport vear] fReporting Status] OGE 450 Report

SUupervisor: fSupervisorz Lastnaline, Sirsthanne AMiddief
fiTiterl Lasitname, Srstnamne Middie? - fReport Year? fReporting Statusi OGE 450 Report
Feler= Lastnanme, Srstnaine Middief - fReport vesr) fReporting Status] OGE 450 Report

FEOC s Organizstion Narmme 27
Supervisor: fSupervisort Lasinarme, Srstnarme hiddieF
fEer? Lastnanme, Srstnaine Middief - fReport vear) [Reporting Status] OGE 450 Report
FEiters fastnarme, Sirstname AMiddie? - FReport Yeary fReporting Status OGE 450 Report

For further assistance, contact the FOM Service Center at 722-532-5666. Additonal information can
be found on the Help 2. Support page at: hittps: fwww fdm . army . mil/helpSupportshelpSupport. bicm.
E-rmail: mailto:MOorMM-SECFDMSpE@oconus. . army . mil

Regards
B . Ross_ =

Send a summarized e-mail to Z Supervisors

From:
Subject:
Message:

b_ross_3d@us.army.mil
FDOM alert - Please eSign OGE 450 Reports submitted by your Filers
Dear [Supsrwisor Sreiname Middie Lastname]

Filers in the Org Units vou supervise have eSigned and submitted their OGE 450 Reports in FOM.
They are ready for your esSignature. To reveiw:

1. Log in to FDM - URL: https: /Ff152.9.43.2 9<%,
2. Click the My Peviews tab,

&  When sending
notifications from FDM,

Customize Message

be sure NOT to use 6. Type any additional text to add to your message and then click
special characters such Send. The Remind Supervisors page is displayed with a message
as<>= &,: ” “inyour summary.

message. Italicized
items in brackets

Note:  You can also send a copy of this message to any associated POCs from this page.

indicates areas where

local revisions of the

message need to occur

Remind Supe

ors
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REVIEWING AN OGE 45

Reviewing an OGE 450

The review process begins in FDM when the reviewer receives
an automated e-mail message indicating that they can begin their
review process. In the Department of Defense (DoD), the Joint Ethics
Regulation (JER) 7-306 requires Supervisors review OGE 450s. Non-
DoD agencies using FDM need not use the Supervisor role in FDM
450. FDM requires both the Filer’s Supervisor and 450 Certifier to
review and eSign a report before the review is considered complete.

Supervisors use FDM to review financial disclosure reports online
checking the reported financial interests for completeness, to identify
any financial interests that may conflict with the Filer’s official duties,
and that the report is administratively accurate and complete. Once
a Supervisor has eSigned a report, the 450 Certifier receives an
automatic notification that the report is ready for review.

FDM'’s Compare feature highlights changes when a filer
prepopulated the current report from a prior one in FDM. In
addition, reviewers can check that a report is administratively
accurate and complete. The “Flags” tool helps prevent many common
mistakes before the Filer submits his/her report saving time for the
Filer and reviewers.

Normally the Filer or another reviewer will cause FDM to e-mail a
notice that an OGE 450 is ready to review. That e-mail should contain
instructions to login to FDM, https://www.fdm.army.mil, and go to
the My Reviews | Review Reports tab, Worklist View. There, either
change or accept the default settings and click on Search to see all
reports ready for your action in any of your FDM role(s).

FDM REVIEWER TOOLS

FDM'’s reviewer tools helps reviewers track or “watch” Filer and
reviewer (technical and legal) compliance. In FDM, reviewers can:

¢ quickly see a snapshot of those reports that require their attention
through Manage Exceptions.

¢ monitor the filing progress using Remind Filers.

¢ monitor the Supervisor’s review progress using Remind
Supervisors.

¢ manage Filers and their assigned reports using Review Reports.

Note: In FDM, a Supervisor or Intermediate reviewer must review and eSign a Filer’s report
before it can be certified.
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Late Filing - Remind Filers & Remind
Supervisors

Remind Filers

Once your Filers are set up in FDM, you can use Remind Filers to
monitor and manage filing activities. Org unit POCs, Supervisors and
450 Certifiers may use the Remind Filers tool to track the progress of
Filers who have been assigned reports.

Use Remind Filers to:
¢ Initially notify Filers of their report assignment in FDM.

¢ Locate Filers who have not started their reports and send
reminder notifications.

+ Send second reminder notification to Filers who have not
completed their reports.

Remind Supervisors

Another tool available to Org unit POCs, Supervisors and 450
Certifiers is the Remind Supervisors function where you can remind
Supervisors that they have reports to review and eSign in FDM.

Manage Exceptions

The Manage Exceptions tool allows 450 Certifiers to track Filer
and Supervisor Reviewer compliance and to manage reports that
require any special action(s). Reports remain in the Manage

@ Areportthatislisted on  Eyceptions list until the report issue is resolved.
the Manage Exceptions

list will not be available Reports display on the Manage Exceptions list if:
on the Worklist.
¢+ OPEN NOTES - The Report has existing Notes that are not
& Only 450 Certifiers can “Closed.”
access reports on the
Manage Exceptions list. ¢ CZ/NECZ Extension — A National Emergency/Combat Zone

extension has been recorded for the report.

¢ Filer not eSigned - The Filer has not submitted the report in FDM
by the report’s due date.

¢ Supv not eSigned - More than 30 days have passed since the Filer
has submitted (or re-submitted if their report in FDM) and the
Supervisor has not eSigned.

¢ TFiler not Started — The Filer has not started entering data into their
report by the report’s due date.
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Review Process Flow

The process for reviewing an OGE 450 includes the following
tasks:

Reviewing Tasks for OGE 450 Reports in FDM

¢ The Reviewer identifies the Filers who need their report
reviewed in FDM.

¢ The Reviewer gathers any review aids for reference such as, the
Filer’s previous financial disclosure report, ethics agreements,
agency list of contractors, etc.

¢ The Reviewer logs in to FDM.

¢ The Reviewer tracks Filer reporting activities.
¢ Reviewer reviews their Review Reports list.

¢ Reviewer selects a report to review.

¢ Reviewer checks the report’s flags

¢ Reviewer selects the appropriate Report Data section(s) to
review

¢ Reviewer makes/adds comments where necessary.

¢ Reviewer eSigns and ends their review.

Note: You must click Notify to send an e-mail to the next reviewer indicating that they can
begin their review process.
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&

The Search Filters provide
a way to view only those
disclosures that require
your attention. When

a filter is applied to the
Reports List, only those
disclosures that meet the
criteria will display. All
other disclosures can be
viewed by simply clicking
Reset.

You can select different
combinations in the Search
Filter to see only those
disclosures you wish to

review.

Reviewing an OGE 450

Review an OGE 450

LoGgGINnG IN

1. Log onto your computer, open a web browser, type, https://
www.FDM.army.mil/ in the address line and click Go. The FDM
Website is displayed.

Website Security Certificate Message

Some users may receive the message. “There is a problem with
this website’s security certificate.”

2. C(lick “Continue to this website (not recommended).”

3. C(lick Login to FDM on the left side of the FDM Home page.

CAC Login
4. Click the Login button under the Login Using your CAC section.

5. Select your certificates and then click OK. The Review Reports
page will display for Reviewers.

Logging In With User Name

4. Select your appropriate authenticating source from the Login
Using drop-down.

5. Enter your User Name and Password. The Review Reports page
will display for Reviewers.

LOCATING MY FILER’S REPORTS

FDM has two Report’s List views: Worklist and Org Unit. The
Worklist is the default view for all FDM reviewers. Org View lists
disclosures by Org Unit.

Note: Agency Admins and POCs do not see the Disclosure Worklist.

Report’'s Worklist

Use the Worklist as a reminder of the reviewing activities you
need to complete. You can filter your Worklist in combination with
sorting the column headings to organize your disclosure review
quickly and efficiently.
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List Disclosures that you need to eSign

My Info Admin | Management Reports | Resources

Reviewvs Reports

Review Reports - ¥worklist wiew Mode

; DrgUnit Yiew Mode <«
= =
—— Search -
My Roles: Form Type: Year: Reporting Status: Review Status: Action:
[ AL ~| [ozEaso [~ (AL [~ [aLL | [ ~| [~ - -
Last Name
Starts With: Last Name: First Name: i
>l | | |
Search Resest P
-
= printer-Friend]
1to 2 of 3 Items per page: 1
My
8 5 Org < Form Reporting | Review (Days in Review/ —
Assiqned Eilee - unie |Supervisor| .. |¥Year S Siatus Status | Review | Signature
Date
M~y Role: 450 Certifier
Wi
Remows
S Balticnore | Lvons, Dan e Undler 28 Assignment
o i T
Wes Bago, wWinnie X RO o OGE4S0 | 2007 Entrant Reviswn EEE
eSian &
Complete
e
Baltirnore | Lyons, Dan Under Remove
IEELIEILISINS = =1 h
res Coone, Ty X RO 5] OGE450 | 2005 Aurrial =Ry Assignment
End Rewiewm
Ty
Balticnore | Lvons, Dan Undler Remowve
ves Romeo, AIF X RO o OGE450 | 2002 Anral Revicnn [u] g
End Rewiew
1to 3 of 2 Items per page: 1

1. In the Search area select the following and click Search.

ROLE - Supervisor or 450 Certifier
FORM TYPE - OGE 450

YEAR - The current year
REPORTING STATUS- All
REVIEW STATUS - Under Review
ACTION - Action Required

& Disclosures are grouped
by your FDM role.

If you have multiple FDM

roles you may see the

same disclosure listed

two or more times on the
Worklist page until you -
have completed your

Continue to the Reviewing a Report section.

reviewing activity for that
disclosure in one of your
FDM roles.
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My Info

Report’s Org Unit View

Use the Org Unit view to list reports by Filer Org Unit.

1. On the Review Reports page, click on the OrgUnit View Mode
link.

Reviewvw Reports

Review Reports - Org uUnit view mMode

Last Name

5 i
o - 3
L 450 Certifier [Change] | — G| Work List Yiew Mode <
-
Org Unit: My Orgs » |RC 2 | | -SELECT-Mext Level Down |~
<
< Show Filer's Reports forRC 3
& Show My Filer's Reports [J tnclude Filer's Reports for Org Units assiganed to other 450 Certifiers
-
—— Search
Form Type: Year: Reporting Status: Rewvievs Status:
[ooEasn | |2l s | 2L | [ =~ <
-

Starts With: Last Name:

First Name:

| >~

Search Reset

¥ Printer-Friend)
1to 6 of 6 Items per page: 1

My
- B - A Form Reporting | Review [Days in| Bewiew/f
Assigned Filer = =
Assigned Filera Org Unit|Supervisor| 2528 | Year etotus St | e | e e
Date
Ty
. Baltimore | Lyons, Dan e Under e |
res Bago, WWinnie X Ry = DGE4S0 | 2007 Ertrart Rawigmw p=3=] Remowe
e Assignment
Eeli L 5 [ viem ]
A Ealtimmore | Lyans, Dan
ves Bago, VWinmnie X g Hmare | Luens, DAl | neeaso (2008 | annual Draft Ramowve
= Assignment
Baltirmore | Lyons, Dan Mot [ wiem |
Baltimmore | Lyans, Dan
Eeache, Sancly X
res Eeache, Sandy X ROy o OGE4S0 | 2002 Annual Started a FRemove
e ssignmeant
Baltimore |Lyons, Dan Under _mem |
Baltimore | Lyons, Dan
Loone, Ty X i
res Coone, Ty X RO =) OGE4S50 | 2008 Annual Rl S A Remaowve
e ssignment
Baltimore | Lyons, Dan Mot [T
wes O'Drille, Ben X RO |D ODGE4S0 | 2008 Arnnual Started Remowve |
[— Sssignment

@& You can use the column
sorting to display your
results in a particular
order by clicking the
specific column heading.
For example if you
wanted to bring all of
your Annual disclosure
to the top of the list,
click the Reporting
Status column heading
and an arrow displays
to sort by ascending or
descending..

Reviewing an OGE 450

2. Click Change in the Role field and select the appropriate role. If
you hold more than one role, ensure you have the appropriate
role selected by clicking on Change in the Role field.

3. Select the Org Unit from the Next Level Down drop-down list.

4. Select Show My Filer’s Reports to see a listing of all of the reports
you are responsible for reviewing.

Under the Search area, select the following and click Search.
FORM TYPE - OGE 450

YEAR - The current year

REPORTING STATUS - All

REVIEW STATUS - All

You can also search for a particular report by Filer Name.

Note:
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& If areport you are
looking for is not listed
on your Worklist, click
Org Unit View or if
you are a 450 Certifier,
Manage Exceptions.

Reviewing an OGE 450

Locating Filer Reports by Org Unit

To see a listing of disclosure reports for Filers in a specific Org
Unit, select an Org Unit from the Next Level Down drop-down list.

View a Listing of Reports Assigned to Different Reviewers

To view a listing of disclosure reports that includes Filers assigned
to different reviewers but within your organizational hierarchy, select
Include Filer's Reports for Org Unit’s assigned to other (Supervisors,
450 Certifiers etc.) You can identify disclosures that have a different
reviewers assigned by the triangle icon #4. You may view and work
with these disclosures; however, you cannot eSign as a different FDM
user as the ultimate responsibility.

Locating a Specific Report

To locate a specific report, be sure to select Show My Filer’s
Reports and Include Filer’s Reports for Org Unit’s assigned to other
(SLCs, Supervisors, etc.) and then type at least the first three letters of
the Filer’s last name in the Last Name field and click Search.

Locate Disclosures for a Specific Filer

1. Leave the default filter settings in either the Worklist or Org Unit
view.

2. Type the Filer’s last name and First Name in the search fields.
3. C(lick Search.

Quickly Locate Disclosures for a Group of
Filers

1. Leave the default filter settings in either the Worklist or Org Unit
view.

2. Select the appropriate letter in the Last Name Starts With drop-
down

3. C(lick Search.
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@ If the Report Status is REVIEWING A REPO RT

Amendment in Progress
or Draft, you can view
the report and add
comments but cannot

Reviewing Options

eSign. At this point, you can opt to End Initial Review, eSign, View,
Assign or Remove Assignment.
Field Description
End Initial Review To indicate that they have conducted an initial review
of a financial disclosure report.
eSign When you have completed your review and are
confident there are no conflicts of interest.
View Allows you to review the financial disclosure report
online.
Assign Allows you to assign a report that the Filer has already
started.
Remove Assignment Allows you to remove the report assignment if it was
assigned erroneously. If the report Review Status is
Not Started or Draft, the report is removed from FDM
when the assignment is removed.
Supervisory Review in FDM
FDM currently requires both the Filer’s Supervisor and 450
Certifier to review and eSign a report before the review is considered
& Not all agencies require complete.

supervisory review for

the OGE 450. Supervisors receive an automatic notification from FDM once the
Filer has submitted a report. Once a Supervisor has eSigned a report,
the 450 Certifier receives an automatic notification that the report is
ready for review.
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My Info

1. Oneither the Worklist or Org Unit View, click View beside the
appropriate report to open the report and view its contents. The
Getting Organized page is displayed for the OGE 450 report you

are reviewing.

| : ’ Inaac :

Admin | Management Reports | Resources oqg O

Review Reports

Report Data | Attachments Comments Flags Audit Trail VYiew/Print Review Status Previous Reports HNotes

&
>

Under Review - Ty X. Coone, 2008 Annual OGE 450 Report

& O & & & & &
v “ » " L “ L

Getting Started | Mon-Investrment Incorme I | Assets I | Liabilities ” Cutside Positions ” Agreerments I | Gifts || Wrap Up I

You may find it helpful to have the following information to prepare # How iz the information
your report. that I report used?
&  Acopy of your previous OGE 450 (if vou have filed before) ¢ Who may see my
¢  Tax return FEEEn
¢ Brokerage and/or mutual fund statements ¢ How iz my financial
¢ Rental agreements infarmation protected?
¢ Any agreements or arrangements from past, current or future ¢ If I have guestions
employers about completing rmy
¢ Loan statements (if over $10,000) ::‘pnf:ctw:;”;si?stlance?

Getting Organized

4 Open a blank
OGE 450?

N % Gloszar
Continue » v

Security and Privacy Maotice | Help | Acces=zibility | Developed by: CECOM LCMC

& HINT! You may open the
disclosure report through
View/Print and then move
to the specific Report Data
section of the report to add
a comment or check Flags.

Reviewing an OGE 450

Compare/View/Report Data

There are three different ways to review disclosure in FDM:

- By using Compare, if the current disclosure was pre-populated
from a previous disclosure

- By clicking View/Print to view and print the disclosure report
- Through the Report Data “wizard”
Compare

Reviewers can easily compare changes/differences between last
year’s report and this year’s on one page if the Filer pre-populated
from a previous report.

View/Print Reports

Reviewers may prefer to quickly review report contents by using
the View/Print feature especially if you have many reports to review.

Report Data “Wizard”

Reviewers may find it easier to view the contents of a Filer’s report
through the Report Data “wizard” if the report is lengthy or complex.
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Reviewing an OGE 450

Previous Reports

FDM reviewers (i.e., supplemental or additional) can request a
copy of a Filer’s previous report for comparison.

1. While reviewing a report in FDM, click the Previous Reports tab.
A listing of the Filer’s disclosure reports that were created in FDM
displays.

2. Click View/Print beside the appropriate report to view a copy of
the Filer’s previous report.

Note:  You can also view a Filer’s previous reports by clicking Reports List. Select all in the
Search Filter and then click Search.
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V4
o anockssorireame, JEVIEWING THE REPORT’S FLAGS

submit a disclosure with Review any report flags to be sure all errors and omissions are
ared flag in FDM. addressed.

A red flag indicates required information is missing and that it
should be provided before the report is submitted. A yellow flag
indicates that information is missing but is not required in order to
submit a report.

1. Click Flags. The Flags page is displayed listing any Red or
Yellow flags the Filer may have on their financial disclosure
report.

Financial Disclosure Management

My Reports | Assist Filers Management Reports | Resources

Review Reports

Report Data Attachments Comments |Flags| Audit Trail ¥iewfPrint Rewview Status Previous Reports

Under Review - Ben X, Q'Drille, 2008 Annual OGE 450 Report

Yellow Flags

Contact Information
¢ The address line 1 of the hame address was not pravided,

¢ The city of the home address was not provided.

¢ The cauntry of home address was not provided,

2. Review the report’s flags. When complete, click either Report
Data to return to the details of the disclosure you are reviewing
or View/Print to view and print the financial disclosure report
form.

Reviewing an OGE 450 171



Financial Disclosure Management

> Thecompuetaatures — Compare a Prepopulated Report

only available if the Filer

pre-populated from a Reviewers can easily compare changes/differences between last

previous report. year’s report and this year’s on one page if the Filer prepopulated
from a previous report in FDM.

ComPARING RerorTs IN FDM

1. Click View beside the appropriate report on the Review Filers |
Reports List page.

2. C(Click Compare. The Disclosure Report Comparison page is
displayed.

inancial Visclosare Management

My Reports Assist Filers Management Reports Resources

Review Reports

Report Data Attachments Comments Flags Audit Trail Yiew/Print Review Status |Compare| Previous Reports

Under Review - Ben X. O'Drille, 2008 New Entrant OGE 450 Report
Disclosure Report Comparison

& printer-Friendly

Compare-to Report Under Review 2008 Annual

Comparison Date September 24, 2005 10:18:30

Change Summary

Changed T% Added @ Deleted ® Unchanged a
Assets o 2 a =)
MNon-Investment Income u] a a a
Liahilities o a u] u]
Lgreements [} u} ] ]
Positions o 1 a 1

Current to Previous Disclosure Totals

Current Disclosure Report | Previous Disclosure Report

Gifts 0 1
Legend
& 8 stifke-—threudaly = Change ® B = Delete @ B blue text= Added

&= Caution - Unchanged

Assets and Investment Income

Instructions: Report for Yourself, Spouse, and Dependert Child: Assets held for investment with a valug greater than $1,000 at the end of the reporting
period OR assets held for investment which produced more than $200 in income during the reporting period, including but not limited to: Assets such as
stocks, bonds, annuities, trust holdings, partnership interests, life insurance, investment real estate, or & privately-held trade or business, Sector mutual
funds: those funds invested in & padicular industry, business, or location such as ABC Electronics Fund or X% Z Canada Fund (report the full name of the
fund, not just the general family fund name); Holdings of retirement plans, such as 4010k)s or IRAS (list each holding except diversified mutual funds);
Holdings of investment life insurance; Holdings of wariakle annuities; Defined benefit pension plans provided by a former employer (include the name of the
employer.

Reporting Period: 12 months preceding the submission of this Report* * If you had a Mational
EmergencyfCombat Zone Extension, consult your Ethics Official to determine the appropriate reporting period.

E'I;r:spual::-e Asset Name Type of Asset owner Mo Longer Held
A Yahoo Inc. (MYSE) Stock, bond, option or security Self [
A Microsoft Inc, (NYSE) Stock, bond, option or security Mone I
@ Beach Rental, Ocean CIty, MD, LSA Real Estate Joint [
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3. Review the report changes.
& Transactions, Gifts and p &

Compensations are 4. Click eSign at the bottom of the page to signify you have
not compared from the completed your review and are confident there are no conflicts of

lated tt . . L
F;:zﬁfisti e;sftor ? interest. The eSign Report page is displayed.

Financial Disclosure Management

My Reports Assist Filers Management Reports Resources

Review Reports

Report Data Attachments Comments Flags Audit Trail Yiew/Print |Rewiew Status | Compare Previous Reports

Under Review - Ben X, O'Drille, 2008 Mew Entrant OGE 450 Report
esSign Report

Common Questions

Wiew this report + What is the FDOM 24507
+ Are there any penalties
. : : for an incormplete or
Step 1: By eSigning... false reparts
- . _— . . How do I i
By eSigning this report, you are confirming that you have reviewed this report and * ,,eopwort::‘s ﬂ;egusl?ew my
there is no apparent conflict of interest. If there is a conflict of interest it must be
resolved prior to eSigning this report. + Glossary

In accordance with the Digital Signature Act of 1999, I recognize that my
esSignature (Electronic or Digital Signature) shall be given the same legal status as
a signature made with a pen. I further recognize that the eSignature may not be
denied legal effect, validity, or enforceability solely because it is in electranic form. I
hereby consent to the use of eSignature.

I understand that my eSignature is applied to the information that [ have provided
and not the presentation formatting of the information on the screen or printed
page.

Step 2: eSign your report
wWiew this report

<« Back

5. Click eSign. Your review has been recorded. The Review Filers
page is displayed indicating that you have eSigned the report and
it is ready for another reviewer’s action.

6. Click the envelope icon on the Review Filer’s page to notify the
next reviewer that this disclosure report is ready for their review.
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View or Print a Report

At any time, you can view and print a financial disclosure report.
View/Print provides Filers and Reviewers the ability to view and print
the financial disclosure report, report flags, all comments, and any
attachments.

Note:  You may open the disclosure report through View/Print and then move to the specific
Report Data section of the report to add a comment or check Flags.

VIEWING A REPORT IN FDM

1. Click View beside the appropriate report on the Review Filers |
Reports List page.

2. C(lick View/Print.

i i ' ¥ L JITUUY e

My Reports | Assist Filers | My Info Admin | Management Reports | Resources

Review Reports

Report Data Attachments Comments Flags Audit Trail |¥iewfPrint| Review Status Compare Previous Reports

Under Review - Ben X, O'Drille, 2008 New Entrant OGE 450 Report
View /Print

Common Questions

« What iz the FOM e4507

o How do I adjust the
appearance of a Weh
Page when it prints?

FDM e450 Report | “iewPrint

Attachments Mo attachments were Found

+ Glassary

& To view and print
an OGE 450, pop-
up blockers must be
disabled.

& The OGE 450 displays as
a single web page.

Reviewing an OGE 450

3. Click View/Print beside the financial disclosure report.

The financial disclosure report displays in a separate browser
window.
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[DGE Forrm 450, S CFR Part 2634, Subpart I
.S, Office of Governrmient Ethics

Executive Branch CONFIDENTIAL FINANCIAL DISCLOSURE REPORT
Report Year 2008

Reporting Status Arnual Feport Data
Employee's Name Lee, Brock X. Mon-Investment Income
Position/fTitle asdlf A_SS'_E?S_
Grade Go1z Llabl|-ItIE!S .
Cutside Positions
Agency Agreements or Arrangerments
Branch/fUnit and Address asdf (Comments)
Addrl ) .
A Gifts and Travel Reimbursements
City, AK, US&, 00000-0000 e ol
Wwork Phone 000-000-0000 Comments
E-mail Address training_450_29aus. army. mil Flags

Audit Trail
Review Status

Date of Appointment

if Special Government Employee o
(SGE)

If an SGE, Mailing Address
(Mumber, Street, City, State, ZIP
Code)

Date Received by

Agency 2f2252003
eSigned in FOM by:
Lee, Brock X,

Employee Signature User 10
2fzzf2008

Part I: Mon-Investment Income

Source of Income Type of Income Recipient
1 Kroll Inc. Retirement Fund, Mew york, Ry, LSS Pension Plan Payments {other than Federal Government) Self

Part I: Assets

Asset Name Type of Asset Owner Mo Longer Held
1 Beach Rental, Mateo, MC, USA Real Estate Spouse
2 Met Life Insurance Policy Life Insurance (not term) Self
2 T.Rowe Price Capital Appreciati Sector mutual fund Self

Part II: Liabilities

his renort bas no renorted Liahilities

4. Select File | Print and then click Print.
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My Reports Assist Filers

Report Data

Report Data is the main area used for viewing OGE 450 line items
in FDM.

The process for viewing report data is the same no matter what
type of information you need to review.

VIiEwWING LINE ITEMS

Select the appropriate Report Data sections to view detail
information and add comments to specific line items.

P 1 . . AaQc -

My Info Admin Management Reports Resources oq O

Reviews Reports

Report Data | Attachments Comments Flags Audit Trail VYiew/Print Rewview Status Compare Previous Reports

Under Review - Ben X. O'Drille, 2008 New Entrant OGE 450 Report

Getting Starked | | Mon-Investrment Income

[ Liabilities ][ ©utside Pasitions | [ Agreements | [ wrap Up

Assets and Investment Income -

(include the name of the employer).

Instructions: Report for Yourself, Spouse, and Dependent Child: Assets held for investment with a walue grester than $1,000
at the end of the reporting period OR assets held for investment wwhich produced more than $200 in income during the reporting should avoid?
period, including but not limited to: Assets such as stocks, bonds, annuities, trust holdings, partnership interests, life insurance,
investment real estate, or a privately-held trade or business; Sector mutual funds: those funds invested in a particular industry,
business, or location such as ABC Electronics Fund or X% Z Canada Fund (report the full name of the fund, not just the general
family fund name); Holdings of retirement plans, such as 401(k)s or IRAs (list each holding except diversified mutual funds); period and all

Holdings of investment life insurance; Holdings of variable annuities; Defined benefit pension plans provided by a former employer investrment incorme

* What are sorme
common mistakes I

+ Do I have to report all
assets that I owned
during the reparting

zarned during this

Reporting Period: 12 months preceding the submission of this Report* #* If you had a National
Emergency/Combat Zone Extension, consult your Ethics Official to determine the appropriate

period?

* I owned stock in a
company this year, bul

reporting period. I sold it bafors tha an
Asset Name Type of Asset Owner MNo Longer Held of the yvear, wWhen I
& b Fertal. Cn i, M 0 i o sold it, the stock was
each Rental, Ocean o [ Wiew Asset | worth £2,000, and it
= Real Estate Jmint #dd Comment earned $£500 in capital

Durkin 8 Love LLC

gsins. Because I no

Wieuw Asset longer own it, do I still

Private Equity LLC Spouse Add Comment have to report the

Exxon Mobil (WYSE

narne of the cormpany

Stock, bond, option or Wiew Asset on the ©GE Form 4507

Self
security Add Gemment|] |, bo 1 have to report the

Persion Plan (Ermployer o meset value of the assets I

Eroll Inc., Krol Tnc. Spouse report on the formm or
Mame) [Add Comment] the armount of income
] ] ] iows merat that I or my spouse
Met Life Insurance Polic Life Insurance [not term) Self =arns?
Add Comment
v bord = — + Do I have to report
N i e Asse >
Microsoft Inc. (WYSE Stock, band, option or [ viem asset | IRAS?
security sdd Comment . o
e I have only diversified

i Wiern Asset mutual funds in oy
wahoo Inc, (MYSE) fetgih;: bopeliontcmley Self add Comment IRA, Do I have to
i [2dd commant] report the IRA?

«Back

- * I have a 401(k) with
Continue » iy former employear.

& The same Report Data
sections display for
Filers and Reviewers.

@&  You can click the Continue
button to page through the
report or go directly to each
report section

Reviewing an OGE 450

1. Select the appropriate Report Data sections and click View beside
any line item to view the detail information.
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Financial Disclosare Management

Assist Filers Management Reports | Resources

Rewview Reports

Report Data| Attachments Comments Flags Auadit Trail Yiew/Print Rewview Status Compare Previous Reports

Under Review - Ben . O'Drille, 2008 New Entrant OGE 450 Report

Getting starked | | Mon-Inuwestment Income [ Liabilities || Sutside Positions ][ Agreements | [ wrap up

View Asset and Investment Income .

Reporting Period: 12 months preceding the submission of this Report* * If you had a * r:?:,f,;r:nt:?or this
MNational Emergency Combat Zone Extension, consult your Ethics Official to determine the SoefEmE
appropriate reporting period.

s wWhat are sormsa
common mistakes I

Asset Name: Asset Owner: {optional) sheould avoid?
+ Do I have to report all
Self [Jloint [OSpouse [CDependent Child assets that I owned
during the reporting
period and all
investrnent incorme

“let Life Insurance Policy

Asset Type: wWere you s holding this asset? eamedd during this
period?
) Stock, bond, option or security ® v O N eI owned stock im =
2 Sector mutual fund == o cormmpany this vear. bul
I sold it before the en
& Real Estate of the year. When I
ity sold it, the stock was
) worth $2,000, and it
State:| -SELECT- » earnaed $5S00 in capita

gains, Because I no

i| -SELECT- |
Courtryg: longer own it, da I stil

2 Privately held trade or business have to report the
- MERRD = Ahe EERREERY
Description: on the ©GE Form 4507
&) Life Insurance (not term? s Do I have ta report th
walue of the asset=s I
O Annuity FeEER s dne e S
2 Retirement Plan or Account {e.g., 401 t:e amount of income
that I or my spouse
(k). IRA) earns? vER
2 Pension Plan (Emplover Mame)
+ Do I have to report
Ermle: Do lt!
Marme:
o & have enly dversiied
2 Trust mutual funds in My
; IRA. Do I have to
& Other (Partnership, LLC, S Corp, etc.) report the TR
Describe: + I have a2 401Ck) with

rmy former emploger.
Arn I required o repo

the 401(k) on the

2. Review the information. Click Back when complete to add a line
item comment or click through the other Report Data sections to
review.

Reviewing an OGE 450
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Report Comments

ADDING LINE ITEM COMMENTS

Comments can be added to specific line items or to the OGE 450
report overall. A comment should be included as part of the OGE
450 of record, if it is a substantive comment that provides additional
information, a clarification, or a correction that materially affects the
data reported on the OGE 450.

1. Select the appropriate Report Data section.

d 1 J " - 0 wful~ 2
My Info Admin | Resources | Management Reports oa D
Report
Data
Under Review - Cherri X, Lolar, 2008 Incumbent 5F 278 Report
& & & & & & & & &
Getting Started || Azsets ” Sther Incorme || Transactions || Gifts, etc ” Liabilitie= I Agreernents | Fositions || Wrap Up I

Agreements or Arrangements

Common Questions

¢ Wwhat are exarmples of
reportable agreerments
ot arrangerments?

Instructions: For yourself only, report any agresments or arrangements for (1) future employment; (20 a leave of

absence during your period of Government Service; (3) continuation of payment by a former employer (including severance

payments) other than from the U.S. Government; and, (4) continuing paricipstion in an employee benefit or welfare plan .

mairtained by & former employer other than LS. Government retirement benefits. Mo report is required regarding any| |[* B= I need to disclose
. " saverance

agresment of arrangement entered into by & spouse o dependent child.

agreements?
Reporting Period: From 01/01/2007 through your filing date. ¢ Do I need to disclase
Parties Type of Agreement Status and Terms Date S SFEMEETSRES F

agreements with a

kroll Inc., Meww Continuing participation in Contllnumg ptartEpattl_on Inl i 10/2005 iew future employer?
York, MY, LSS Ernployes Benefit Plan BMpIOYer s SLOCK option plan Tor #Add Comment|| |4 Do I need to disclose
next 4 years. rmy participation in a
United States

<«Back Continue » Slc;'\;ejrnment ben=fit

4 ‘What is iy Filing
Date?

4 Country Code
Refarence

¢ Glassary

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

2. C(Click Add Comment beside the appropriate line item in the
Report Data. The Add Comment page is displayed.
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Financial Disclosure Management

My Reports | Assist Filers | My Info Management Reports | Resources
Review Reports
Report Data | Attachments Comments Flags Audit Trail ¥Yiew/Print Rewiew Status Previous Reports

Under Review - Ben X. O'Drille, 2008 Annual OGE 450 Report
Add Comment

Common Questions

+ Wwhat iz the OGE 450 of
Agreement - - Record?
- Type of Agreement or Terms of Agreement or
PEFRIIEE Arrangement Arrangement Lats e When should a

cormnrment be part of the

i i OGE 450 of R dz
ot o | ST g b e oS
York, MY, USA Py g

payrments )

Continuing participation in employer's
severance plan for next 36 months, » Glossary

Comment on: Agreement (Limit 500 characters)

Date: 10/02/2002 Author: Dan O, Lyons
OGE 450 of Record: [ rInclude as part of OGE 450 of Recard)

You must also report your severance infarmation as receivable in the
Cther Income section of your repurt.|

l Save ] ’ Cancel J

3. Review any existing Reviewer or Filer comments, type your
comment and then click Save.
& Only select, Include as
part of the OGE 450 of
Record if you want to
include permanently
with the report.
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ADDING A REPORT COMMENT

1. From anywhere within the Report Data, click Comments at the
top of the page. The Comments page is displayed.

1 ¥ L J * 1 Qe e,
My Reports | Assist Filers | My Info Admin | Management Reports | Resources
Review Reports
Report Data Attachments | Comments| Flags Audit Trail ¥Yiew/Print Rewiew Status Previous Reports

Under Review - Ben X, O'Drille, 2008 Annual OGE 450 Report

Comments .
(listed in reverse chronaological arder) * What is the difference
Auth C t| Li between a cornment on
Author u Ior Date emmen ine Category Comment Text a Report and a
Role On Item cormmrment on a line
. itern?
Lyons, Dan D. Reviewer | 10/03/2002 | Agreerment | Krall Y¥ou must also report
Inc. YOLIr severance » What is_)the OGE 450 of
information as receivable | =2 ReEER
!
in the Other Income * Glossary
section of your report,

[ Add Report Comment ]

2. C(Click Add Report Comment. The Add Comment page is
displayed.
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Financial Disclosure Management

My Reports | Assist Filers Management Reports | Resources
Review Reports

Report Data Attachments |Comments| Flags Audit Trail YiewfPrint Review Status Previous Reports

Under Review - Ben X, O'Drille, 2008 Annual OGE 450 Report
Edit Comment

Common Questions

¢ What is the OGE 450 of
Comment on: Report (Limit 500 characters) Record?

+ When should 2
Date: 10/03/2008 Author: Dan D, Lyons comment be part of the

OGE 450 of Record: [ (Include a3 part of OGE 450 of Record) OGE 450 of Recard?

There are a humber oftechnical errars and substantial discrepancies on + Glaszary
yout financial disclosure repaort. Withou full disclosure, | cannot analyze
your repart for potential conflicts of interest. Please reposnd to these
errors and discrepancies. Ifthe issues are unclear please call me at oo
woot0a | cannot cerifiy your report until all issues are addressed.

[ Save ] [ Cancel J

3. Type your comment and then click Save. The Comments page is

displayed.
1 i ) 0 * i Q¢ -
My Reports | Assist Filers | My Info Admin | Management Reports | Resources a0 D

Reviews Reports

Report Data Attachments |[Comments | Flags Audit Trail ¥Yiew/Print Review Status Previous Reports

Under Review - Ben X. O'Drille, 2008 Annual OGE 450 Report

Comments
(listed in reverse chronological order) + what is the difference
N between a comment on
Author Author Date Compremt | e Category Comment Text a Report and a
Role on Item cornment on a line

Lyons, Dan D. Reviewer | 10/03/2002 | Report There are a number of itern?
technical errors and + What iz the OGE 450 of
substantial discrepancies Record?
on your financial v Glossary
disclosure report,
wyithiow full disclosure, T
cannot analyze your
report for potential
conflicts of interest.
Please reposnd to these
errars and discrepancies,
If the issues are unclear
please call me at wwx-
-0, I cannot
certifiy your report Lintil
all izsues are addressed.

Lyons, Dan D, Reviewer | 10/03/2008 | Agreement | Kroll You must also report

Inc. YOI SEverance

information as receivable
in the Other Income
section of your report.

Add Report Comment

Reviewing an OGE 450 1
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Notes

The Notes tool allows 450 certifiers to attach an electronic “post-it”
note to a report to indicate that there are items within the Filers report
@ These “Reviewer” notes  that require a follow up before the report can be certified. Notes can

do not appear on the be added at any time within the report review process.
Filer’s report.

Once a Note is added, the report is moved from the 450 Certifier’s
Worklist to the Manage Exceptions list. Reports with Notes remain on
the Manage Exceptions list until the report Note is Closed or Deleted.
Supervisors will still see the report within their Worklist and can still
conduct their review and eSign reports that have report Notes.

ADDING A NOTE TO A FILER’S REPORT

1. Select the Notes tab.

0 0 |J 0 S 0 wflal- .

My Info admin Management Reports ResOoUurces og O

Review Reports

Report Data a&ttachments Comments Flags Audit Trail Yiew/Print Review Status Previous Reports | Notes
Mot Started - Ty X. Coone, 2008 Annual OGE 450 Report
MNotes
l Startiadd More Motes J [ Cancel Changes ] [Save]

Instructions: Use this page to make notes for follow-up action or other use as you review this report.

Motes  (Limit 10,000 characters)

Q232008 by Ross_3, B X - |Filer listed an asset: "Schwab IRA" without reporting its underlving holdinas. asked Filer to
amend and add the underlying holdings using Schwab IRA - underlying holding name.
Explained Filer should not report diversified mutual funds held in their Schwab IRA,

2972 Characters Remaining of 10000

< Back [ Close Motes ] [ Delete Motes ]

2. C(lick Start/Add More Notes to add a note with a timestamp. A
new section is added to the Notes box, displaying your user name
and the current date.

3. Type your note and then click Save. The report is now moved
from your Worklist to the Manage Exceptions list.

4. To add more report notes, click Start/Add More Notes again.
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Reviewing an OGE 450

Editing Report Notes

You can edit any report Notes text at any time by clicking within
the Notes textbox.

Close and Delete Report Notes

To remove a report from the Manage Exceptions list that has a
report Note, a 450 certifier can:

¢ Close the existing Notes
¢ Delete the existing report notes
Closing and/or deleting report notes moves the report back to the
450 Certifiers Report Worklist.
Closing Report Notes

Close a report Note to indicate that the report is not ready for final
review. Closing report Notes retains any notes that were added to the
report for historical purposes.

Deleting Report Notes

Deleting report Notes removes all report Note text. You can view
the report’s audit trail to determine if a report note was deleted.

183



Financial Disclosure Management

Reviewer’s eSign

eSign, End Initial Review, Request Filer
Amend Notify

As a Reviewer, when you “sign off” on a report it indicates you
determined the Filer has no conflict of interest, or that conflicts of
interests are resolved by the means authorized in the appropriate
ethics rules. Before signing off on a report, you must take the
appropriate steps to resolve any apparent conflicts of interest.

1. When you have completed your review, click eSign in the Report
Data section.

Financial Disclosure Management

My Reports | Assist Filers Management Reports | Resources
Review Reports
Report Data| Attachments Comments Flags Audit Trail ¥YiewfPrint Review Status Previous Reports

Under Review - Ben X, 0'Drille, 2008 Annual OGE 450 Report

. o . o . .
v v v v

v v v

Getting Started || Won-Investment Income || Azsets ” Liabilitie=s || Outzide Pasitions || Agreements || Gifts |

Reviewer's Wrap Up

This report is under review. The next steps to finish the review of this report are: s What am I detarmining
when reviewing a Filet's

financial disclozure
report?

4 Click "Continue” to proceed fo the report's Review Status,
# Complete your review, - Elneses
% oSign the repart if you are a designated signer.
¢ Notify any subsequent reviewesrs,

2. [If there are now flags to review, click Continue. The Review
Status page displays.
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Finunciul Discivsure Management

Ethics Training Management Reports Resources

_Ilewiew Reports

il ar

| Report Data || Attachments || Comments. || Flags || Audit Trail || View/Print || Review Status || Previous Reports || Notesl

E 450 Certifier

Under Review - Raine X. Storm, 2010 Annual OGE 450 Report

Review Status

— Report Progress

— Due Date & Extensions

Assigned: Mo |Assign Current Due Date: 02/156/2010
Filer Started: 10/04/2010
Filer eSign and |View.l’Edit Due Date & ExtensiDnsl
Submittl_?d' 10/04/2010

- No extensions have been recorded.
Amended:
Completed:

iAdrnin ClnseHDelete“ Request Filer Amend HEnd Initial Review“esign and Cnmplete|

Show Review Chain Controls

Disclosure Report Reviews

Review Chain Audit Trail

Currently

Reviewer A igned

Reviewer End Initial

‘Notify|

‘eSigned{Signatures

Common Questions

¢ What is the difference
betwsen Review Date
and Signature Data?

¢ What is the Amended
date and how does it
differ from the
Submitted Date?

# When should an
Additional Reviewer be
added?

% Glossary

Role Tvpe Review Dates
At this point, you can opt to End Initial Review, Request the Filer
@ Do not click eSign, if Amend, eSign or Notify another Reviewer that you have completed
you want the Filer to your review of this financial disclosure report.

make changes prior to
you completing your

review.

& For additional
instructions on
reviewing an OGE 450
report, go to the FDM
Website and select
Resources under Help &

Support. https://www.

fdm.army.mil


https://www.fdm.army.mil/helpSupport/resources.htm

Financial Disclosure Management

NOTIFYING THE NEXT REVIEWER

One reviewer may notify another reviewer to review a report by
using the Notify feature on the Review Status page.

1. Click the envelope icon beside the next appropriate Reviewer
of this report. An e-mail is automatically sent to the selected
Reviewer indicating that the disclosure is awaiting their review in
FDM.

ENDING INITIAL REVIEW

A reviewer can End Initial Review to signify that they have
conducted an initial review of a financial disclosure report and stop
the Days in Review counter. Ending Initial Review is not the same as
eSigning a report in that it does not sign the report. You can still add
comments to the disclosure after you have ended your review.

Note: To comply with the Office of Government Ethics’ 60-day review requirement, initial
review must be completed within 60 days after the Filer’s report submission.

1. On the Review Status page, click End Initial Review. A message
displays indicating that if the filer amends this report you will
need to review the report again.

2. C(lick OK to end your initial review. The Review Status page is
displayed.
Note: The Days in Review counter does not stop when a reviewer clicks the End Initial

Review button. Days in Review only stops after a certifying authority eSigns and
Completes a report.

REQUEST FILER AMEND A REPORT

450 Certifiers and their ECs can request a filer amend their report
directly from FDM. FDM adds a report comment to the report once
an amendment is requested. The reviewer can also add this comment
as a Note for the report. The amendment request information then
prepopulates into and e-mail that the reviewer sends to the Filer
through the reviewer’s e-mail application. Once the reviewer clicks
Request Filer Amend, the report is only accessible on the Manage
Exceptions page.

Note: Legal Reviewers can only request an amendment if the report has a status of Under
Review.

1. On the Review Status page, click Request Filer Amend. The Add
Report Comment and Note page is displayed.

2. Type any additional information in the comment about the
requested amendment and then copy and paste this comment
into the Notes text box.
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3. Click Continue. Your e-mail client opens with a default message
to the Filer about amending their report in FDM.

4. C(lick Send.

Determining if an Amendment was Requested

The Notes column on the Manage Exceptioins display of
reports will reflect the most recent Note on a report. If that is the
“amendment requested” note you will see it as shown below. To
determine if an amendment was requested for a specific report:

5. Goto My Reviews | Manage Exceptions.
6. Click View beside the appropriate report.

7. Click the Comments tab to review the amendment request.

Note: A report that has an Amendment Request will remain on the Manage Exceptions list
until the report is certified in FDM.
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& Do not click eSign, if
you want the Filer to
make changes before
you finish your review.

ESIGNING AN OGE ;45

Although you can eSign the report from the Review Report

page, it is recommended that you view the report to ensure that the
corrections were made.

1.

Click eSign at the bottom of the page to signify you have

completed your review and are confident there are no conflicts of
interest. A message confirming that you have reviewed this
report and there are no conflicts of interest is displayed.

2. Click OK. The eSign Report page is displayed.

q a4 LJ » & q apal- .,

My Reports Assist Filers My Info Admin Management Reports Resources
Review Reports
Report Data Attachments Comments Flags Audit Trail Yiew/Print |Rewview Status | Previous Reports

Under Review - Ben X. O'Drille, 2008 Annual OGE 450 Report
esign Report

Common Questions

Wiew this report + What is the FOM 24507
* Are there any penalties

. i i far an incoamplete ar
Step 1: By eSigning... false reports
* How do I review miy

By eSigning this report, you are confirming that you have reviewed this report report's flags?

and there is no apparent conflict of interest. If there is a conflict of interest it
must be resolved prior to eSigning this report. * Glossary

In accordance with the Digital Signature act of 1999, I recognize that my
eSignature (Electranic ar Digital Signature) shall be given the same legal status
as a signature made with a pen. I further recognize that the eSignature may
not be denied legal effect, validity, or enforceakbility solely because itis in
electronic form. I hereby consent to the use of eSignature.

I understand that my eSignature is applied to the information that I have
provided and not the presentation formatting of the information on the screen
or printed page.

Step 2: eSign your report
Wiew this report

<« Back

3. Click eSign. Your review has been recorded. The Review Status
page is displayed indicating that you have eSigned the report and
it is ready for another reviewer’s action.

4. C(lick the envelope icon to notify the next reviewer that this
disclosure report is ready for their review.
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OGE 450 Certifying Authorities

FDM currently requires both the Filer’s Supervisor and 450
Certifier to review and eSign a report before the review is considered
complete.

OGE 450 Certifying Authorities may take one of four actions for a
report that has a Review Status of Under Review: End Initial Review,
Request Filer Amend, eSign and Complete and View. A 450 Certifier
will not be able to eSign and Complete a disclosure report until it has
been eSigned by the Supervisor.

A 1 . L] L 1 LR LN o
My Info Admin Resources Management Reports
Reports List
Review Reports - Worklist View Mode
@« what
"End"
— 1= OrgUnit Yiew Mode @ what
o rmean
 wWhat
— Search Arnen
Progrs
My Roles: Form Type: Year: Reporting Status: Review Status: Action: o H y
[450 certitier |~ | [ooE4s0 ~ | [al ]| (Al ~ | | Under Review ~| e - o
rme if
Last Mame than
Starts With: Last Name: First Mame: o what
v| | | Repo
@ Gloss
Search Re=set
%Prinber—Friendlv Take Surwey
1to 50f 5 Items per page:
. A My Rewiewsf
A Oorg A Form Reporting Review s A
rier A SUpervisor YD rear
Filer a Unit Supervisor Tyne Year Status Status Submitted Sllill:;'laﬂttl;.ll’e
My Role: 450 Certifier
i v
Baog Balt L D End
Baltimore | Lyons, Dan i i
2006 LMOre | Lons. AN | geeq4s0 | 2007 | snnosl Under Review |05/14/2008 Feview
Winnie RO [m) =
eSign &
Complete
i
; Under Review End
Baltimore | Lyons, Dan i
% Egt'm':‘re :50”5 Dan | neeasn | 2007 annual Arnended 0S/14/2008 Review
=And B o 05/ 14/2003 eSign
Complete
C Balti L D e
Baltimore | Lyons, Dan i
CONe ALMAre | LYons, Dan | n5e450 | 2008 |Mew Entrant | Under Review | 0S/14/2008 End
Ty X RO [m) Review
R Balti L D e
Baltimore | Lyons, Dan i
CIe0 SHMare | Lyons, Jan | ogeqs0 | 2006 annual Under Review |0S/14/2008 End
AIF A RO [} Revi
iz
Field Description
End Initial Review To signify that you have conducted an initial review of a
financial disclosure report and stop the Days in Review

counter.

Request Filer Amend |To notify a filer to amend their report directly from FDM.

eSign & Complete To indicate the certifying authority certifies the OGE 450.
View Allows you to review the financial disclosure report
online.
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Review an Amended Report

If you have reviewed an OGE 450 report and requested revisions,
you will receive an e-mail notifying you of when the Filer has made
the necessary corrections, signed and resubmitted his/her report for
your approval.

The Supervisor must eSign the report again when a Filer amends a
financial disclosure report in FDM.

Review Process Flow

The process for reviewing an Amended OGE 450 includes the
following tasks:
& The reviewer may

receive an e-mail Reviewing an Amended
containing a request to OGE 450
review a Filer’s financial

disclosure report in ¢ The Reviewer identifies the Filers who need their report
FDM once a Filer has . d in FDM

eSigned and submitted reviewedin )

their report in FDM.

¢ The Reviewer gathers any review aids for reference such as, the
Filer’s previous financial disclosure report, ethics agreements,
agency list of contractors, etc.

¢ The Reviewer logs in to FDM.

¢ The Reviewer tracks Filer reporting activities.

¢ Reviewer reviews their Review Reports list.

¢ Reviewer selects a report to review.

¢ Reviewer checks the report’s Audit Trail

¢ Reviewer eSigns and ends their review.

¢ Reviewer makes/adds comments where necessary.

¢ Reviewer eSigns and ends their review.

Note: An e-mail notification is sent to the selected reviewers indicating that they can begin

their review process.
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List Only Disclosures that you need to eSign

My Reports | Assist Filers | My Info Admin | Management Reports | Resources

Review Reports

Review Reports - Worklist View Mode

~ = OrgUnit Yiew Mode -
- "
— Search -
My Roles: Form Type: Year: Reporting Status: Review Status: Action: M
[supervisor | [aLL | A v (A | [aLL ~ | | esign - *
Last Name - H
Starts With: Last Name: First Name: !’;
I ~ | | | d
Search Feset * :
- 3
& Printer-Friendly
1to1lof1l Items per page: RISUESS 1
i . | My Review/
Assigned | Filer« |0Orqg Unit |Supervisor ﬁ_o_rr: Year R%ﬂgm‘:q Rsi:;?_l‘: [I;::isell:: Sig::tll.?::a -
1¥pe Date
|My Role: Supervisor |
Wien
i . Under Rewiew Assign
Mo ge%”}'.'(e g%’t'ﬂ proneban | oceasn | 2008 | Annual Armended 0 105/63f2008 | =sian
RO o 10/03/2008 End
Rewiew
1to1lof1l Items per page: RISUESS 1
1. In the Search area select the following and click Search.
- ROLE - Supervisor, 450 Certifier
- FORM TYPE OGE 450
& Disclosures are grouped - YEAR - The report year
by your FDM role.
- REPORTING STATUS- All
Ifyou have multiple FDM - REVIEW STATUS - Under Review
roles you may see that
same disclosure listed - ACTION - Action Reqmred
ote: To list the amended reports at the top of your list, click the Review Status column title.
two or more times on the N To list th ded rep he top of y li lick the Review S 1 it
Worklist page until you
have completed your You will notice the Review Date for the report you previously

reviewing activity for that  reyiewed is crossed out. This indicates that the report was amended

disclosure in one of your 1§ needs to be reviewed once again.
FDM roles.

2. Click View beside the appropriate report. The Getting Organized
page is displayed for the report you are reviewing.
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REVIEWING A REPORT’S EVENTS

Audit Trail

In FDM, the Audit Trail time stamps report activities. Review
the Report’s Events to verify if your recommended changes where
made by the Filer. Review the Report’s Events to verify if your
recommended changes where made by the Filer.

3. Click Audit Trail. The Audit Trail page is displayed.

1 1 . L] L 1 LA o

My Reports | Assist Filers | My Info Admin | Management Reports | Resources o0 [

Review Reports

Report Data Attachments Comments Flags | Audit Trail| Yiew/Print Review Status Previous Reports

Under Review - Ben X, O'Drille, 2008 Annual OGE 450 Report

Audit Trail .
. Glassary
(listed in reverse chronological orderd

Date Role Mame Event
10f03/2002 14:02 | Filer O'Drille, Ben X, | E-Sigrned
10/03/2008 14:08 | Filer O'Crille, Ben ¥. | Recertified Report
10f03/2002 14:06 | Filer 2'Drille, Ben X, | Added Incorme Wiew Event
10/03/2002 14:06 | Filer 2'Drille, Ben X, | Amended Report
10/03/2002 14:06 | Reviewsr | Lyons, Dan D, | Ended Review
10/03/2002 13:50 | Reviewer |Lyons, Dan D, | Added Cormment | Miew Ewent
10/03/2002 12:48 | Reviewwer |Lyons, Dan D, | Added Cormment | Miew Ewent
10f03/2002 13:42 | Filer O'Drille, Ben X, | E-Sigred
10/03/20028 12:42 | Filer O'Drille, Ben ¥. | Submitted Report
10f03/2008 13:29 | Filer O'Crille, Ben . | Created Report

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

Reviewing an OGE 450

4. Review the Report’s Events to verify if your recommended

5. Click View Event to view an event’s details.

changes where made.
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My Reports

Reviewer’s eSign

6. Click Report Data and then eSign. The Reviewer’s eSign page is

displayed.

7. Click Continue. The Review Status page is displayed.

My Info

Admin

Resources

Management Reports

Rewviews
Status

mroga

uUnder Review - Sandy Beache, 2007 Annual OGE 450 Report

Report Progress

Show Review Chain Controls

Review Status

Created: os/14/2002
Filer eSign and Submitted: 05/14/2002
Amended: o0s/15/2002
Completed:

eSign | | End Rewiew

Disclosure Due Date
02/15/2007

Mo extensions have been recorded.

Disclosure Report Reviews

Reviewer Currently Assigned A Reviewer End A A
Role Reviewer MNotify Type Reviews esigned/Signatures
Supervisar Dan O Lyons 4 Organization Sl =
byors, Eatr
B
STt
Supervisar E ¥ Ross <4 4 Organization
SLC
450 Certifier E ¥ FRoss 32 2= COrganization

Common Questions

+ Wwhat iz the difference
between Raview Date
and Signature Cate?

+ What iz the Armmended
date and how does it
differ from the
Submitted Date?

« Gloszary

8.

Click eSign.

9. Click Notify to let the next reviewer know this disclosure report
is ready for their review.

10. Click Report List to continue reviewing financial disclosure

reports in FDM.



Financial Disclosure Management

Reviewing an OGE 450

Administratively Closing a Report

Administratively closing a report will reduce the effort in
managing the OGE 450 filing process by ‘hiding’ reports which should
not or cannot be certified. Only 450 Certifiers, 450 Certifier ECs, 450
Certifier Assistants, can perform this function.

Incomplete or Not Started Reports

When a Filer is assigned a report, the expected outcome is a
certified report. However, there are instances where the Filer does
not start or complete the report. For example, the Filer has moved out
of that organization where the report was originally assigned or has
started a report that has not been assigned and should not be filing a
report.

There are also instances where a reviewer has not signed off on
a submitted report, and the report never progresses to final legal
certification.

Using Manage Exceptions to Locate Reports

The majority of these reports will appear on the Manage
Exceptions List. However, some reports that may have to be
administratively closed can appear on the Reports Worklist (a report
assigned or started erroneously that is not 30 days past due). This
new functionality enables certain reviewers to remove these reports
from their worklist. However, this report WILL display on the Review
Reports - Org Unit View mode.

When a report is administratively closed, the following applies:

¢ All Reviewer actions (excluding “Complete Without Signature”)
are enabled for a report based on its review status.

¢ The Filer of a report that is administratively closed will still have
the capability to take action (edit, submit, amend, and recertify) on
the report.

¢ Administratively closed reports will appear on the Filer’s list of
their reports and can be used to prepopulate.

¢ If an administratively closed report with a status of “Draft” or
“Amendment in Progress” does get submitted/recertified by the
Filer, the report will no longer be marked as administratively
closed.

¢ If the certifying official certifies an administratively closed report,
the report will no longer be marked as administratively closed.
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ADMINISTRATIVELY CLOSE A REPORT

To close a report:

1. Select the My Reviews / Manage Exceptions tabs. The Reports
that Need Special Action page is displayed.

2. Set the search criteria to the appropriate Role and Year, and then
click on the Search button. Results of the search criteria are

displayed.
0 5 |J " ¥ \ Q¢
My Info Admin | Ethics Training | Management Reports | Resources ng O

Manage Exceptions

Reports that Need Special Action

Search
My Roles: | 450 Certifier % | yeap: | 2008 v Search | | Reset

1 to 49 of 49 Items per page:
- . Notes
- . - . D aq p R - S
Assigned Filer Org Unit| Supervisor POC(s) Year Reporting | Exception Days in Review « |[Description
Status Reason (partial)

My Role: 450 Certifier

View
Hamitton 3 Bago, Winnie Graham, Filer not
Yes LX AMC HQ X Anna X 2009 |  Annual eSigned ﬁRt.amD\re
h— ssignment
Hamilton 4 Bago, Winnie| Graham Filer not =
namicon <. bago. winnig
Yes LX AMC HQ X Anna X 2009 | Annual Started ﬁRt.amD\re
— ssignment
Yes Hamitton 5. AMC H Bago, Winnie Graham, 2000|  Annual Filer not Rwew
LX ANCHQ |y Anna X Started PRt
ssignment
Hamilton 6, Bago, Winnie Graham Filer not =
namicon o, Bago. Winnie
Yes LX AMC HQ X Anna X 2009 | Annual Started Remove
—_ Assignment
Hamitton 7 Bago, Winnie Graham Filer not
Yes T | AMC HO - s 2009 |  Annual P Remove

3. C(lick on View next to the report you wish to close. The Getting
Organized page is displayed.

4. C(lick on the Review Status tab.
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0 o |J » i ¥ QO -,
My Info Admin Ethics Training Management Reports | Resources
Review Reports
Report Data Attachments Comments Flags Auadit Trail View/Print | Review Status | Previous Reports

Under Review - L X. Hamilton_3%, 2009 Annual OGE 450 Report
Review Status

E 450 Certifier &) vow DoI... !

Report Progress Due Dates & Extensions ———————— .
Assigned: Yes A:;‘ia;{’r::nt Current Due Date: oz2/17/2009
Report Due Date: 02/17/2009

Filer Started: o7/01/2009 -

Filer eSign and Submitted: |wiew/Edit Due Date & Extensions|

Amendment in
progress

Amended: Mo extensions have been recorded. Py

Completed:

|Admin CIDSB”CDmpIetB wio Signaturel

Disclosure Report Reviews

Showr Review Chain Controls Review Chain Audit Trail —
- Currently Assigned - Rewviewer End - -

Reviewer Role Reviewer Motify Tone Reviews eSigned/ Signatures
Supervisor Winnie X Bago =] | Organization

Supervisor SLC Gladys X Frydey =5 Organization

450 Certifier Bob X Sledd 2= Organization

Ethics Baum, Adam X. =i
Counselor

5. On the Review Status page, click on the Admin Close button.
The Confirm Administratively Closing this Report page is
displayed.

6. Enter a reason for closing the report in the Reason text box.

Reviewing an OGE 450 196
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My Info

7.

Admin

If the report should be counted as an assigned report for
compliance purposes, select the Yes radio button. In most cases,
No would be selected and is the default.

¥ L UL g

Ethics Training | Management Reports | Resources

Review Reports

Report Data Attachments Comments Flags Audit Trail View/Print | Review Status| Previous Reports Motes

Under Review - L X. Hamilton_3, 2009 Annual OGE 450 Report

Confirm Administratively Closing this Report

Please provide a reason for administratively closing this report.

Reason: (Limit 500 characters)
Report Adminigtratively Cloged: Filer has retiretl.|

(445 Characters Remaining of 300)

Reviewing an OGE 450

Click on the Confirm button. A message displays confirming that
you wish to close this report.

Click OK. You return to the Review Status page. The report has
been administratively closed.
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Reviewing an OGE 450

Supplemental Report Comments
and Attachments

At times, reviewers may want to include additional report
information after a report review is complete (e.g., a disqualification,
an ethics agreement). In FDM, Supervisor reviewers, 450 Certifiers,
450 Certifier ECs and 450 Certifier Assistants can add this
supplemental information through report comments and report
attachments.

Important Information

¢ Adding supplemental information to a completed report does not
remove any of the report signatures or change the report’s status
in FDM.

¢ Only the person who attached or added the supplemental item
can replace/edit or delete it.

¢ Supplemental items are not part of the “report of record” and
therefore do not print on the e450 report.
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ADDING SUPPLEMENTAL INFORMATION

Financial Disclosare Management

My Info Management Reports Resources

Reviewvw Reports

Review Reports - worklist View Mode -
COIT

5 DrgUnit ¥Yiew Mode = what d

o e "End Re
Search - what d
7

My Roles: Form Type: Year: Reporting Status: Rewview Status: Action: rm=an
[as50 certitier v | [oeEdso v [aL | [aL ~ | [complete ~| [ac ~ o Wil el
in Progi
Last Name * How do
Starts With: Last Name: First Name: reports
| = | if I haw
| | | e il
- What d

Reset e

+ Glassar

& Printer-Friendly

1to 5 of 5 Items per page:
- R My Review/f
Assigned | Filer« |Org Unit|Supervisor ?—rr.r; ¥ear Resl:‘l:g:;t;:q F;‘:;::Esw ?12:?31‘: SigDnaatt:re
My Role: 450 Certifier |
Eago 5 i
e ealtimmore | Lyorns, Dan
Mo winnie | Batmere |Lvons, Dan | oggasp 2008 | annual Complete a 09/15/2008
Bago., q i
e Baltimore | Lyons, Dan
Mo Winnie s OGE450 | 2002 Arnnual Complete [u] o7 f0s/200 =
¥ RO D
. Completed
ves Coone. | Baltimore |Lvons. Dan | gaeqso [zooe | annual Withaut o 0&/26/2008
—— e = Signatures
F—_ . Completed 3
O'Drille Ealtirmore | Lyons, Dan
[ [a] = DGEASO | 2006 Arrual without o 05/26/2008 =
e — o Signatures
S N Completed i
2Dl Baltirmore | Lyons, Dan e 5
Mo Ben X RO o OGE4S0 | 2008 Ertrant Wlthljut u} asf26/2008
e == Signatures
1to 5 of 5 Items per page: RIS 1

1. Inthe Search area select the following and click Search.

ROLE - Supervisor, 450 Certifier, 450 Certifier EC, 450 Certifier
Assistant

FORM TYPE - OGE 450
YEAR - The report year
REPORTING STATUS- All
REVIEW STATUS - Complete
ACTION - All

2. Click View beside the appropriate report. The Getting Organized
page is displayed for the report you are reviewing.
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At this point, you can add either additional report comments or
attachment that provides additional information, a clarification, or a
correction to your completed report.

Supplemental Report Comments

1. Click the Comments sub-tab. The Comments page is displayed.

i i ' ¥ £ TPPRILY L™ o

My Info | Resources

Reports List

Report Data Attachments [Comments| Flags Audit Trail Yiew/Print Review Status

Complete - Winnie X. Bago, 2006 Annual OGE 450 Report
Comments

Common Questions

+ What is the difference

between a cormment an
This report has no Comments. a Report and a
comment on a line
itern?

+ What is the OGE 450 of
Record?

Add Report Comment

* Glassary

2. C(Click Add Report Comment. The Add Comment page is
displayed.
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i i ' ¥ ¥, i Ll L E

My Info Admin | Management Reports | RESOUrces

Review Reports

Report Data Attachments | Comments | Flags Audit Trail Yiew/Print Review Status Previous Reports HNotes

Complete - Winnie X. Bago, 2006 Annual OGE 450 Report
Add Comment

Common Questions

+ What is the OGE 450 of
Comment on: Report (Lirmit 500 characters) Reacard?

+ Wwhen should a
Date: 09/17/20028 Author: B X. Ross_3 comment be part of the

OGE 450 of Record: OGE 450 of Record?

Filer alerted me that she had received a previously 0 Elleseny
unreported gift, a leather briefcase valued at $350.00 from
Jan Smith. She confirmed that she has no official duties that
involve Jan Smith. I determined that her acceptance did not
create a conflict of interest as long as she took no action on

Save ] [ Cancel J

Security and Privacy Maotice | Help | Accessibility | Developed by: SECOM LCMGC

3. Type your comment and then click Save. The Comments page is

displayed.
q q ] 0 . q 0ae e
My Info Admin | Management Reports | Resources aa 0

Review Reports

Report Data Attachments | Comments | Flags Audit Trail ¥Yiew/Print Review Status Previous Reports Notes

Complete - Winnie X, Bago, 2006 Annual ©GE 450 Report

Comments :
(listad in reverze chrornological arder) + What iz the diffarence
between a carment on
Author Comment| Line Comment a Report and a
Author Role Date On Ttem Category Text e en & Bne
< itern?
Ross_3, B X, Rewiewer [ 02/26/2008|  Report Supplemental | Filer
alerted s What iz the OGE 450 of
me that Record?
she had + Glossary
received
a previou
sy
unreport
ed gift, a
leather
briefcase
valued at
$350.00

Add Report Comment l
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At this point you can edit the comment you just added or add any
additional report comments. Report comments cannot be deleted.

Supplemental Report Attachments

Financial Disclosure Management

Resources

My Info

Management Reports

Reviewv Reports

Review Reports - worklist view Mode

C O

— DrgUnit Yiew Mode - what d
1 "End R
Search = wihat d
B

My Roles: Form Type: Year: Reporting Status: Rewiewr Status: Action: r=an
[ 450 certitier ~| [ocE4s0 ] [aLL =] [aLL ~ | [complete ~ [&LL ~ o b ol

Last Name

- How do

Starts With: Last Name: First Name: .rfe?c;_‘rts
i aw

| 3 | [ | s v
what d

Recet -

+ Glossar

£ Printer-Friendl
1to Sof 5 Items per page: [Euvgs s 1
n s My Reviewf
Assigned | Filer« |Org Unit|Supervisor ?’7"’2 ¥ear Res‘:g:fl's“q g‘:;t'ﬁs‘" ';::isef;‘ SigDnaatt.;_lre
| MMy Role: 450 Certifier |
Eaqo, :
= Ealtimore | Lyons, Dan
Mo ;M R 5 OGE4S0 | 2006 Arnual Complete [u} o9/15/z002
Bago h i
— Ealtirmore | Lyarns, Diarn
Mo ;\flnnle ggt'mc're Ié ons, Dan | oepgen | zoos Arnual Complete o 07 /082002
N Completed
ealtimmore | Lyorns, Dan ) i
Yes f_‘:“:‘;e Egt'm‘:'re :5‘:""5 Lan | nepaso |zo0s | annual without o OB/26/2002
s i = Signatures
e . Completed i
D'Drille Baltirmore | Lyoms, Dan i
Mo Ben X RO O DOGE450 | 2006 Artual Wlthclut o Q6262005
= = = Signatures
et . Completed
O'Drille Baltimore | Lyons, Dan RIS i
Mo Ben X RO 51 OGE450 | 20028 Ertrant Wlthclut [u} 06/26,/2002
_ = Signatures
1to 5 0f5 Items per page: [RlEigss 1
1. In the Search area select the following and click Search.

ROLE - Supervisor, 450 Certifier, 450 Certifier EC, 450 Certifier
Assistant

FORM TYPE - OGE 450
YEAR - The report year
REPORTING STATUS- All
REVIEW STATUS - Complete
ACTION - All

Click View beside the appropriate report. The Getting Organized
page is displayed for the report you are reviewing.
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3. Click the Attachments sub-tab. The Attachments page is
displayed.

Financial Disclosure Management

My Info Management Reports | Resources

Review Reports

Report Data | Attachments | Comments Flags Audit Trail Yiew/Print Rewview Status Previous Reports MNotes

Complete - Winnie X. Bago, 2006 Annual OGE 450 Report

Attachments .

* May I submit my
broker's staterment
instead of entering

Instructions: Mo attachments are required when filing an OGE 450. If you do have something to attach, click "Add each stock and mutual

Attachment" belaw. fund separately?

+ Glossary

This report has no Attachments.

Add Attachment

Sacurity and Privacy Motice | Help | Acceszibility | Developed by: CECOM LCMC

4. C(lick Add Attachment. The Add Attachment page is displayed.
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Financial Disclosure Management

My Info

Management Reports Resources

Review Reports

Report Data | Attachments | Commments Flags Audit Trail Yiew/Print Review Status Previous Reports RNotes

complete - Winnie X. Bago, 2006 Annual OGE 450 Report

Add Attachment

Instructions: Consult your ethics counselor or ethics official for use of this feasture. |

Date:
Originator:

Type:

Motes:

09/17 /2008

Ross_ 2, B =,

> lob Description

» Extension Request

) Late Fee Waiver Request

) Cautionary Motice Sample Template
& Disqualification Sample Template
& other |

| taptianal.

250 char limmit)

Enter filename ta attach or click Browse to select file then click Upload

Filename: | |[(Browse.. |

[ Upload ] [ Cancel J

Common Questions

« May I submit my
broker's statement
instead of entering
each stock and mutual
fund separately?

* Glazsary

Security and Privacy Motice | Help | Accessibility | Developed by CECOM LCMC

5. Select the Attachment Type and then type a brief description of

your file in the Notes field.

6. Click Browse to locate the file you wish to upload to your

financial disclosure report.

7. Once you have found the file, click Upload. The Attachments

page displays.
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My Info

Admin

Management Reports

Review Reports

Resources

Report Data | Attachments | Comments Flags Audit Trail Yiew/Print Rewiew Status Previous Reports MNotes

Complete - Winnie X. Bago, 2006 Annual OGE 450 Report

Attachments
At:::)aal:tlfed Originator Type Name Category Notes
Future Future
Ross 3 g |=Hher s Future  |Ernployrient Ernployrnent Fenlass
09/17/2008 ¥ ! Ermployrnent Agreement for  |Supplemental | Agreerment for 5
. & — ki o elete
Agreement Filer wWinnie Filer Winnie
Bago.doc Bago

Add Attachment

Common Questions

* May I subrmit ry
braker's staterment
instead of entering
each stock and mutual
fund separately?

+ Glozsary

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

At this point, you can Replace, Delete any existing attachments or
add a new attachment.

8. C(lick Continue and then click Save. The Comments page is
displayed.

At this point, you can edit the attachment you just added or add
any additional report attachment.
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Manage Exceptions

The Manage Exceptions tool allows 450 Certifiers to track Filer

and Supervisor Reviewer compliance and to manage reports that
require any special action(s).

Reports display on the Manage Exceptions list if:

¢ OPEN NOTES - The Report has existing Notes that are not
“Closed.”

¢ CZ/NECZ Extension — A National Emergency/Combat Zone
extension has been recorded for the report.

¢ Filer not eSigned - The Filer has not submitted the report in FDM
by the report’s due date.

¢ Supv not eSigned - More than 30 days have passed since the Filer
has submitted (or re-submitted if their report in FDM) and the
Supervisor has not eSigned.

¢ Filer not Started — The Filer has not started entering data into their
report by the report’s due date.

q al D 5 2 TNnAgeme
Reporits that Need Special Action -
Search
”; My Roles: | 450 Cerifier ~ | wear: | 2008 ~| | search | | Reset

1 to 49 of 49

Indicates that the Filer has not
started their report by its due

- NMotes
Assigned Org Unit | Supervisor R—ES':%H'S"“ Description
Status (partial)
[My Role: 450 cCertifier ] |
I I I I 1! oo
1 Indicates the Supervisor has not completed S—— Filer no S e———
their review of this report within 30 days Started
since the Filer submitted the report. r\‘__\
- [ wview |
Yves Hamilton 1. AMC H Bago. Winnie Graham, s009 Pl Supw not 4z e
L X R x Anna X eSigned Assignment
View
This indicates the 450 Certifier added a Open g{ezéfguggbby A:;ie:,'.,':::nt
Yes note indicating that there are items Annual T 1z . - IR asign =
within the report that require follow up complete Complete
before the report can be certified. Motes
[ wview |
Hamilton 3 Bago, Winnie Graham Filer not | _wieo ||
Cx  |AMCc HO
es Lx AMC H x Anns X 2009 Annual eSigned A;Hsiegrr;‘:;’:nt
Visw
Hamilton < Bago, Winnie Graham, CZ/NECZ T
Cwx |AMCHOD =
ves LX AMC H x Anna X 2ooe ___T;L;a_l._——‘ Extension
1
= Indicates that the Filer has not
— Natlo_nal Emergency/Combat Zon_e submitted (eSigned) their report by
extension has been recorded for this report. its due date

Reviewing an OGE 450
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Reviewing Options for Reports that Need
Special Action

From the Reports that Need Special Action page you can:

View Allows you to review the financial disclosure report
online.
Assign Allows you to assign the report to the Filer for

compliance purposes

Remove Assignment Filers are no longer required to file.

End Initial Review To indicate that they have conducted an initial review
of a financial disclosure report.

Notes To view any open notes for the report.

eSign When you have completed your review and are
confident there are no conflicts of interest.

REVIEWING REPORTS WITH NOTES

To complete your review of a report with notes on the Manage
Exceptions list:

1. If a Note exists for the report, click Notes beside the appropriate
report. The Notes page is displayed.

Reviewing an OGE 450 207
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0 0 |J » * 0 wfwf- -,

My Info admin Management Reports Resources og O

Review Reports

Report Data Attachments Comments Flags aAudit Trail Yiew/Print Rewview Status Previous Reports | Notes

Mot Started - Ty X. Coone, 2008 Annual OGE 450 Report
MNotes

[ Start/Acdd More MNotes ] [ Cancel Changes ] [Save ]

Instructions: Use this page to make notes for follow-up action or other use a=s you review this report.

MNotes [Lirmit 10,000 characters]

Q22008 by Ross_3, B X - |Filer listed an asset: "Schwab IRA" without reporting its underlying holdings, Asked Filer to
amend and add the underlyving holdings using Schwab IRA - underlying holding name.
Explained Filer should not report diversified mutual funds held in their Schwah TRa.

9972 Characters Rermaining of 10000

<« Back [ Closerotes | [ Delete Nates |

2. Review the notes. When complete, you can click either Close
or Delete Notes to indicate that the report review can now be
completed. A confirmation message is displayed indicating the
report will now move back to your Reports Worklist.

Reviewing an OGE 450 208
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My Info admin Management Reports Resources og O

Reviews Reports

Report Data Attachments Comments Flags Audit Trail %Yiew/Print Rewview Status Prewvious Reports | Hotes

Mot Started - Ty X. Coone, 2008 Annual OGE 450 Report
Motes

otes have been created. This Report has heen moved to your Manage Exceptions List.

[ Start/&.dd More Motes |

Instructions: Use this padge to make notes for follow -up action or other use as you review this report.

MNotes  (Limit 10,000 characters)

QIZ3IZ008 by Ross_3, B ¥ - Follow up with filer regarding spouse LLP.

Microsoft Internet Explorer

L Do you want o cloge these Motes and move the Report back to your whorkliste,
\-‘QJ All unsaved changes will be saved.
Click '"Ok' to close, otherwise click 'Cancel’.

(834 l [ Carncel

9930 Characters Remaining of 10000

< Back [ cClosendtes | [ Delste hates |

3. Click OK.

If the report is ready for certification, i.e., the Filer and Supervisor
have eSigned:

4. Select the Review Status tab. The Review Status page is
displayed.

5. C(lick eSign and Complete. Your review has been recorded and
the Note is closed for the report.

Reviewing an OGE 450 209



Financial Disclosure Management

My Info

DELETING A REPORT

450 Certifiers and their ECs can delete or remove OGE 450 reports
that are unneeded, erroneous, and/or “Admin Closed.” This feature
allows you to get rid of abandoned Draft reports left in FDM after
a Filer was deleted, as well as incomplete reports that will never be
completed and those reports that are “Admin Closed.

A report is eligible for deletion if:

- the report has a Review Status of Certified Complete and the
date is six years after the last Filer eSign date.

- the report has a Review Status of Completed without signature
and the date is six years after the report completion date.

- the report has a Review Status of Draft.

- the report has a Review Status of Under Review.

Note:

Once a report is deleted from FDM, it cannot be recovered.

To delete a report from the Reports Worklist View or Org Unit view:

H W N =

Admin

Ethics Training

Management Reports

Review Reports

. Click My Reviews | Review Reports.

. Click on the Review Status tab.

. In the Search area select the appropriate filers and click Search.

. Click on View beside the report you wish to delete.

i 3 e
E R

s
T5

ENT-OF :
“E:’“/:és\\la[;:‘\‘ 1o g : 0g O

| Report Data || Attachments || Comments || Flags || Audit Trail || View/ Print || Review Status ” Prewvious Reports || Notes |

mroa

Assigned:

Filer Started:

Filer eSign and
Submitted:

Review Status

Mo |mssign| Current Due Date: 08/31/2010 Submitted Date?
¢ When should an
o9/02/2010 Additional Reviewsr be
|wiew/Edit Due Date & Extensicns| s
09/03/2010

Due Date & Extensions

Under Review - Cara X. Mello, 2010 New Entrant OGE 450 Report

450 Certifier

Report Progress

Mo extensions have been recorded.

Common Questions

< What is the difference
betweaan Review Date
and Signature Date?

< What is the Amendead
date and how deoes it
differ from the

% Glossary

Amended:

Completed:

Show Review Chain Controls

| A&dmin Close | I Deleiel

Disclosure Report Reviews

Review Chain Audit Trail

Reviewer
Role

Currently Assigned
Reviewer

MNotify

Reviewer
Type

End
Reviews

eSigned /f Signatures

Supervisor

TraningFDM X Superwvisor

=]

Organization

Supervisor TrainingFDM X S1C =] Organization
SLC
450 Certifier Toree X \ic == Organization

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

Reviewing an OGE 450

5. On the Review Status page, click on the Delete button. The
Delete Confirmation page is displayed.

210



Financial Disclosure Management

Finunciui Piscivsure Management

Management Reports | Resources ; J':'»
Report Data ||Attachments || Comments || Flags || Audit Trail || View/Print ||Bevie- Slalns” Previous Reports || Notes|
Under Review - Raine X. Storm, 2010 Annual OGE 450 Report

Ethics Training

My Info

Confirm Permanent Report Deletion - Warning

1
A Warning! You are about to permanently delete a report from FDM.
DELETED REPORTS CANNOT BE RECOVERED.

Review the retention rule in & 2634.604 Custody of and denial of public access
to confidential reports before permanently deleting the report from FDM.

[ res, permanently delete this report.

6. Select Yes, permanently delete this report checkbox and then
click the Confirm button.

The report is now permanently removed from FDM.



ReviEwING AN OGE 278

Reviewing a OGE 278

The review process begins in FDM when the reviewer receives
an automated e-mail message indicating that they can begin their
review process. In the Department of Defense (DoD), the Joint Ethics
Regulation (JER) 7-206 requires Supervisors review OGE 278s (except
for Termination reports). Non-DoD agencies using FDM need not use
the Supervisor role in FDM 278.

Supervisors use FDM to review financial disclosure reports online
checking the reported financial interests for completeness, to identify
any financial interests that may conflict with the Filer’s official duties,
and that the report is administratively accurate and complete.

FDM'’s Compare feature highlights changes when a filer
prepopulated the current report from a prior one in FDM. In
addition, reviewers can check that a report is administratively
accurate and complete. The “Flags” tool helps prevent many common
mistakes before the Filer submits his/her report saving time for the
Filer and reviewers.

Normally the Filer or another reviewer will cause FDM to e-mail a
notice that an OGE 278 is ready to review. That e-mail should contain
instructions to login to FDM, https://www.fdm.army.mil, and go to
the My Reviews | Review Reports tab, Worklist View. There, either
change or accept the default settings and click on Search to see all
reports ready for your action in any of your FDM role(s).

FDM REVIEWER TOOLS

FDM'’s reviewer tools helps reviewers track or “watch” Filer and
reviewer compliance. In FDM, reviewers can:

¢ quickly see a snapshot of those reports that require their attention.
¢ monitor the filing progress of their Filers.
¢ monitor Supervisor and SLC review progress.

¢ manage Filers and their assigned reports.

Note: Generally, in FDM for an OGE 278 report, the Supervisor and SLC roles should review
and eSign the Filer’s report before action by the DAEO. However, a DAEO may “pull”
a report forward by selecting the “Submit to DAEO” button and process the report
without the signatures of a Supervisor or SLC.
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& A report that is listed on
the Manage Exceptions
list will not be available
on the Worklist.

& Only DAEOS and
Senior Legal Counsels
can access reports on
the Manage Exceptions
list.

Reviewing a OGE 278

Manage Exceptions

The Manage Exceptions tool allows DAEOS and Senior Legal
Counsels to track Filer and Supervisor Reviewer compliance and to
manage reports that require any special action(s). Reports remain in
the Manage Exceptions list until the report issue is resolved.

Reports display on the Manage Exceptions list if:

¢ OPEN NOTES - The Report has existing Notes that are not
“Closed.”

¢ CZ/NECZ Extension — A National Emergency/Combat Zone
extension has been recorded for the report.

¢ Filer not eSigned - The Filer has not submitted the report in FDM
by the report’s due date.

¢ Supv not eSigned - More than 30 days have passed since the Filer
has submitted (or re-submitted if their report in FDM) and the
Supervisor has not eSigned.

¢ SLC not eSigned - More than 30 days have passed since the Filer
has submitted (or re-submitted if their report in FDM) and the
SLC has not eSigned.

¢ Filer not Started — The Filer has not started entering data into their
report by the report’s due date.
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Review Process Flow

The process for reviewing an OGE 278 includes the following
tasks:

Reviewing an OGE 278

¢ The Reviewer identifies the Filers who need their report
reviewed in FDM.

¢ The Reviewer gathers any review aids for reference such as, the
Filer’s previous financial disclosure report, ethics agreements,
agency list of contractors, etc.

¢ The Reviewer logs in to FDM.

¢ The Reviewer tracks Filer reporting activities.
¢ Reviewer reviews their Filer’s Reports list.

¢ Reviewer selects a report to review.

¢ Reviewer checks the report’s flags

¢ Reviewer selects the appropriate Report Data section(s) to
review

¢ Reviewer makes/adds comments where necessary.

¢ Reviewer eSigns and ends their review.

Note: You must click Notify to send an e-mail to the next reviewer indicating that they can
begin their review process.

Reviewing a OGE 278 214
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& The Search filters provide

a way to view only those
disclosures that require
your attention. When

a filter is applied to the
Reports List, only those
disclosures that meet the
criteria will display. All
other disclosures can be
viewed by simply clicking
Reset.

You can select different
combinations in the Search
Filter to see only those
disclosures you wish to

review.

Reviewing a OGE 278

Review an OGE 278

LoGgGINnG IN

1. Log onto your computer, open a web browser, type, https://
www.FDM.army.mil/ in the address line and click Go. The FDM
Website is displayed.

Website Security Certificate Message

Some users may receive the message. “There is a problem with
this website’s security certificate.”

2. C(lick “Continue to this website (not recommended).”

3. C(lick Login to FDM on the left side of the FDM Home page.

CAC Login
4. Click the Login button under the Login Using your CAC section.

5. Select your certificates and then click OK. The Review Reports
page will display for Reviewers.

Logging In With User Name

4. Select your appropriate authenticating source from the Login
Using drop-down.

5. Enter your User Name and Password. The Review Reports page
will display for Reviewers.

LOCATING MY FILER’S REPORTS

FDM has two Report’s List views: Worklist and Org Unit. The
Worklist is the default view for all FDM reviewers. Org View list
disclosures by Org Unit.

Note: Agency Admins and POCs do not see the Review Reports Worklist.

Report’s Worklist

Use the Worklist as a reminder of the reviewing activities you
need to complete. You can filter your Worklist in combination with
sorting the column headings to organize your disclosure review
quickly and efficiently.
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List Disclosures that you

need to eSign

1 1 ' U 1 U
My Info Admin | Ethics Training | Management Reports | Resources o O
Review Reports
Review Reports - Worklist View Mode .
—
- OrgUnit View Mode ¢ What does it mean to
"End" a review?
— Search ¢ What does Amended
2
My Roles: Form Type: Year: Reporting Status: Review Status: Action: mesn
- " = ¢ What does
ALL v | |SF278 |w 2009 | |ALL + | | Under Review w | | Action Reguired - e e
T Progress mean?
Starts With: Last Name: First Name: ¢ Howdo I see the

o |

| reports assigned to

than one role in FOM?

me if I have more
Search Reset

What does Complets
Report mean?

Glossary

1to3of 3 Ttems per page:
pssianed| Filers | §%8 |supervisor| F2ER |vear| Esporina | foview | Davew | mxmeview/
My Role: Senior Legal Counsel
View
Remaove
Yes | Graw, Marty| CERDEC C,_?:rcr:n SF278 |2009| Incumbent Hg\f‘iziv 0 Assiusr_'me"t
en =Sign
End Raview
Yes | Graw, Marty| CERDEC fﬂ% SF278 |2008| Incumbent |Complete 02/26/2000
View
Yes |Long, Myles | CERDEC ;?;frsn SF278 |2009| Incumbent gt”;rted e
e Assignment
1to30f3 Items per page: RUEAS 1
1. In the Search area select the following and click Search.
& Disclosures are - ROLE - Supervisor, SLC or DAEO
grouped by your FDM - FORM TYPE - OGE 278
role.
- YEAR - The current year
If you have multiple - REPORTING STATUS- All
FDM roles you may REVIEW STATUS der Revi
see the same disclosure - VIEW US - Under Review
listed two or more - ACTION - Action Required
times on the Worklist
age until you have 2. Continue to the Reviewing a Report section.
pag y

completed your
reviewing activity for
that disclosure in one of
your FDM roles.
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Report’s Org Unit View

Use the Org Unit view to list reports by Filer Org Unit.

1. On the Review Reports page, click Org Unit View.
o o ' - . o L - -,
My Info Admin | Ethics Training | Management Reports | Resources

Review Reports

Review Reports - Org Unit View Mode

R
Senior Legal Counsel [Changs ||
E

—_— g Work List View Mode

Org Unit: My Orgs = |[TRAINIMNG | |—5ELECT—Next Lewvel Down W
2 Show Filers Reports for TRAINING
&) Show My Filer's Reports [] Include Filer's Reports for Org Units assigned to other Senior Legal Counsels

—— Search
Form Type: Year: Reporting Status: Review Status:
[sFzre = [zoos =] [ALL ~| [ALL ~
Last Name
Starts With: Last Name: First Name:
= | | [ |
Search Reset
=i Printer-Friend
1 to 9 of 9 Tte per page: RLELEES -
Moy
- . Org - Form Reporting Review Days in | Rewview/
igned Filer Unit | Supervisor | 7, . | ¥Year Uoiatus Status Review | Signature
Date
78 4 Under Rewviews [ wiew |
Yes Dave, Holkr X AMC | o ining X SF27g | 2009 | Incumbent | Amended 2
Adraining A -
o7/07/2009 Assignment
- Bago, Winnie I
Yes Hamitton 23, L X| AMC | SF27¢ | 2009 | Incumbent | Draft R=mowve
=5 Assignment
S Under Review
v
Yes Hamilton 24, L X | AMC XBJ—'—E' 0. Winnie | grozg | 2009 | Incumbent | (Amendment
= in Progress) Assignment
- Bago, Winnie I
Yes Hamitton 25, L X| AMC | SF27& | 2009 | Incumbent | Mot Started R=mowve
= Assignment
Wiew
P
Yes Hamitton 26, L X % 5{3 0. WinNnie | ge>7g | 2008 | Tncumbent | Mot Started Remove
Ho X Assignment

< Wi
=

< W
me

Prof

rep

thal

Ra
<+ Gl

2. C(Click Change in the Role field and select the appropriate role. If
you hold more than one role, ensure you have the appropriate
role selected by clicking on Change in the Role field.

3. Select the Org Unit from the Next Level Down drop-down list.
& You can use the column
sorting to display your 4. Select Show My Filer’s Reports to see a listing of all of the reports
results in a particular you are responsible for reviewing.
order by clicking the
specific column heading. 5, Under the Search area, select the following and click Search.
For example if you
wanted to bring all of - FORM TYPE - OGE 278
your Annual disclosure - YEAR - The current year
to the top of the list,
click the Reporting - REPORTING STATUS - All
Status column heading - REVIEW STATUS - All
and arrows display to
sort in ascending or Note:  You can also search for a particular report by Filer Name.

descending order..
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& If areport you are
looking for is not listed
on your Worklist, click
Org Unit View or if
you are a Senior Legal
Counsel or DAEO
Certifier, Manage
Exceptions.

Reviewing a OGE 278

Locating Filer Reports by Org Unit

To see a listing of disclosure reports for Filers in a specific Org
Unit, select an Org Unit from the Next Level Down drop-down list.

View a Listing of Reports Assigned to Different Reviewers

To view a listing of disclosure reports that includes Filers assigned
to different reviewers but within your organizational hierarchy, select
Include Filer's Reports for Org Unit’s assigned to other (Supervisors,
450 Certifiers etc.) You can identify disclosures that have a different
reviewers assigned by the triangle icon #4. You may view and work
with these disclosures; however, you cannot eSign as a different FDM
user as the ultimate responsibility.

Locating a Specific Report

To locate a specific report, be sure to select Show My Filer’s
Reports and Include Filer’s Reports for Org Unit’s assigned to other
(SLCs, Supervisors, etc.) and then type at least the first three letters of
the Filer’s last name in the Last Name field and click Search.

Locate Disclosures for a Specific Filer

1. Leave the default filter settings in either the Worklist or Org Unit
view.

2. Type the Filer’s last name and First Name in the search fields.
3. C(lick Search.

Quickly Locate Disclosures for a Group of
Filers

1. Leave the default filter settings in either the Worklist or Org Unit
view.

2. Select the appropriate letter in the Last Name Starts With drop-
down

3. C(lick Search.
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& If the Report Status
is Amendment in
Progress or Draft, you
can view the report and
comments but cannot
eSign.

Reviewing a OGE 278

REVIEWING A REPORT

Reviewing Options

At this point, you can opt to End Review, eSign or View.

Field

Description

End Initial Review

To indicate that they have conducted an initial review
of a financial disclosure report.

eSign When you have completed your review and are
confident there are no conflicts of interest.
View Allows you to review the financial disclosure report

online.

Submit to DAEO

The Submit to DAEO button does not display until a
FDM Supervisor and Senior Legal Counsel reviews and
eSigns an OGE278.

A DAEO or DAEO EC will not be able to eSign and
complete a disclosure report until it has been
submitted to DAEO.

However, a DAEO or DAEO EC can “pull” a report
forward for their review if necessary by clicking Submit
to DAEO button when necessary. A DAEO or DAEO

EC will not be able to eSign and complete a disclosure
report until it has been submitted to DAEO.

Assign

Allows you to assign a report that the Filer has already
started.

Remove Assignment

Allows you to remove the report assignment if it was
assigned erroneously. If the report Review Status is

Not Started or Draft, the report is removed from FDM
when the assignment is removed.

1. On either the Worklist or Org Unit View, click View beside the
appropriate report to open the report and view its contents. The
Getting Organized page is displayed for the disclosure report you

are reviewing.
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Financial Disclosure Management

My Info Resources | Management Reports
Report
Data
Submitted to DAEG - M X. Mallow_1, 2008 Incumbent SF 278 Report
¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢
Getting Stark |Assets ” Other Income ” Transactions ” Gifts, etc || Liabilities || Agresernents || Pozitions || wirap Lp I

Getting Organized

Common Questions

4 Why must I file this
report?

4 Mote: Vou must have Adobe Reader 6.0 or later installed on woor PO ko wiew and print the repart

Click bo see what wersion vou have,
TEST | < Do I have to file if I
arm a "frocked"
Brigadier General?

You may find it helpful to have this information to prepare your report: & Do I have to file if T

€ A copy of your previous S5F 278 (if vou have filed before) am a Reserue
€ A copy of your previous OGE 450 (if vou were an OSE 450 filer) Component officer?
4 Electronic version of your job description (attach to sF 278) & How is the information
¢ Tax return that I report used?
€ Brokerage and/or mutual fund statements
¢ Bank, credit union, or any other financial institutions statements © EDOL;ZEP:S':&L £ oo
¢ Rental agreements e P
€ Any agreements or arrangements from past, current or future employers (schedule <, Part
1) HDW is Yy financial
¢ Mortgage statement (if 2 rental) IRFEmEen FretEemes
¢ Credit card and any other loan statements ¢ How long will it take to
& SF 278 Instructions (click on link to view the instructions) install Adobe Reader
= ¢+ Open a blank SF 278
4 Glossary
Security and Privacy Motice | Help | Accessibility | Develaped by: CECOM LCMG
Compare/View/Report Data
In FDM,, there are three different ways to review disclosure:
- By using Compare, if the current disclosure was pre-populated from a
previous disclosure
- By clicking View/Print to view and print the disclosure report
- Through the Report Data “wizard”
Compare
Reviewers can easily compare changes/differences between last
year’s report and this year’s on one page if the Filer pre-populated
HINT! You may open the from a previous report.
disclosure report through
View/Print and then move View/Print Reports
to the specific Report Data
section of the report to add Reviewers may prefer to quickly review report contents by using

acommentor check Flags. tha View/Print feature especially if you have many reports to review.

Report Data “"Wizard”

Reviewers may find it easier to view the contents of a Filer’s report
through the Report Data “wizard” if the report is lengthy or complex.

Reviewing a OGE 278 220
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Reviewing a OGE 278

Previous Reports

FDM reviewers (i.e., supplemental or additional) can request a
copy of a Filer’s previous report for comparison.

1. While reviewing a report in FDM, click the Previous Reports tab.
A listing of the Filer’s disclosure reports that were created in FDM
is displayed.

2. Click View/Print beside the appropriate report to view a copy of
the Filer’s previous report.

Note:  You can also view a Filer’s previous reports by clicking Reports List. Select all in the
Search Filter and then click Search.
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& OGE 278 Filers can
submit the report with
Flags errors) if they
must meet a deadline.

My Info Admin | Resources

REVIEWING THE REPORT’S FLAGS

Review any report flags to be sure all errors and omissions are
addressed.

A red flag indicates required information is missing and that it
should be provided before the report is submitted. A yellow flag
indicates that information is missing but is not required in order to
submit a report.

1. Click Flags. The Flags page is displayed listing any Red or
Yellow flags the Filer may have on their financial disclosure
report.

T,

L
15 =
33 b & >
V3

A
4 Aw-,,,‘ \
B ﬂ%\hl/‘, '.'-
Flags

Under Review - L X. Knox_29, 2007 Incumbent SF 278 Report

Red Flags

+ What are flags?

* Glossary

Assets

Asset Name Type of

Asset | Owner Yalue Type of Income Amount of Income

Beach Rental, LS4 Real Estate

Joint $250,001-$500,000  |Rent or Rovalties $15,001-$50,000

% The City is reguired when reporting this type of asset.

% The State is required when reporting this type of asset.

Agreements

Parties

Type of Agreement Status and Terms Date

kroll Inc., Mew vork, Ny, USA

Stock Option

arrangement.

€ The Month and Year the agreement was established are required when reporting an agreement ar

Yellow Flags

Agreements

Parties

Type of Agreement Status and Terms Date

kroll Inc., Mew vork, NY, USA

Stock Option

¢ The description of the Status and Terms was not provided.

Reviewing a OGE 278

2. Review the report’s flags. When complete, click either Report
Data to return to the details of the OGE 278 you are reviewing or
View/Print to view and print the financial disclosure report form.
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My Reports

Assist Filers

Compare a Pre-populated Report

Reviewers can easily compare changes/differences between last
year’s report and this year’s on one page if the Filer pre-populated
from a previous report in FDM. The Compare feature highlights
differences in a Filer’s report if the Filer pre-populated from a
previous report in FDM.

CoMPARING RErPORTS IN FDM

1. Click View beside the appropriate report on the Review Filers |

Reports List page.
2. Click Compare. The Disclosure Report Comparison page is
displayed.
My Info Admin Resources Management Reports oq O
Compare

Under Review - Clark Barr, 2008 Incumbent SF 278 Report

Disclosure Report Comparison

&F Printer- Friendl

Compare-to Report Complete 2007 Incurmbent

Comparison Date March 24, 2002 13:47:50

Change Summary

Changed T%’ Added @ Deleted ® Unchanged B
Assets 1 1 2 1
Incorme 1 a a a
Liabilities 1 1 u} n]
Agreements [u] 1 a 1
Paositions a 1 o 1

Current to Previous Disclosure Totals

Current Disclosure Report Previous Disclosure Report
Transactions LS 2
Gifts a 1
Compensations bl bl

Legend
k%4 B sttike—tHarougls = Change

Mot reported

@ g

W = caution

= Delete @ 8 blue text= Added

121 = Unchanged

Assets
Instructions: For you, vour spouse, and dependent children, report each asset held for investment or the production of income wwhich had a fair market walue
exceeding $1,000 st the close of the reporting period, or which generated more than $200 in income during the reporting period, together with such income. Report
personal savings andfor checking accounts in & single financial institution if they total more than $5,000 (Mote: This is a different requirement than for the OGE 450.).
Compare Type of Amount of
Result Seq.# Asset Name Type of Asset owner Value T ey
. e oy $250,001- . . $100,001-
a 1 Rental Property, Kill Devil Hills, MD, S8 |Real Estate Spouse $500,000 Capital Gains 1,000,000
B Preaaieeh
! 250,001 - X $5,001-
2 Healthcare Real Estat Investrent Trust |Pest SpoLise $ 2 £
2 Excepted Mutual Fund, = $500,000 $15,000
Irwestrment Fund, or
Poal
$500,001- Rent or $50,001-
@ 2 Beach House, Margate, M1, USA Real Estate Spouse 41,000,000 Royalties £100,000

Backto Top

Reviewing a OGE 278
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& Transactions, Gifts and

Compensations are
not compared from the
prepopulated report to
the current report.

My Info

3. Review the report changes.

4. C(lick eSign at the bottom of the page to signify you have
completed your review and are confident there are no conflicts of
interest. . The eSign Report page is displayed.

LJ 0 ” 0 wfhu~ .,

Admin Resources Management Reports oq O

Revievs
Status

Under Review - Cherri ¥. Lolar, 2008 Incumbent SF 278 Report

wigew this report

Step 1: By eSigning. ..

By e@Signing this report, you are confirming that vou have reviewed this report
and there is no apparent canflick of interest. If there is a conflick of interest it
must be resolved prior to eSigning this report,

In accordance with the Digital Signature act of 1999, I recognize that my
eSignature (Electronic or Digital Signature) shall be given the same legal status
as a signature made with a pen. I further recognize that the eSignature may
not be denied legal effect, walidity, or enforceability solely because it is in
electronic form. I here by consent to the use of eSignature.,

I understand that my eSignature is applied to the information that I have
provided and not the presentation formatting of the information on the screen

or printed page.

Step
Wiew this report

-“Back

2: eSign your report

eSign Report

< wWhat is the Annual
Post-Employmeant
Certification and
Motification?

% Is there 3 "combat
zone extension” for
cormpleting the Annual
Post-Employment
Certification and
Motification?

4 Glossary

Security and Privacy Motice | Help | Accessibility | Developed by: SESCOM LSMC

Reviewing a OGE 278

5. Click eSign. Your review has been recorded. The Review Filers
page is displayed indicating that you have eSigned the report and
it is ready for another reviewer’s action.

6. Click the envelope icon to notify the next reviewer that this

disclosure report is ready for their review.
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View or Print a Report

At any time, you can view and print a financial disclosure report.
View/Print provides Filers and Reviewers the ability to view and print
the financial disclosure report, report flags, all comments, and any
attachments.

Note:  You may open the disclosure report through View/Print and then move to the specific
Report Data section of the report to add a comment or check Flags.

VIEWING A REPORT IN FDM

1. Click View beside the appropriate report on the Review Filers |
Reports List page.

2. C(lick View/Print.

Financial Disclosure Management

My Info Resources | Management Reports

Yiew /Print
Under Review - M X, Mallow_1, 2008 Incumbent SF 278 Report

View /Print

SF 278 and Comments of Record Wigma/Print

Flags Wigma/Print
All Comments Wigma/Print

Attachments
SF 278 .
Type Date Attached of Record File Mame
ok Description 02/15/20082 FOM 10B DESCRIPTION. doc Wiew/Print

# Mote: Vou must have Adobe Reader 6.0 or later installed on vour PC bo wiew and print the report

Click to ses what version you have,
TEST |

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

a To view and print 3. Click View/Print beside the financial disclosure report.

an OGE 278, pop- The report is displayed in a separate browser window in PDF
up blockers must be form.

disabled. You will also

need to have Adobe

Acrobat Reader 6.0 or

later installed on your
PC in order to view and
print the report.

& The OGE 278 displays as
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PrRINTING A REPORT IN FDM

e are e oo CURRENTLY UNDER REVIEW
SCFR. Part 2634
3 didfics af Gavemnment Ethics
Pooparting lrdividuzl s Hame Page Mumiter
b aliaw_1, hd . SCHEDULE A -
Ascsets andIncome ValuationofAssets Income: type and amount. IF “Mone (or less than $24
at dase of reporting period checked, no other entry is needed in Block £ for that
BLOCK A EIOCKE BLOCKC
For you, your spouse, and dependent children,
report each asset held for inwestment or the Type Amount
moduction of 2 which had a fair market |
Fal $1,000 at the doseof the repart- | =) g = . -
R et ] AREE R E g z| Bl | ome
i . - = g2l |zZ|E| IE g2 1
iy E 22 B |12 B L) il | |z o|2|2|8|s|E|L| B2%
Far yoursell, alse report the source and acwal |3 |9 |5 (22 2 Sﬁgm‘n‘ﬁ,gﬁ il | 2 o I E S Trpe &
Ao tdemdmmmammngszoo[m S E S bl el R = LG o - Aty
than frof the 1) 5. Government). Forvourspouse, N3 [ (8 (3 [= || = (S| 5 |2 |2 B Eﬁgm__mwﬁs’ o I =
Teport the senirce hut nat the amermt of eamned 4 (2|7 = (T 15T 1S 2|2 |2 (2)E = 1 EXEY Pt b ol O = o =) el
ncotae of moTe than $L,a00 (exept epat e B 5 [ | &[22 (2 (32122 22 =2l sl = N 1= el e ol A A =R R A
mmlamoumafmyhgmomzams'zmof:ﬁggg‘gg‘agg8«,§‘§§§E,-E E:Aﬁaﬁggaugu
YOUT Spouse) Egﬁ.gdo-nog‘\m‘guu:.-ﬂﬁ 'E«Eng"'*a‘“\dg'ﬁ*?
rane[] zazaaaaoaaaoémdémauzaaaaaa;czc
Central furlines Camman x x *
Examples | Doelones & fmith, Bometonn, St x el ety
| rempstaneBquityPund R | | il I N O N I O I . R N A
Weei: Bear fland 500 ncex Fund x x .
Te—
> =
e T
> » b4
AR
> > >
AT
> > >
5[ EiAm e Crnp i, e B, P
— ke * E
=
= [T B Smb Papey Ghaip A b, FL G5
o = ® x
-
* This catesouy appliss ouly if fhe Jsset/incoans issolely that of the fiers spouse or Jependsst children, If the asset/inconns & sither that of the fler o jointly held
Ty Thee Tllar with The Spodite oo AZpatdent chi Az, $lark The oTher Fogher cate gnaies of valse, 30 Ipfoef s
i Edstoms Cannat Be Lsad
- CURRENTLY UNDER REVIEW

4. Print the PDF form by selecting File | Print and then click Print.
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Report Data

Report Data is the main area used for viewing OGE 278 line items

in FDM.

The process for viewing report data is the same no matter what

type of information you need to review.

VIiEwWING LINE ITEMS

Select the appropriate Report Data sections to view detail
information and add comments to specific line items.

1 1 ' . 1Naace - .g‘\} R S
s 4 “';;i.(- 3N R
& J A 15
My Info Admin | Resources i3 ﬂ%\'l/d BE oq O
Report Data
Under Review - L X. Knox_29, 2007 Incumbent SF 278 Report

v v v " v " »

» "

Getting Started | ;

| Cther Incorne ” Transactions ” Gitts, etc ” Liabilities || Agreernents ” Paozitions || Wrap Up |

Assets

Common Questions

Instructions: For you, your zpouze, and dependent children, report each asset held for investment or the production of income
wwhich had a fair market value exceeding $1,000 st the close of the reporting period, ar wwhich generated more than $200 in income
during the reporting period, together with such income. Report personal savings andior checking accourts in & single financial
institution if they total mare than $5,000 (Maote: This is a different requirement than for the OGE 450.).

Reporting Period: Calendar Year 2006.

Type of Type of Asset
Seq.# - Asset Name Ascot Owner Asset Value e Income

Real ) $250,001- Rent or $15,001- %‘
1 Beach Rental, USA |piiare |01 {500,000 |Royalties $50,000 | A44 Eemment
4Back Continue &

& Do I have to repart my
persanal savings or
checking accounts?

* Do I report lnans where
I (arrmmy
spouse/dependent
child) lean rmoney to
another?

& Are there any reporting
exceptions?

s What are examples of
reportable assets?

& What are underlying
assets?

+ YWhen do I report
underlying assets?

* How do I report an
undearlying asset?

+ Do I need to attach a
= H Lik: '

1. Select the appropriate Report Data sections and click View beside

@ The same Report Data
sections display for
Filers and Reviewers.

any line item to view the detail information.

& You can click the
Continue button to page
through the report or go
directly to each report
section.

Reviewing a OGE 278
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Financial Disclosore Management

Adonm | Brsuurces | Hanaygemenl Heperbs
Frport Dake
Inder Rewlew = Cherrd 200 clar. 200N Tnanabeent SF 273 ni.'&pr.-rl'

G 4 £ 4 4 4
I ankd-g ke sed Iml s HhaEr Z-<zmnm I T anres <-4 ” aHa anc I sk | Hua ” a3 na—4-h I Fzak =~
Wik Mgl m
nemrrAdedne: M= l-lr-l--l'.'..-..l.-..u ‘rrﬁv.u-ﬂﬁ-hﬁnmw.m‘fr.hu--*-h'mfﬂ“l--- b = cmmre | e e Then ';-.::
R ey ELTEEIERT o 1o -, -
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2. Review the information. Click Back when complete to add a line
item comment or click through the other Report Data sections to

review.

Reviewing a OGE 278
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Report Comments

ADDING LINE ITEM COMMENTS

Comments can be added to specific line items or to the OGE 278
report overall. A comment should be included as part of the OGE
278 of record if it is a substantive comment that provides additional
information, a clarification, or a correction that materially affects the
data reported on the OGE 278.

1. Select the appropriate Report Data section.

d 1 J " - 0 wful~ 2
My Info Admin | Resources | Management Reports oa D
Report
Data
Under Review - Cherri X, Lolar, 2008 Incumbent 5F 278 Report
& & & & & & & & &
Getting Started || Azsets ” Sther Incorme || Transactions || Gifts, etc ” Liabilitie= I Agreernents | Fositions || Wrap Up I

Agreements or Arrangements

Common Questions

¢ Wwhat are exarmples of
reportable agreerments
ot arrangerments?

Instructions: For yourself only, report any agresments or arrangements for (1) future employment; (20 a leave of

absence during your period of Government Service; (3) continuation of payment by a former employer (including severance

payments) other than from the U.S. Government; and, (4) continuing paricipstion in an employee benefit or welfare plan .

mairtained by & former employer other than LS. Government retirement benefits. Mo report is required regarding any| |[* B= I need to disclose
. " saverance

agresment of arrangement entered into by & spouse o dependent child.

agreements?
Reporting Period: From 01/01/2007 through your filing date. ¢ Do I need to disclase
Parties Type of Agreement Status and Terms Date :;r;':ﬂ*?ﬂ‘i:”;igi or
- L Continuing participation in i future employar?
kol Inc., Mew Comtinuing participation in employer's stock option plan far 102005 1] _
York, MY, LSS Ernployes Benefit Plan #Add Comment|| |4 Do I need to disclose
next 4 years, rmy participation in a

United States
St

4 ‘What is iy Filing
Date?

4 Country Code
Refarence

¢ Glassary

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

2. C(Click Add Comment beside the appropriate line item. The Add
Comment page is displayed.
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Financial Disclosure Management

My Info Resources | Management Reports

Report
Data

Under Review - Cherri X. Lolar, 2008 Incumbent SF 278 Report

Add Comment

Agreement ¢ What iz the SF 275 of
a Record?
Parties Type of Agreement Status and Terms Date
¢ When should a

krall Inc., Mew Continuing participation in Continuing participation in employer's 10/2005 cormnment be part of
ork, MY, USA Employee Benefit Plan stock option plan for next 4 years, the SF 278 of Record?

& Glossary

Comment on: Agreement (Limit 500 characters)

Date: 02,/20/2008 Author: Abe X, Sovey
SF 278 of Record: D(Include az part of 5F 278 of Record)

ou rmust also report your pensian infarmation as a receivable within the
Other Income section of your repart.

Save ] [ Cancel J

3. Review any existing Reviewer or Filer comments, type your
comment and click Save.
& Only select, Include as
part of the OGE 278 of
Record if you want to
include permanently
with the report.
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ADDING A REPORT COMMENT

1. From anywhere within the Report Data, click Comments at the
top of the page. The Comments page is displayed.

Financial Disclosure Management

Admin | Management Reports | Resources Log Dut

Comments

Under Review - Paige Turner, 2007 Incumbent SF 278 Report
Comments

Common

(listed in reverse chronalogical arder)

Auth . ; SF 278 L3 Who_is a DAED
Author uthor Date ommen of Comment Text (Designated Agency
Role On Ethics Official)?
Record
; ] ; ¢ Who is an 5LC (Senior|
Teak, Arne Reviewer |06/17/2008| Report Filer needs to review al Assets to Edit Commant Legal Counsel)?
ansure none are underlying & Wha is an EC (Ethics

Counselor)?

¢ What is the difference
between a comment
on a Report and a
cornment on a line
itemn?

[ Add Report Comment ]

& Wwhat is the 5F 278 of
Record?

¢ Glossary

Security and Privacy Motice | Help | Accessibility | Developed by CECOM LCMC

2. C(Click Add Report Comment. The Add Comment page is
displayed.
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Financial Disclosure Management

Admin | Management Reports | Resources Log Out

Comments

Under Review - Paige Turner, 2007 Incumbent SF 278 Report
Add Comment

common

Comment on: Report (Limit 500 characters) ¢ What is the SF 278 of

Record?
Date: 05/17/2008 Author: Anne Teak ¢ WWhen should a

SF 278 of Record: I (Include as part of SF 278 of Record) comment be part of
J the SF 278 of Record?

¢ Glossary

Save ] [ Cancel J

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

3. Type your comment and then click Save. The Comments page is
displayed.

Financial Disclosure Management

My Info Admin | Management Reports | Resources

Comments

Under Review - Paige Turner, 2007 Incumbent SF 278 Report
Comments

Common

{listed in reverse chronological order)

Author comment SF 278 ¢ Wha is a DAED
Author Date of Comment Text (Designated Agency
Role On Record Ethics Official)?
] - ¢ Who is an SLC (Senio
Teak, Anne Reviewer |06/17/2008| Report Report comments are added here, |[Edit Comment Legal Counsel)?
Teak, Anne Reviewer |06/17/2008| Report Filer needs to review all Assets to Editcomment [ Wha is an EC {Ethics
ensLire none are Lnderkying Crumsalr]

© What is the difference

between a comment
] on a Report and a
cornment on a line
itern?

¢ What is the 5F 278 of
Recard?

[ Add Report Comment

¢ Glossary

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC
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Notes

The Notes tool allows Senior Legal Counsels and DAEOS to attach
an electronic “post-it” note to a report to indicate that there are items
within the Filers report that require a follow up before the report can

@ These “Reviewer” notes  be certified. Notes can be added at any time within the report review

do not appear on the process.
Filer’s report.

Once a Note is added, the report is moved from the Worklist to the
Manage Exceptions list. Reports with Notes remain on the Manage
Exceptions list until the report Note is Closed or Deleted. Supervisors
will still see the report within their Worklist and can still conduct their
review and eSign reports that have report Notes.

ADDING A NOTE TO A FILER’S REPORT

1. Select the Notes tab.

. 0 L) 0 - . QqQe -
My Info Admin | Ethics Training | Management Reports | Resources oq O
Review Reports
Report Data Attachments Comments Flags Audit Trail View/Print Review Status Previous Reports | Notes

Under Review - Holly X. Daye, 2009 Incumbent SF 278 Report
Notes

Start/Add More Notes | Cancel Changes | Save|

Instructions: Use this page to make notes for follow-up action or other use as you review this report.

Notes: (Limit 10,000 characters)

TiS/2009 by Frydey, Gladys X. - Filer listed an asset: "Schwab IRA™ without reporting its undertying holdings. Asked Filer to amend and add the underlying
holdings using Scwab IRA - Underlying holding name. Explained Filer =hould not report diversified mutual funds held in their Schwab IRﬁ\|

(9707 Characters Remaining of 10000)

Close Motes Delete Notes

2. Click Start/Add More Notes to add a note with a timestamp. A
new section is added to the Notes box, displaying your user name
and the current date.

3. Type your note and then click Save. The report is now moved
from your Worklist to the Manage Exceptions list.

4. To add more report notes, click Start/Add More Notes again.
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Editing Report Notes

You can edit any report Notes text at any time by clicking within
the Notes textbox.

Close and Delete Report Notes

To remove a report from the Manage Exceptions list that has a
report Note, a 450 certifier can:

¢ Close the existing Notes
¢ Delete the existing report notes
Closing and/or deleting report notes moves the report back to the
Report Worklist.
Closing Report Notes

Close a report Note to indicate that the report is not ready for final
review. Closing report Notes retains any notes that were added to the
report for historical purposes.

Deleting Report Notes

Deleting report Notes removes all report Note text. You can view
the report’s audit trail to determine if a report note was deleted.
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Reviewer’s eSign

eSign, End Initial Review, Request Filer
Amend, Notify, Submit to DAEO

As a Reviewer, when you “sign off” on a report it indicates you
determined the Filer has no conflict of interest, or that conflicts of
interests are resolved by the means authorized in the appropriate
ethics rules. Before signing off on a report, you must take the
appropriate steps to resolve any apparent conflicts of interest. If you
discover a conflict of interest, contact your legal advisor for assistance.

1. When you have completed your review, click eSign in the Report
Data section.

Financial Disclosure Management

My Info Resources | Management Reports

Report
Data

Under Review - Cherri X. Lolar, 2008 Incumbent SF 278 Report

o o o & O o O e o

v v v b v v v ¥ v

Getting Started ”Assets || Other Incorne ” Tranzactions ” Gifts, et || Liabilities || Agreernents ” Fazitions I

Reviewer's Wrap Up

This report is under review. The next steps to finish the review of this report are: ¢ What am [
determining when
reviewing a Filer's

¢ Click "Continue" to proceed ta the report's Review Status. ﬁm“[f' disclosure
¢ Complete vour review. R
¢ eSign the report if vou are a designated signer. © Eleeseany

¢ Motify any subsequent reviewers,

2. If there are no flags to review, click Continue. The Review Status
page is displayed.
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Financial Disclosare Management

My Info Admin Resources HManagement Reports

Reviews
Status

Under Review - Barbie Dahl, 2008 Incumbent SF 278 Report

Review Status
<

-
Report Progress :

Created: os/20/2008 Disclosure Due Date

Filer esign and Submitted: 0O7/10/Z002 -

O5/30/20058 |[Wiew/Record Extension |

Amended: o7 102008
Submitted for Certification:
Completed:

COne or more extensions have been recorded.

| complete wio Signature | | esian | | End Review | | Submit to paEc |

Disclosure Report Reviewss

Hide Rewview Chain Controls
= Currently _
Reviewvwer A - Reviewer End - - a
Assigned [MNotify 3 eSigned fSignatures |Explanation
Role Reviewvser Type Reviews
Supervisar - Anne T = | Inclividual 07/11/2008 |07/11/2008 Ms. Sociale
individual Sociale Sociale, Anne T. wwas the
Sociale, Supervisor - indivicual supErvisor for
Anne T. Marnny Kin for
Supervisor - the rmajority
indivichual of the
repoarting
period that is
covered by
this
disclosure.
Supervisor SLC | E x (== Organization
Pickney
Senior Legal E = =1 Organization HFEes e eas-
Counsel Pickme:
Add Rewviewsr Pickrey—E
b
Serror—tegst
Eattrset
Senior Legal B X Ross 4 =1 | additional Mr. Ross is a
Counsel subiject
matter
expert in the
type of
rnutual funds
reported in
thiz
disclosure,
DAED B Ross 4| EE | Organization
At this point, you can opt to End Initial Review, Request Filer
@ Do not click eSign, if Amend, eSignor Notify another Reviewer that you have completed
you want the Filer to your review of this financial disclosure report.

make changes prior to
you completing your

review.

& For additional
instructions on
reviewing an OGE 278
report, go to the FDM
Website and select
Resources under Help &

Support. https://www.
fdm.army.mil/


https://www.fdm.army.mil/
https://www.fdm.army.mil/

Financial Disclosure Management

NOTIFYING THE NEXT REVIEWER

One reviewer may notify another reviewer to review a report by
using the Notify feature on the Review Status page.

If the Senior Legal Counsel eSigns before the Supervisor has
finished their review of the report, the Senior Legal Counsel can
notify the Supervisor to review the report using the Notify feature on
the Review Status page.

1. Click the envelope icon beside the next appropriate Reviewer
of this report. An e-mail is automatically sent to the selected
Reviewer indicating that the disclosure is awaiting their review in
FDM.

ENDING INITIAL REVIEW

A reviewer can End Initial Review to signify that they have
conducted an initial review of a financial disclosure report and stop
the Days in Review counter. Ending Initial Review is not the same as
eSigning a report in that it does not sign the report. You can still add
comments to the disclosure after you have ended your review.

Note: To comply with the Office of Government Ethics” 60-day review requirement, initial
review must be completed within 60 days after the Filer’s report submission.

1. On the Review Status page, click End Initial Review. A message
displays indicating that if the filer amends this report you will
need to review the report again.

2. Click OK to end your initial review. The Review Status page is
displayed.
Note: The Days in Review counter does not stop when a reviewer clicks the End Initial

Review button. Days in Review only stops after a certifying authority eSigns and
Completes a report.

REQUEST FILER AMEND A REPORT

DAEOs and Senior Legal Counsels can request a filer amend
their report directly from FDM. FDM adds a report comment to
the report once an amendment is requested. The reviewer can also
add this comment as a Note for the report. The amendment request
information then prepopulates into and e-mail that the reviewer
sends to the Filer through the reviewer’s e-mail application. Once the
reviewer clicks Request Filer Amend, the report is only accessible on
the Manage Exceptions page.

Note: Legal Reviewers can only request an amendment if the report has a status of Under
Review.

1. On the Review Status page, click Request Filer Amend. The Add
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Report Comment and Note page is displayed.

2. Type any additional information in the comment about the
requested amendment and then copy and paste this comment into
the Notes text box.

3. Click Continue. Your e-mail client opens with a default message
to the Filer about amending their report in FDM.

4. C(Click Send.

Determining if an Amendment was Requested

The Notes column on the Manage Exceptioins display of reports
will reflect the most recent Note on a report. If that is the “amendment
requested” note you will see it as shown below. To determine if an
amendment was requested for a specific report:

5. Go to My Reviews | Manage Exceptions.
6. Click View beside the appropriate report.

7. Click the Comments tab to review the amendment request.

Note: A report that has an Amendment Request will remain on the Manage Exceptions list
until the report is certified in FDM
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& Do not click eSign, if
you want the Filer to
make changes before
you finish your review.

MMy Info

ESIGNING AN OGE 278

Although you can eSign the report from the Review Report

page, it is recommended that you view the report to ensure that the
correction was made.

1. Click eSign to signify you have completed your review and are
confident there are no conflicts of interest. A security message is
displayed asking if you wish to proceed to the digital signature
page.

2. Click OK. The eSign Report page is displayed.

r . - [ OO -,

Admin Resources Management Reports g D

'Status

Wiews this report

Step 1: By =Signing...

or printed page.

Wiew this report

-« Back

By eSigning this report, you are confirming that you have reviewed this report
and there is no apparent conflict of interest. If there is a conflict of interest it
must be resolved prior to eSigning this report.

In accordance with the Digital Signature Aact of 1999, I recognize that my
eSignature (Electronic or Digital Signature) shall be given the same legal status
as a signature made with a pen. I further recognize that the eSignature may
not be denied legal effect, validity, or enforceability solely because it is in
electronic form. [ here by consent to the use of eSignature.

I understand that my eSignature is applied to the infarmation that I have
provided and not the presentation formatting of the information on the screen

Step 2: eSign your report

Under Review - Cherri X. Lolar, 2008 Incumbent SF 278 Report

Common Questions

< What is the Annual
Post-Employment
Certification and

esSign Report

Maotification?

Motification?

© Glossary

@ Iz thers a "combat
zone extansion” for
completing the Annual
Fost-Ermployrment
Certification and

Security and Privacy Motice | Help | Accessibility | Devaloped by: CECOM LCMC

Reviewing a OGE 278

3.

Click eSign. Your review has been recorded. The Review Filers
page is displayed indicating that you have eSigned the report and

it is ready for another reviewer’s action.

Click the envelope icon to notify the next reviewer that this

disclosure report is ready for their review.

pici]
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My Info

SuBMITTING TO A DAEO

The Submit to DAEO button is displayed once either the FDM
Supervisor or Senior Legal Counsel has reviewed and eSigned the
disclosure. A DAEO or DAEO EC will not be able to eSign and
complete a disclosure report until it has been submitted to DAEO.
However, a DAEO or DAEO EC can “pull” a report forward for
their review if necessary by clicking Submit to DAEO button when
necessary.

Use the Submit to DAEO status to lock an OGE 278 temporarily so
only the DAEO may act on it.

Submit to DAEO - Review Filers

Admin | Ethics Training | Management Reports | Resources

Review Reports

Rewview Reports - Worklist View Mode

< W
"En

OrgUnit View Mode

— Search < wWh
My Roles: Form Type: Year: Reporting Status: Review Status: Action: .
[DaEa ~| [m ~| [a =] [AL ~| [A ~| [A -~ =

A

Last Name ==
Starts With: Last Name: First Name: < Ho
~ | rep

me

tha

Search Reset < el

R=

é Printer-Friend
1to 3 of 3 Items per page: RUCELG 1

+ Glof

Mw
= N . Org = Eorm Reporting Rewview Daws in Rewview/
ey Filer« Unit | Supervisor | T oo |Year| Mo tatus Status Review | Signature
Date
My Role: DAEO
Wiew
Remowve
Assignment
. End Review
278 4 Submitted to
Dave, Haolk X P
Yes Dave, Holhr X AMC Training X SF278 | 2009 | Incumbent DAED Undo
e L e Submit To
DAEC
=Sign &
Complate
View
Bago, Winnie Remove
Yes Harnitton 23, 1 X MC | 5 SF278 | 2009 | Incumbent | Under Rewviews [u] Assignment
= Submit To
DAED
View
Bago, Winnie Undear Review Remowve
. qo, W T
Yes Harpitton 24, 1 X| AMC x SF278 | 2009 | Incumbent | Amended [u] Assignment
= 07/09/2009 Submit To
DAEOD
1to =2 of = Ttems per page: QIS 1
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Submit to DAEO - Review Status page

My Info Admin Ethics Training Management Reports Resources

Review Reports

Report Data Attachments Comments Flags Auadit Trail view/Print | Review Status | Prewvious Reports Notes

Under Review - L X. Hamilton_ 24, 2009 Incumbent SF 278 Report

Review Status
-
et e & What is {

betwaan

and Signi

Report Progress Due Dates & Extensions ————————— ] <+ What is 1

Assi d- ¥ Remaove Current Due Date: 05/15/2009 date and

ssigned: es AR e — N diffar fro

port Due Date: a5/15/2009 Submitts

Filer Started: 07/02/2009 <+ When sH

Filer esSign and Submitted: 07/09/2009 |View/Edit Due Date & Extensions| :SS:LIO?M

Amended: 07/09/2009 Mo extensions have been recorded. < Glossary
Submitted for Certification:

Completed:

|Admin clese ||Submit to DAEO]|

Disclos Report Reviews

Show Review Chain Controls Review Chain Audit Trail
Reviewer Role CurrentlY Assigned Motify Rewviewer End Rewviews eSigned/Signatures
Reviewer Type

Supervisor Winnie X Bago == Organization

Supervisor SLC Gladvys X Frvdew = Organization

Senior Legal Gladys X Frydew == Organization o7/09/2009 07/ 09/2009

Counsel Frydey, Gladys X. Frydey, Gladys X.
Senior Legal Senior Legal Counsel
Counsel

DAED Adam X Baum = Organization
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OGE 278 Certifying Authorities

In FDM, a FDM Supervisor and Senior Legal Counsel should
first review and eSign an OGE 278 report before the report can be
submitted to DAEQO for review.

OGE 278 Certitying Authorities may take one of five actions for a
report that has a Review Status of Submitted to DAEO.

My Info Admin | Ethics Training | Management Reports | Resources

Review Reports

Review Reports - Worklist View Mode m

cmilem OrgUnit View Mode ¢ What does
e "End Revie
— Search ¢ What does
My Roles: Form Type: Year: Reporting Status: Review Status: Action: mean?
¢ What d
[DaEo ~| [ALL v [ALL [+ [ALL v [ALL ~| [ALL v What does|
Last Name Progress mj|
Starts With: Last Name: First Name: ¢ Howdo I s¢
- reports ass|
| | | | me if I ha
than one rd
Search Reset & What does
Report mes
4 Glossary
% Printer-Friend
1tolof1l Items per page: RIS 1
- - . My Review/
Assigned Filer « Lﬁ Supervisor ?—": Year R—.:.gﬁ l:_.;:;:ﬁ: %::ise_lwn Signature
Lons = = S Date
[My Role: DAEO |
View
Remove
Assignment
278 4 Submitted End Review
Dave, Holly X Tranna
Yes Dave, Holy X| AMC Traning X SF278 | 2009 | Incumbent to DAEQ e
Te DAEO
eSign &
Complete
1tolofl Items per page: [RISUESS 1
& You may want to delay
completing the report
if a late fee waiver . g
request or any conflict Field Description
of interest remedial Undo Submit to To restore the OGE 278 to a Review Status of Under

action is pending so
you can add a comment
or attachment to the

DAEO Review so the Filer may amend and the Senior Legal
Counsel and or Supervisor can add comments.

report reflecting those eSign & Complete To indicate the certifying authority certifies the OGE
items/their completion. 278.

Currently, once a report View Allows you to review the financial disclosure report

is “complete,” FDM online.

does not allow any

further action on that End Initial Review To signify that you have conducted an initial review
report. of a financial disclosure report and stop the Days in

Review counter.




Financial Disclosure Management

Remove Assignment Allows you to remove the report assignment if it was
assigned erroneously. If the report Review Status is

Not Started or Draft, the report is removed from FDM
when the assignment is removed.

Review an Amended Report

If you have reviewed an OGE 278 report and requested revisions,
you will receive an e-mail notifying you of when the Filer has made
the necessary corrections, signed and resubmitted his/her report for
your approval.

The Supervisor and Senior Legal Counsel must eSign the report
again when a Filer amends a financial disclosure report in FDM.

Review Process Flow

The process for reviewing an Amended OGE 278 includes the

following tasks:
& Once a Filer has eSigned

and submitted their Reviewing an Amended

report in FDM, the OGE 278

reviewer may receive

an e-mail requesting ¢ The Reviewer identifies the Filers who need their report
they review the report . .

: reviewed in FDM.

in FDM.

¢ The Reviewer gathers any review aids for reference such as, the
Filer’s previous financial disclosure report, ethics agreements,
agency list of contractors, etc.

¢ The Reviewer logs in to FDM.

¢ The Reviewer tracks Filer reporting activities.

¢ Reviewer reviews their Filer’s Reports list.

¢ Reviewer selects a report to review.

¢ Reviewer checks the report’s Audit Trail

¢ Reviewer eSigns and ends their review.

¢ Reviewer makes/adds comments where necessary.

¢ Reviewer eSigns and ends their review.

Note: An e-mail notification is sent to the selected reviewers indicating that they can begin
their review process.
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My Info

Review Reports

List Only Disclosures that you need to eSign

LJ . . . gJQc o

Admin Ethics Training Management Reports Resources

Review Reports - Worklist View Mode

me e DrgUnit View Mode 4

—— Search 4
My Roles: Form Type: Year: Reporting Status: Review Status: Action:
[ALL ~| [sFzre  |»] [=2o008 v [ALL =~ [aLL =~ [aLL -~ 1

Last Name
Starts With:

Last Name:

First Name: 1

~]

& Disclosures are grouped

by your FDM role.

If you have multiple FDM
roles you may see that
same disclosure listed
two or more times on the
Worklist page until you
have completed your
reviewing activity for that
disclosure in one of your
FDM roles. .

Reviewing a OGE 278

Search Reset 4
4
1to 12 o0f 12
- = = My Review )/
. - Org - Form Reporting Rewview Dawys in =
Assigned Filer - Unit | Supervisor | . e | Year Status Status Rewview Slgl:r“l::;re -
My Role: Senior Legal Counsel |
278 4 Submitted to
es Dave, Holy X AMC Training X SF272 | 2000 | Incumbent DAEO 07,/ 00/ 2000
Ar=ining X Assignment
View
S Under Review Remowve
g a -
Yes Hamilton 23, | X | AMC ia 0. Winnie [ gr52g | 3p00 | Incumbent | Amended o B7tooi2aa9 || Assignment
= o07/13/2009 eSign
End Review
Bago, Winnie Under Rewiews
i qo. W
es Hamilton 24, L X| AMC x SF278 | 2009 | Incumbent | Amended 4 07/09/2009
= o7F/o0e/2009 Assignment
My Role: Supervisor SLC |
278 4 Submitted to .
Dave. Holv X AMC :
Yeas Dave, Holy X MC | Foiming X SF278 | 2009 | Incumbent DAEO Miew
S Under Rewview i
] ao. W
ves Hamiton 23, L x| amc |B200. Winnie | ge57g | 5000 | Incumbent | Amended 0 |
1. In the Search area select the following and click Search.

ROLE - Supervisor, Senior Legal Counsel, DAEO
FORM TYPE - OGE 278

YEAR - The current year

REPORTING STATUS- All

REVIEW STATUS - Under Review

ACTION - All

Note: The list the amended reports at the top of your list, click the Review Status column title.

You will notice the Review Date for the report you previously
reviewed is crossed out. This indicates that the report was amended
and needs to be reviewed once again.

2. Click View beside the appropriate report. The Getting Organized
page is displayed for the report you are reviewing.
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REVIEWING A REPORT’S EVENTS

Audit Trail

recommended changes where made by the Filer.

In FDM, the Audit Trail time stamps report activities. Review
the Report’s Events to verity if your recommended changes where
made by the Filer. Review the Report’s Events to verify if your

3. C(lick Audit Trail. The Audit Trail page is displayed.

- . . = - = N
i 4 L 1 L y Q\}t AM{, \: e \’,
4 % 75 i
My Reports | My Info Admin | Resources "' ﬂ%\)‘_/u; 'I‘. ¥ Ok oq O
Audit Trail
Complete - L X, Knox_29, 2007 Incumbent SF 278 Report
= what is an ADAED
(listed in revaerse chronalogical order) ﬁ:ﬂ:aéfhiiségf?i:r:l‘;?
+ What is an SLC [Senior
Date Role MName Event Legal Counsel)?
03222007 11:54 |Reviewer | Adaso_1, Training X. E-Signed * Z\’Dhua:sizl ;'r"i?EC (Ethics
03/22/2007 11:54 |Reviewer | Adaso_1, Training X. Completed Report + Glossary
03/22/2007 11:54 |Reviewer | Adaso_1, Training X. Ended Review
03/22/2007 11:29 |Reviewer |Slc_273_1, Training X, Subrnitted Report To ADAED
03/22{2007 11:33 |Reviewer |Super_278_1, Training X, |E-Signed
03f22/2007 11:28 |Reviewer |Super_278_1, Training X, |Ended Review
03/21/2007 09:02 |Reviewer |Slc_273_1, Training X, E-Sigrnied
03/21/2007 09:02 |Reviewer |Slc_273_1, Training X, Ended Review
03/21/2007 02:57 |Filer Knox_29, L X, E-Sigried
03/21/2007 02:57 |Filer Knox_29, L X, Recertified Report
03/21/2007 02:57 |Filer Knox_29, L X, Edited Aszet “iew Ewent
03/21/2007 03:57 |Filer Knox_29, L X, Amended Report
03/16/2007 10:58 |Filer Knox_29, L X, E-Sigrnied

4. Review the Report’s Events to verify if your recommended

changes where made.

5. C(Click View Event to view an event’s details.
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Reviewer’s eSign

6. Click Report Data and then eSign. The Reviewer’s eSign page is
displayed.

7. Click Continue. The Review Status page is displayed.

Financial Disclosure Management

Review Reports

Ethics Training

Management Reports

Resources

Report Data Attachments Comments Flags Audit Trail

View/Print

Review Status

Previous Reports Noi

mro=

Assigned:

Amended:

Completed:

Filer Started:
Filer eSign and Submitted:

Review Status

Submitted for Certification:

Yes

06/24,/2009
07/13/2009
07/13/2009

Remove
Assignment

|view/Edit Due Date & Extensions|

Due Dates & Extensions
Current Due Date:
Report Due Date:

Under Review - L X. Hamilton_23, 2009 Incumbent SF 278 Report

l Senior Legal Counsel

— Report Progress

05/15/2009
05/15/2009

No extensions have been recorded.

|eSign||End Review|

Rewview Chain Audit Trail

Disclosure Report Reviews

Show Review Chain Controls

< What is the differ
between Review O
and Signature Da

< What is the Amer|
date and how daos
differ from the
Submitted Date?

#+ When should an
Additional Review
added?

% Glossary

_ Currenthy -
Re;.f:ﬁ::er Assi_gned Notify Re_l\_r;l::er End Reviews |eSigned/Signatures
Reviewer

Supenrvisar Winnie X Bago <1 | Organization

Supervisor SLC | Gladys X Frydey <] | Organization

Senior Legal Gladys X Frydey E<] | Organization | 679942669

Counsel Frydey—oladys
*=
Seriertegal
Eotfse

DAED Adam X Baum E<] | Organization

Reviewing a OGE 278

8. C(lick eSign.

9. Click the envelope icon to notify the next reviewer that this
disclosure report is ready for their review.

10. Click Report List to continue reviewing financial disclosure
reports in FDM.
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Reviewing a OGE 278

Administratively Closing a Report

Administratively closing a report will reduce the effort in
managing the OGE 278 filing process by ‘hiding’ reports which
should not or cannot be certified. Only DAEOs, DAEO ECs, DAEO
Assistants, can perform this function.

Incomplete or Not Started Reports

When a Filer is assigned a report, the expected outcome is a
certified report. However, there are instances where the Filer does
not start or complete the report. For example, the Filer has moved out
of that organization where the report was originally assigned or has
started a report that has not been assigned and should not be filing a
report.

There are also instances where a reviewer has not signed off on
a submitted report, and the report never progresses to final legal
certification.

Using Manage Exceptions to Locate Reports

The majority of these reports will appear on the Manage
Exceptions List. However, some reports that may have to be
administratively closed can appear on the Reports Worklist (a report
assigned or started erroneously that is not 30 days past due). This
new functionality enables certain reviewers to remove these reports
from their worklist. However, this report WILL display on the Review
Reports - Org Unit View mode.

When a report is administratively closed, the following applies:

¢ All Reviewer actions (excluding “Complete Without Signature”)
are enabled for a report based on its review status.

¢ The Filer of a report that is administratively closed will still have
the capability to take action (edit, submit, amend, and recertify) on
the report.

¢ Administratively closed reports will appear on the Filer’s list of
their reports and can be used to prepopulate.

¢ If an administratively closed report with a status of “Draft” or
“Amendment in Progress” does get submitted/recertified by the
Filer, the report will no longer be marked as administratively
closed.

¢ If the certifying official certifies an administratively closed report,
the report will no longer be marked as administratively closed.
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ADMINISTRATIVELY CLOSE A REPORT

To close a report:

1. Select the My Reviews / Manage Exceptions tabs. The Reports
that Need Special Action page is displayed.

2. Set the search criteria to the appropriate Role and Year, and then
click on the Search button. Results of the search criteria are
displayed.

q q J ¥ G 0 gdqQe 2
My Info Admin | Ethics Training | Management Reports | Resources

Manage Exceptions

Reports that Need Special Action

Search
My Roles: | DAEO ¥| vear:[ALL | [ Search | [Reset

1toSof 5 Items per page:
A a - = N Reporting Exception A - MNotes Description
Filer | Org Unit | Supervisor | POC(s) (Year Status lDavs in R - (partial)
My Role: DAEO
i
Ak, Terry Org ; Oakey, 2j.25f2009 by Tumer, Re:uwve
Yes Terrie ¥ | Unit Board, Bil Cartie 2009 | Incumbent Open Motes Ei?elge - Need to call the e
Notes
i
Yes Ak, Tery Ora | goarg. gyl Ozkey, 2008 | Incumbent Late Re:uwve
Terrie X | Unit e Carrie Aeni
ssignment
View
Nutt, Peace Ozkey,
Yes Hazel CERDEC Warreh Carrie 2008 | Incumbent Late Remaove
L L Assignment
Long, Peace Oakey,
Mo Mylas CERDEC | \ajarren Carie | 2008 Incumbent Late
Nutt, Peace Oakey,
Mo Hazel CERDEC | \ajzrran Carrie | 2907 Incumbent Late
1toS5of 5 Items per page: JUINS 1

3. Click on View next to the report you wish to close. The Getting
Organized page is displayed.

4. C(lick on the Review Status tab.
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My Info

Admin

Ethics Training

Management Reports | Resources

Review Reports

Report Data Attachments Comments Flags Audit Trail

View/Print

Review Status

Previous Reports Notes

Report Progress
Assigned:
Filer Started:

Draft - Hazel Nutt, 2007 Incumbent SF 278 Report
Review Status

No

03/03/2009

Filer eSign and Submitted:

Amended:

Submitted for Certification:

Completed:

Assign

Due Dates & Ext

Current Due Date:
Report Due Date:

05/15/2007
05/15/2007

|view/Edit Due Date & Extensions|

No extensions have been recorded.

Disclosure Report Reviews

Show Review Chain Controls

|Adm\n Cloze ||Cnmplete wio Signature|

Review Chain Audit Trail

Reviewer Role Currently Assigned Reviewer |MNotify | Reviewer Type | End Reviews | eSigned/Signatures
Supervisor Warren Peace =] Organization
Supervisor SLC Eileen Left E<] | Organization
Senior Legal Counsel Eileen Left (1 | Organization
DAEQ Paige Turner =] Organization

Common Questions

FY

+

&

&

What is the difference
between Review Date
and Signaturs Date?

What is the Amendead
date and howdoes it
differ from the
Submitted Date?

When should an
Additional Reviewar be
addad?

Glossary

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

On the Review Status page, click on the Admin Close button.

The Confirm Administratively Closing this Report page is
displayed.

Enter a reason for closing the report in the Reason text box.
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7. If the report should be counted as an assigned report for
compliance purposes, select the Yes radio button. In most cases,
No would be selected and is the default.

q 4 » ¥ G NQQe ’
My Info Admin | Ethics Training | Management Reports | Resources oa O
Review Reports

Report Data Attachments Comments Flags Audit Trail View/Print | Review Status| Previous Reports Notes

Draft - Hazel Nutt, 2007 Incumbent SF 278 Report
Confirm Administratively Closing this Report

Please provide a reason for administratively closing this report.

Reason: (Limit 500 characters)
Report Administratively Closed: Filer has retired|

(450 Characters Remaining of 500)

Should this be counted as an assigned report?

O Yes @ No

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC

8. C(lick on the Confirm button. A message is displayed confirming
that you wish to close this report.

9. C(lick OK. You return to the Review Status page. The report has
been administratively closed.
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Supplemental Report Comments
and Attachments

At times, reviewers may want to include additional report
information after a report review is complete (e.g., a disqualification,
an ethics agreement). In FDM, Supervisor reviewers, Senior Legal
Counsels (SLCs), DAEOS and their ECs and assistants can add this
supplemental information through report comments and report
attachments.

Important Information

¢ Adding supplemental information to a completed report does not
remove any of the report signatures or change the report’s status
in FDM.

¢ Only the person who attached or added the supplemental item
can replace/edit or delete it.

¢ Supplemental items are not part of the “report of record” and
therefore do not print on the OGE 278 report.
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ADDING SUPPLEMENTAL INFORMATION

L] L] . L] L L] LELE %
My Info Admin | Ethics Training | Management Reports | Resources
Review Reports
Review Reports - Worklist View Mode d
.“ OrgUnit View Mode <\
b =
—— Search & )
My Roles: Form Type: Year: Reporting Status: Review Status: Action: 1
o v
[ ~| [sFars v [2008 & [ALL ~| [compiets ~| [AL - Y
s
Last Name
Starts With: Last Name: First Name: <+ H
w | r
n
tl
Search Reset P
R
@« G
1to 2 of 2 Ttems per page:
- - = My Review/
- - Org - Form Reporting Review Days in m
Assigned Filer a Unit | Supervisor | 30 |Year Status Status Review Slg[;l:tt:re —
My Role: DAEO [
278 4 =
e W
Yes |Dave, Holly X AMC | SF278 |2009| Incumbent |Complete & 07/13/2009
Yes |Hamiton 23, L X|Amc |B298.Winnie | gohog | 5g0g | Incumbent | Complete 0 07/13/2009
1to20f2 Items per page: 1

In the Search area select the following and click Search.

- ROLE - Supervisor, SLC, SLC EC, SLC Assistant, DAEO, DAEO EC,
DAEO Assistant

- FORM TYPE - OGE 278

- YEAR - The report year

- REPORTING STATUS- All

- REVIEW STATUS - Complete
- ACTION - All

=

Click View beside the appropriate report. The Getting Organized
page is displayed for the report you are reviewing.
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At this point, you can add either additional report comments or
attachment that provides additional information, a clarification, or a
correction to your completed report.

Supplemental Report Comments

1. Click the Comments sub-tab. The Comments page is displayed.

Financial Disclosure Management

Ethics Training | Management Reports | Resources

Review Reports

Report Data Attachments |Comments| Flags Audit Trail View/Print Review Status Previous Reports Notes

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report

Commo

Comments ¢ Who is 4
{Design
Ethics O
{listed in reverse chronological order)

& Whois 2
Category Comment Text Legal C
. . ] . & Who is 2
Bago, Winnie X, Reviewer |06/24/2009| Report Changed Supervisor to Don's Counszel
Supervisars Training 278_4

Author Date Comment | Line

L Role On Item

¢ What is
between

[ Add Report Comment on a Re
Commern

item?

¢ What is
Record?

2. C(Click Add Report Comment. The Add Comment page is
displayed.
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] 1 r " E 1 ufal- -
My Info Admin | Ethics Training | Management Reports | Resources
Review Reports
Report Data Attachments | Comments| Flags Audit Trail View/Print Review Status Previous Rep

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report
Add Comment

Commu

4 What is

Comment on Report (Limit S00 characters) Record?
4+ When s

Date: 07/13/2009 Author: Adam X. Baum e

SF 278 of Record: (Include as part of SF 278 of Record) the 5F 3
Filer alerted me that =he had received a previously unreported gift, a leather + Glossar)

briefcase, valued at $350.00 from Jan Smith. She confirmed that 2he has no
official duties that involve Jan Smith. | determed that her acceptance did not
create a conflict of interest.

(225 Characters Remaining of 500)

Save ] [ Cancel J

3. Type your comment and then click Save. The Comments page is

displayed.
1 i J " L n QU¥ .
My Info Admin | Ethics Training | Management Reports | Resources

Review Reports

Report Data Attachments |Comments | Flags Audit Trail View/Print Review Status Previous Reports Notes

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report

Comments * \E“Ei)
Et
(listed in reverse chronological order) oW
Author Comment| Line
L
Author Role Date Oon Item Category Comment Text =
& W
Baum, Adam X. Reviewer |07/13/2009| Report Supplemental | Filer alerted me that she had cd
received a previoushy
unreported gift, a leather @ L"‘;
briefcase, valued at $350.00 o
frorm Jan Smith. She =
confirmed that she has no ite
official duties that involve Jan o
Smith. I determed that her R
acceptance did not create a
conflict of interest. + Gl
Bago, Winnie X. Reviewer |06/24/2009| Report Changed Supervisor to Don's
Supervisors Training 278_4

[ Add Report Comment

Reviewing a OGE 278 254



Financial Disclosure Management

At this point, you can edit the comment you just added or add any
additional report comments. Report comments cannot be deleted.

Supplemental Report Attachments

1 1 . LJ 1 LB
My Info Admin | Ethics Training | Management Reports | Resources
Review Reports
Review Reports - Worklist View Mode d
.“ OrgUnit View Mode L
sl e n
— Search + v
My Roles: Form Type: Year: Reporting Status: Review Status: Action: 1
[DaEo ~| [sFzra | [z2008 ] [ALL ~| [complete ~| [ALL v * Y
Last Name i
Starts With: Last Name: First Name: + H
| > | r.
tl
Search Reset &
R
L
lto2of 2 Items per page:
- - = My Review/
Assigned Filer ~ 3—:3: Supervisor ?—": Year Esliﬁ:l '}_;:::ﬁ;‘ g%v% Signature (—
s =E= =L Date
My Role: DAEO [
Yes |Dave HolyX |AMC |ZZBA: SF278 2009 | Incumbent |Complete 6 07/13/2009
Yes |Hamiton 23, LX|Amc |20 WINE | 5py7g | 2009 | Incumbent |Complete o 07/13/2009
1to 2 of 2 Items per page: o
1. In the Search area select the following and click Search.
- ROLE - Supervisor, SLC, SLC EC, SLC Assistant, DAEO, DAEO EC,
DAEO Assistant
- FORM TYPE - OGE 278
- YEAR - The report year
- REPORTING STATUS- All
- REVIEW STATUS - Complete
- ACTION - All
2. C(lick View beside the appropriate report. The Getting Organized

page is displayed for the report you are reviewing.
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3. C(lick the Attachments sub-tab. The Attachments page is
displayed.

Financial Disclosure Management

Ethics Training | Management Reports | Resources

Review Reports

Report Data |Attachments| Comments Flags Audit Trail View/Print Review Status Previous Reports Notes

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report
Attachments

Date
Attached

07/07/2008|Daye, Holly ¥.|Job Description| DM JOB DESCRIPTION.doc

Originator Type Name Category|Notes

[ Add Attachment

4. Click Add Attachment. The Add Attachment page is displayed.
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0 0 » " G 0 OO -,
My Info Admin Ethics Training Management Reports Resources
Review Reports
Report Data | Attachments | Comments Flags Auwudit Trail WView/Print Rewview Status Prewvious Reports Notes

Complete - Holly X. Daye, 2009 Incumbent SF 278 Report
Add Attachment

Instructions: Use this area to add attachments that should be viewable with the financial dizsclosure report. Check the appropriate type
or use "Other” and describe the attachment. For example: Ethice Counselor advisory on financial interests.

Date: 07/13/20090
Originator: Baum, Adam X.

Type: Job Description

Extension Request

Late Fee Waiver Reguest

Late Fee Waiver Result

Certificate of Divestiture

Ethics Agreement

Cautionary Motice Sample Template
Disqualification Sample Template

Memorandum for Record

®@000000000

Other | Future Employment Agreement

(Limit 250 characters)
|Future Employment Agreement Filer Holly Daye
(206 Characters Remaining of 250)

Motes:
(optional)

Click "Browse"” to select file then click "Upload”™.

Filename: | |CBrowse... ]

[ Upload ] [ Cancel J

5. Select the Attachment Type and then type a brief description of
your file in the Notes field.

6. Click Browse to locate the file you wish to upload to your
financial disclosure report.

7. Once you have found the file, click Upload. The Attachments
page is displayed.
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Financial Disclosure Management

FOM Banner
My Info

Ethics Training | Management Reports | Resources

Review Reports

Report Data |Attachments| Comments Flags Audit Trail View/Print Review Status Previous Reports Notes

Complete - Holly X, Daye, 2009 Incumbent SF 278 Report

Attachments
Date Originator Type Name Catego Notes
Attached 9 P gory
Baum, Adam |Other : Future Employment FDM JOB Future Employment Agreement Fier |_Replace
D7IL3/2008) ™y ™ | agreement DESCRPTION.doc ~ |°“*PE™M! il Daye Delete
. FDM JOB
07/07/2009| Daye, Holy X. {Job Description DESCRIETION. doc

Add Attachment

Reviewing a OGE 278

At this point, you can Replace, Delete any existing attachments or
add a new attachment.

8. C(lick Continue and then click Save. The Comments page is
displayed.

At this point, you can edit the attachment you just added or add
any additional report attachments.
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Manage Exceptions

The Manage Exceptions tool allows DAEQOS or SLCs to track Filer
and Supervisor Reviewer compliance and to manage reports that
require any special action(s).

Reports display on the Manage Exceptions list if:

¢ OPEN NOTES - The Report has existing Notes that are not
“Closed.”

¢ CZ/NECZ Extension — A National Emergency/Combat Zone
extension has been recorded for the report.

¢ Filer not eSigned - The Filer has not submitted the report in FDM
by the report’s due date.

¢ Supv not eSigned - More than 30 days have passed since the Filer
has submitted (or re-submitted if their report in FDM) and the
Supervisor has not eSigned.

¢ SLC not eSigned - More than 30 days have passed since the Filer
has submitted (or re-submitted if their report in FDM) and the
SLC has not eSigned.

¢ TFiler not Started — The Filer has not started entering data into their
report by the report’s due date.

My Info |

T Admin T Ethics Training T Management RepnrrsT Resources Log O
Manage Exceptions

Reports that Need Special Action

sSearch — - -
This indicates the DAEO or Senior
My Roles: | D2EOQ Year: | SLL ™~ Legal Counsel added a note

indicating that there are items within

Assianed

A MNational Emergency / Combat Zone the report that require follow up
extension has been recorded for this report.

before the report can be certified.

rmis per page:

Reporting | Exception

Notes
Description
(partial)

org
Unit

Supervisor | POC(s) n Rewview w

My Role: DAEO \ /
3/20/2009 i
by Baum,
Hamilcon 22, Bago. Beache opgen & Remaowve
Tes Lx AME (\winnie x Sandy 3 | 2009 | INCUMOGNE | potes pdam X~ ||assignmene
with filer i
> View
vas w‘ Amc | B2go. Eeashe 2000 | Incumbent \mczxemniﬁ
Indicates the Supervisor has not completed B Assignment
their review of this report within 30 days View
since the Filer submitted the report. S Remowve
pv not
T I [Winnie [Sandy X1 Ee ot T esigned 3= Assignment
Indicates that the Filer has not submitted o tes)

(eSigned) their report by its due date. Filar not Visw
T HO [ Winne Ana Entrant | —eSigned
WView
; Fesign
Hamilton 28, | AMC | Bago, Graham Mews SLC not a5 -
s L HO | Winnie x Anna x | =709 y’esngned 0 S
Hotes

Yes

View

Filer not

Bago Beache
Incumbent Sta

Hamilton 23, | .5, o,
L X = | Winnie X San
; =

Remowe
Assignment

5]

Indicates the Senior Legal _
ems per page: [RITELG
Counsel has not completed . =

their review of this report Indicates that the Filer has not started
within 30 days since the Filer their report by its due date._

Reviewing a OGE 278

259



Financial Disclosure Management

Reviewing Options for Reports that Need
Special Action

From the Reports that Need Special Action page you can:

View Allows you to review the financial disclosure report
online.
Assign Allows you to assign the report to the Filer for

compliance purposes

Remove Assignment Filers are no longer required to file.

End Review To signify that you have completed your review of a
financial disclosure report.

Notes To view any open notes for the report.

End Review To signify that you have completed your review of a
report.

eSign When you have completed your review and are

confident there are no conflicts of interest.

REVIEWING REPORTS WITH NOTES

To complete your review of a report with notes on the Manage
Exceptions list:

1. If a Note exists for the report, click Notes beside the appropriate
report. The Notes page is displayed.
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. 0 LJ ¥ * . Qe -
My Info Admin | Ethics Training

Management Reports | Resources
Review Reports

Report Data Attachments Comments Flags Audit Trail View/Print Review Status Previous Reports | Notes

Under Review - L X. Hamilton_30, 2009 Incumbent SF 278 Report
Notes

| Start/Add More Notes | |

Notes:

Instructions: Use this page to make notes for fellow-up action or other use as you review this report.

(Limit 10,000 characters)

7/M13/2009 by Frydey, Gladys X. - Filer listed an Asset "Schwab IRA™ without reporting it undertying holdings. Asked Fller to amend and add the undertying
Schwab IRA underlying holding income. Explained Filer should not report diversified mutual funds held in Schwab IRA.
7/13/2009 by Frydey, Gladys X. - Call Filer about ALCOA stock.

(9664 Characters Remaining of 10000)

Close Notes | | Delete Motes
<« Back

2. Review the notes. When complete, you can click either Close
or Delete Notes to indicate that the report review can now be

completed. A confirmation message is displayed indicating the
report will now move back to your Reports Worklist.

Reviewing a OGE 278
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0 { |J 0 G . Qe -
My Info Admin | Ethics Training | Management Reports | Resources og O
Review Reports
Report Data Attachments Comments Flags Audit Trail View/Print Review Status Previous Reports | Notes

Under Review - L X. Hamilton_30, 2009 Incumbent SF 278 Report
Notes

| Start/Add More Notes | |

Instructions: Use this page to make notes for follew-up action or other use as you review this report.

MNotes: (Limit 10,000 characters)

T/13/2009 by Frydey, Gladys X. - Filer listed an Aseet "Schwab IRA" without reporting its underhying holdings. Asked Fller to amend and add the underhying
Schwab IRA& underlying holding income. Explained Filer should not report diversified mutual funds held in Schwab IRA.
7/13/2009 by Frydey, Gladys X. - Call Filer about ALCOA ztock.

ndows Inte

P Do you want ta close these Motes and move the Report back o vour Waorklist?.
\f/ All unsaved changes will be saved.
Click "0k ko close, otherwise click 'Cancel',

OK ] [ Cancel ]

(9664 Characters Remaining of 10000)

Close Notes | | Delete Notes

3. Click OK.

If the report is ready for certification, i.e., the Filer and Supervisor
or SLC have eSigned:

4. Select the Review Status tab. The Review Status page is
displayed.

5. Click eSign and Complete. Your review has been recorded and
the Note is closed for the report.
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DELETING A REPORT

DAEQOS and their ECs can delete or remove 278 reports that are
unneeded, erroneous, and/or “Admin Closed.” This feature allows
you to get rid of abandoned Draft reports left in FDM after a Filer was
deleted, as well as incomplete reports that will never be completed
and those reports that are “Admin Closed.

A report is eligible for deletion if:

- the report has a Review Status of Certified Complete and the date is
six years after the last Filer eSign date.

- the report has a Review Status of Completed without signature and the
date is six years after the report completion date.

- the report has a Review Status of Dratft.
- the report has a Review Status of Under Review.

Note: Once a report is deleted from FDM, it cannot be recovered.

To delete a report from the Reports Worklist View or Org Unit
view:

1. Click My Reviews | Review Reports.

2. In the Search area select the appropriate filers and click Search.
3. C(lick on View beside the report you wish to delete.
4.

Click on the Review Status tab.

= = )
I My Info | | Admin | Ethics Training Management Reports Resources g ".t‘_-;._:. o O

Review Reports

| Report Data || Attachments || Comments || Flags || Audit Trail || View/Print || Review Status || Previous Reports || Notes |
Draft - OGC 278Filer2, 2010 Incumbent SF 278 Report

Review Status

R |® What is the difference
2 & HowbDorI... | betwesn Rewview Date
3 and Signature Date?

o What is the Amendead
date and how does it
differ from the

— Report Progress — Due Date & Extensions Submitted Date?
R . [ s Current Due Date: 05/17/2010 |¢ when should an
Assigned: Yes |Assignment | additional Reviewsr bel
added?
Filer Started: 10/07/2010 |View/Edit Due Date & Extansions| [¢ Glossary
Filer eSign and Submitted:

Mo extensions have been recorded.
Amended:

Submitted for Certification:

Completed:

.Ad min Close | Delete | Complete w/o Signature |

Disclosure Report Reviews

Showr Review Chain Controls Review Chain Audit Trail
Reviewer Currently Assigned = Reviewer End Initial = =
Role Reviewer PRk Type Rewview Dates Eirnsiystraslnrs
Supervisor Public X 2= Organization
SupervisorPOC

Supervisor SLC| Brock X Lee = Organization
Senior Legal Brock X Lee 2= Organization
Counsel
DAEDQ DemoQGC X DAECQ = Organization
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5. On the Review Status page, click on the Delete button. The
Delete Confirmation page is displayed.

b N
Resources

My Info Admin | Ethics Training | Management Reports

Review Reports
Report Data || Attachments || Comments || Flags || Audit Trail || View/Print || Review Status || Previous Reports || Notes|
Draft - OGC 278Filer2, 2010 Incumbent SF 278 Report

Confirm Permanent Report Deletion - Warning

'
A Warning! You are about to permanently delete a report from FDM.

DELETED REPORTS CANNOT BE RECOVERED.

Review the retention rule in § 2634.603 Custody of and access to public
reports before permanently deleting the report from FDM.

Yes, permanently delete this report.

Security and Privacy Motice | Help | Accessibility | Developed by: CECOM LCMC

6. Select Yes, permanently delete this report checkbox and then
click the Confirm button.

The report is now permanently removed from FDM.
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FDM Management Reports provide Administrative and Legal

FDM users a tool for monitoring the filing and reviewing progress of
disclosure reports.

All FDM users, except Filers and Filer Assistants can generate
Management Reports.

Disclosure Management Reports

Registered Filer Summary

Mw Info Mw Rewiews | Admin Ethics Training Rasources:

Registered Filers Summary

il

Salaect an Org Unit and Scope

Org Wnit: Ky Oros = | TRAIMING | -SELECT-Mext Lewel Dowin | %
) Show Filers for TRAINING
) Show My Filers [ Include Filers for Org Units assigned to other DAEO=

Set Report Filter
Form Type: Wear:

| ozE 250 [ | zo0e (= | | Generate Raport

Report Results “=F Printar Eriendhy

Total GEASD Filers: 72

DEEASD Filers not ywet assigned a 2009 report : 70 Submitted 2009 O/GCEAS0 a
reports
Drafted 20009 MGEAS0 =
reports

Mot Started,_ assigned 20009 -0
QGEASD reports @ )

The Registered Filer Summary Report Disclosure tab provides a
summary of your current Filer’s submission status by Form Type and
Year. Use this report to track how many Filers for the current year
have or have not submitted disclosure reports in FDM.
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Disclosure Detail Report

My Reports My Info Rewview Reports Admin Resources

Disclosure

Disclosure Report Detail

R
i DAED [Change
E

Select Organization and Scope

Org Unit: My Orgs » |OGC PSG I |—SELECT—Ne><1 Level Down | W
0 Show Filers for OGC PSG I
® Show My Filers Include Filers for Org Units assigned to other DAEOSs

Set Report Filter

Form Type: Year: Reporting Status: Review Status:
SF27E v al v [ ~ [ 20 ~ Generste Report

Legend
- Report awaiting Filer eSign
e - Reviewer is other than person assigned for the Org
Unit
Cw s - Completed without Filer's eSignature
SO - Reviewer Signed outside of FOM
Report Results &$ Printer Friendly
o @ - — Signed By
- A A ubmission |Reporting eview 5
Year Filer Filer E-mail Date Status Status Supervisor —— E slt| papn |PAED
EC EC
2003 Eahl, Barbie a_adams_2&us, army.mil 05/05/2008 Erl:lter;\;t Under Review |Pickney, E S0
i, Manr Under Review
2002 ® J i a_adarns_9@@us. army.rmil | 06/04/2002 | Incumbent |- Amendrment |Pickney, E o s
in Progress™
2007 ;eel Brock s adams_G@us.army.mil | 06/04/2008 |Incumbent | Complete  |Pickney, E | 06/04/08 | 06/04/08 05/09/08
2008 Eyons, [BETD a_adarns_7F@us, army.mil - | 06042002 | Incumbent | Under Review |Pickney, E o s
2002 pOa'I::é.:rnature, a_adarns_S@us. army.mil Incurnbent Diraft Pickrney, E
Raffone, p e "
2007 ke ¥ a_adarns_10@wus, arrny. mil Entrant Complete Pickrney, E CWS
Sociale, . e . .
2002 anne T a_adarns_1&wus. army.mil 05/05/2008 Ertramt Under Review |Pickney, E
Total: r 7 eSigned: 1 1 1 1 1]
Amendment
in
Progress: 1
Completed wfo Filer's _ _ _ 1 _
eSignature:
Reviewer Signed
Outside of FDM: . . . . .
Summary Results
Reporting Status Total Draft Under Review |Submitted to DAED |Complete
Mew Entrant 2|0 0.00%| 2 56,67 % a 0.00%: | 1] 23.33%
Incurmnbent 4|1 |(25.00% | 2 S0.00% o 0.00% 1| 25.00%
Termination 0|0 0.00% | 0 0.00%a a 0.00% (0 0.00%
Incumbenty Termination 00| 000% | 0 0.00% a 0,00% |0 0.00%%
Total FIL(14.29% | 4 S7.14% o 0.00% (2| 28.57%

The Disclosure Detail Report provides disclosure reporting and
reviewing status detail by Org Unit, Form Type and Year. Use this
report to track review progress of a disclosure report.

Note: * indicates that the reviewer is not part of the Filer’s org unit review group.
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Filers with no Disclosure Report

My Rewviews A

Ethics Training

Resourcas

Filers wwith Mo Disclosure Report

Select an Org LUnit and Scoo e

Org Wniks My Orgs «

AMC HO | [-SELECT-Mext Level Down [

&) Shaow Filers for AMC HO
3 Show My Filers

Indude Filers for ©rg Units sssigned be athar 453 Certfiers

Set Report Filter

Form T
[ ocE 450

= Yoear:

-~

Gensrais Repork

Thesa Filars hawe Batiomal

recordad for their reports witds

Raeport Results

k\‘l.l:lkrmwn Feturnm Dates_

Emergency/ Combat Zone Extensions

g = oo etaeeay Cupres ok A4S0 CERTIFLER E-
Lluwitk Pl Filer E-mail Status Diase Dnte | ASsioned ?/Fier il
ﬂg‘: 'I:'a'“"::‘"—l B | Uramitsr_10@us ammye i Annusl 0217 2009 )// Sledd, Bob | =_scams_1058 us. ammemid
ggc ':amitnn—)J L_hamiton_2@us. ammemi Annual - w sledd. Bob |z_adams_Loaus.armme. il
:gc Il:larr!ﬂ:::nn_:-!. hamilton_3a@us.armmy.mil Annual — b Sladd, Bob |a_sdams_Lodus.armm.rmi
ﬂgc 'I:‘am‘t"-""—‘:" |_hamiton_4@us.ammemi Annusl _~03/19/2009 w Sledd, Bob |a_sdams_10@us, armmy.mi
ﬁgc 'I:'E'"itz'"—s' L harmito m_Saus. ammenid 0271772009 » Sledd, Bob | =_scams_ 106 us. ammmemil
:Ec 'I:"’"" 0z/17/2009 b4 sledd, Bob |a_adams_lo@ws.armmy.mi
The Filar has a 30 day extansion 1 ! ]
:SC i recorded for his/ her report. 02/17/2 009 * sladd. Bob |z2_adams_toaus.armmermi
ﬂgc (e LT Ty I Ty ———— Annusl 03/17 /2009 ~ Sledd, Bob |a_adams_10@us.armmyrmi
agc t'am"m"—g- |_hamitor_S@us. ammemi Arnnusl 021772000 w Sladd, Bob | =_scams_ 106 us. armmemi
Testal o

Filer’s with No Disclosure Report Lists any registered Filers who
have not started a report, assigned or not assigned, by the specified
year and report type. Use this report to track delinquent filers in

FDM.

Note:

Some Filers shown on this list who have not been assigned a report are not delinquent

(e.g., they filed a New Entrant in last 60 days of prior year and do not owe the Annual
or Incumbent until 2010).
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Administrative Management
Reports

Supervisors’ Org Units

. . » J £ . O -,
My Reports My Info Rewiew Reports Admin Resources og 0
Administration
Supervisor's Org Units
R
E DAED Change
E
» Select Organization Unit and Scope
org unit: My Oros = QGG PSS |—SELECT—NE>d Level Down
) Show Filers for OGC PSG N
& Show My Filers [ Include Supervisors for Org Units assigned to other DAEOs
»= Set Report Filter
Last Name Starts With: Last Name: First Name:
v| | | | | |Rese‘t | |Genera‘te Repor‘t|
» Report Results &P printer Friendl
Org Unit's -
S_uﬁr#sor's Email ?ﬁﬁ % E- E- E;s g:;} Org Unit Location
Hame g uni £qa Members |Filers (Org Units?
Counsel
Lee, Brock X a_adarms_7F@us. army.mil | Baltirmaore RO |Pickney, E X ] =) Mo FOM-2= 0 8- = O C- = DGEC
PSG III-=RC 3-=Baltimore
RO
Lees, Brock x a_adarns_F@us. armny . mil | Martinshurg Pickney, E X 3 =2 Mo FOM- = A - = DG C - = OGC
W W AT PSG III-=RC 3-=
Martinshurg Wi W arC
Pickney, E X 2_pickney@us.army.mil | Baltimore Pickney, E X =} =) [ la] FOM- =W A - = OG- = G
WANMC PS3 II->=RC 3-=Baltimore
WAMIC
Pickney, E % e_pickney@us. arrmy.mil | OGC CFD Pickney, E X 1 1 Mo FOM- = W A - = OG- = S
filers PSG III-=WwACD CFD ar
OGE 450-=
QGC CFD filers
Pickney, E X e_pickney@us.arrmy.mil  |OGC PSGE [T | Pickney, E X 2 u] Yes FOM- =W A - = OGC - = OG0
PSG III
Pickney, E ¥ e_pickneydus. army.mil | OGCRC Pickrey, E X 7 = Mo FOM-2= 4 8- = OIGC- = 0GC
PSG III-=PFD or SF 278-
=OGECRC
Pickrey, E X e_pickney@us. army.mil  [OIET (0O Pickrey, E X 7 3 Mo FDM- = 8- = OG- = 0G0
CFD filers) PSG III-="WaC0 CFD ar
COGE 4350-=
OI&T (S0 CFD filers)
Bicknew E ¥ 2 _nicknesimus arcou ol LOTET (BED Bickrewy E % [=1 = Lo ELfl= =2 5 = e (WS = = IS

The Supervisors” Org Unit report provides a listing of Supervisors
and the Org Units they are assigned to in FDM. This report facilitates
the annual data clean up process prior to the upcoming filing season.
Use this report to manage Supervisor to org unit associations. You
should consider deleting an org unit, if a supervisor is listed for an
org unit that has no Filers.

When deleting org units from FDM, check the Subordinate Org
Units for Assigned Org Unit column first. If the assigned org unit has
sub org units listed, then you must first delete or move the sub org
units before deleting the Supervisor’s Org Unit
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Currently Overdue

Supervisors’ Org Units

0 (] P . - (] 00
My Tnfo | My Reviews | Admin | Fthics Training Management Repork: Rexources o

Currently Overdue OGE 450 Annual Reports as of 03,/17/2000

El DAED

Im=tructions: Generats this repor to see a izt of assignsd Snnoal O0OE 450 Reports that have not besn submitted 0.8 | s-signed) by the fier as of
today'e date. The presumplive Annual OGE 450 Report due date g mid-February.

Seanrch
| Year: | 2009 %) Generate Report

Total Mumber of Overdue Reports: 69

Report Results

OGE 450 | e r's position| Current Due Date | EXtEnsion(s)|, oo Forencion Reason| Open Notes

ER=t Certifier Grambed

|Filers of DAEO: Bsum, Adsm X and Senior Legal Counsel: Frydey, Gladys X

lavs 7. B K ;_':"-‘dd sy 0z2/17/2009 n 1
Jave 8.0 % el 02/17/2009 N N
Jays 0, P X ?-Eﬂﬂhﬂ-ﬂh a2/17/2000 I M

|Filers of DAEO: Franken 14. A X and Senior Legal Counsel: Frankesn 15, 4 %

Fanken 15| E "
Eranken 26, A X |55 02/17/20009 ¥l N
i Franken 15 L
Emnken ?7._A | . | 02/17/2009 " _ . M
Fanken 15,
Eranken 28 AX | 2% 02/17/2009 ¢l M
Franken 3o 4y |E=0ken 19 02172000 1 M
Franken 15, | |
Eranken 30, A X % | 02/17/2009 M _ . M
|FIIEF50!IJAED: Kin. Manny X and Senior Legal Counsel: Cade, Bamy X
r. Cal X vader. Ela X nz/1vi2009 1§ I
Blutt, Harel X vader, Elb X| 02172009 il N
Price 11, R X Wader, Els X az/17/20009 il M
Eikp . BX | Mader. Bl X| | Q2172009 M | | M
Aser. Earllee ¥ | Vader Ela X 02/17/2009 £l N

The Currently Overdue OGE 450 Annual Reports can be used
by DDAEQS, Senior Legal Counsels and 450 Certifiers to view data
about late annual reports for the current year. A report will display if
it was assigned, has a Review Status of Not Started or draft, and the
reporting due date already occurred.
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Review Metrics

Review Progress Summary - Success Score for
450 Certifier

7 N e
' My Repor&T My lnfuT My ReviewsT Admi“I Ethics Trﬁiningr 5 nt Repor ". Resources '3
Disclo dministration | Currently Overdue | SL 20 Workshaet || /| Metrics

Rewview Progress Summary — Success Score

I Report Help...

Report Results & Printer Friendly
Weekly OGE 450 Reports Success Score for Kupp. Stanley (as of 21 Jun 2010)

Click on "Report Help” for more information on how to interpret information on the report
and how to improve the success score

mron

Success Score Summary:

Note about the Success Score: Cffice of Govemment Ethics regulations set a

standand of 60 days for Ethics Cfficials (EOs) to complete or at least preliminarily

2010 847 720 reviews financial disclosure reports (e.g., SF 278, OGE 450). The higher the

2009 J 844 | 135 ! Success Score the more reports reviewed or completed within the standard
(1,000 iz the highest possible score indicating EC action on all reports within 60

days of the Filer's eSign.)

Report Year  Ceriifier Score Army Score

Reports by Review Status:

Not Submitted Submitted by Filer

Report Year Total Reports Not Started Draft ar Needs Supervisor Needs Completed
Assigned (not Amendment In- Signature Certification
admin closed) Progress
2010 120 7 2 =3 7 a9
2009 | 135 | 0 | [ o | 3 | 132

Not Complete Not Complete Completed
No Initial Review With Initial Review

Report Year <= 60 Days > m'uw’s(}.""“
Review >

2010 L} 12 o o 94 1]
2000 0 3 [ [ 103 | " | 18 |

The Report Progress Summary — Success Score for 450 Certifiers
shows 450 Certifiers how they are doing in reviewing reports within
the Office of Government Ethics 60-day review rule. FDM displays
for 450 Certifiers a summary table and a Success Score. The Report
Progress Summary is available under Management Report | Review
Metrics.

¢ The FDM Success Score indicates how well an Ethics Official (i.e.,
450 Certifier, SLC, or DAEO) is doing toward meeting the OGE
60-day report review standard.

¢ A score of 1,000 indicates the Ethics Official has initially reviewed
or completed all reports within 6o days of Filer’s submission
(eSign date).

¢ The higher the Success Score the closer the Ethics Official is to
achieving the OGE review standard on all reports.

¢ The closer a score is to o the fewer reports being reviewed or
completed within the OGE standard.

Note: The success score factors out reports that supervisors have not reviewed.
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GENERATING A MANAGEMENT
REPORT

To generate a Management Report:

1. Click Management Reports and then select the appropriate tab.

L N ' L] ¢ L LA

My Reports | My Info | Review Reports | Admin Resources

Disclosure

Select Disclosure Report

1. Disclosure Report Summary

2. Disclosure Report Detail

3. Filers with Mo Disclosure Reports

2. Select the type of Management Report you wish to generate:
- Disclosure
- Administrative

- Currently Overdue

Disclosure Report Detail

R
E

Select Organization and Scope

Org Unit: 1y Oras = [CECOM | [ -SELECT-Mext Level Down | v
> Show Filers far CECOM
(& Show My Filers Include Filers for Grg Units assigned to other Supervisors

Set Report Filter

Form Type: Year: Reporting Status: Reviews Status:
SF 278w 2008 |~ Al w Al - Gensrate Report

3. Select the Org Unit of the filers whose disclosure filing or review
status you wish to view.

4. Choose the appropriate view, Show Filers for Org Unit, Show
My Filers and Include Filers for Org Units assigned to other...

Including/Excluding additional Org Units in your View

You can opt to include or exclude specific Org Units from your
Management report by selecting one of the “views” beneath the Org
Unit Breadcrumb trail.
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View Option Description
Show Filers for Org Limits your report to disclosures for Filers in the
Unit... currently selected Org Unit only. In this example, only

the filers in CECOM are listed.

Show My Filers Lists the disclosure status for all of the filers you

are responsible for, in the selected Org Unit and

any subordinate Org Units. For example, if you are
responsible for 3 Org Units, CECOM and 2 subordinate
Org Units, selecting Show My Filers lists the disclosure
status for the Filers in your 3 Org Units.

Include Filers for Org | Lists the disclosure status for all filers in the Org Units
Units assigned to you are responsible for and for the Org Units that
other ... are assigned to other FDM users with the same role.
For example, if you are a supervisor for 3 org units,
selecting Include Filers lists the disclosure status for
the Filers in your 3 Org Units plus the Org Units with
different supervisors beneath you.

5. Select the appropriate Report Filters to limit your report to only
certain Form Type, Reporting Status, etc.

6. Once you have made your filter selections, click Generate Report.

Disclosure Report Detail

Select Organization and Scope
Org Unit: by Orgs » (CECOM -SELECT-Mext Lewvel Down | %

) Show Filers for CECOM
@ Show My Filers Include Filers for Grg Units assigned to other Supsrvisors

Set Report Filter

Form Type: Year: Reporting Status: Reviews Status:
SF278  w 2008 v Al v Al v Generate Report
Report Results &P Printer Friendl
Signed B
vear | Ord Filer Filer E-mail Submitssinnjijizen octing Reviews Status R ° ST_C DAEO
Unit Date Status Filer |Suprv | SLC DAEO
EC EC

2002 _CEEEM ;’Iallow_l, M m_mallowe _1@@us. arry . mil 02212002 | Incumbent gi%'gtteu to eSigned | eSigned

2002 _CEEEM I;(DIar, Cherri m_mallow_2@@us. armmy . mil 02/19/2002 | Incumbent  |LUnder Rewview eSsigned

2002 |CECOM irinken_l, a_franken_1@us. army . mil 0z2f20/2002 |Incumbent  |Under Rewview eSigned | eSigned | eSigned

2002 | CECOM ﬁe;nedv_l, t_kennedy_l@us.army.mil | 02202002 |Incumbent  |LUnder Rewviews eSigned

Taotal: 4 4 eSigned: 4 2 1 o o o
Amendment in
Progress: o

Summary Results

Reporting Status Total Draft Under Review Submitted to DAEO Complete
MNew Entrant 0|0 0.00%| O 0.00% [u] 0.00% [ 0 0.00%
Incumbent 40| 0.00%| 2 75.00%: 1 25.00% | 0 0.00%:
Termination 00| 0.00%| O 0.00%: o 0.00% | O 0.00%:
Incurmbent/ Termination 0|0| 0.00%| O 0.00%s o 0.00% | O 0.00%s
Total 4|0(0.00%| 2 75.00% 1 25.00% | 0 0.00%
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PRINTING A MANAGEMENT REPORT

7. Once you have generated your management report, click Printer
Friendly. .

Financial Disclosure Management
Disclosure Report Detail
Created on: Fehruary 25 2008 at 15:27
Created by: Mac . verd as Supervisor
arg Unit: My Orgs » CECOM
_ Show Filers for CECOM; x Show My Filers;
x Include Filers for Org Units assigned to other Supervisors
Form Type: 5F 272; Year: 2002; Reporting Status: all; Review Status: Al

@ Submissi B i Signed By
rg 5 5 J— ubmission | Reporting g
Year | oo Filer Filer E-mail Date Status | Reviews Status Filer | Supre| SLC SLC | hapo | DAEC
EC EC
2002 CECOM | Mallrw_1, M rm_rnallow _1@us.armny.mil | 02/21/2008 |Incumnbent Subritted to =Signed | eSigned
-5EC |X DAED
2002 _CEECC)M I;{DIar, Cherri r_rnallow_2@us.armny. mil | 02f19,/2002 | Incumbent  |Under Review eSigned
Franken_1, ; . . . .
2008 |CECOM 5% a_franken_1@us.army.mil | 02f20,/2008 |Incurmbent  |Under Review eSigned | eSigned | eSigned
2008 |CECOM ﬁe}?nedy_l, t_kennedy_1@us. army.mil | 02/20/2008 |Incumbent |Under Review eSigned
Total: 4 ES eSigned: 4 -4 1 (1] (1] (1]
Amendment in
Progress: o
Reporting Status Total Draft Under Review | Submitted to DAEO | Complete
Mew Entrant o|o0f 000 0 0.00% u] 0.00% | 0 0.00%
Incurnbent 4|0( 0.00%| 3 735.00% 1 25.00% | 0 0.00%:
Termination o|of 0.00% | 0 0.00%: a 0.00% | 0 0.00%:
Incurnbent/ Termination 0|0 0.00%| 0 0.00% u] 0.00% | 0 0.00%
Total 4|0[ 0.00%| 3 F5.00%: 1 25.00% | 0 0.00%:

8. Click Print to print your report at your local printer.
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ETHics TRAINING TRACKING

Any individual who is required to file a Financial Disclosure
Report is required to attend annual ethics training. New department
employees receive Initial ethics training when (or within 90 days
of) assuming a position that requires filing either an SF 278 (Public
Financial Disclosure Report) or an OGE 450 (Confidential Financial
Disclosure Report).

FDM provides an “Ethics Training” tab for Ethics Counselors
to notify Filers about ethics training and to record who attended
training. The recorded information can later be compiled for the
agency’s annual ethics report to OGE.

Note:  Ethics training must be recorded in the year presented, i.e., ethics training completed in
2010 must be recorded in FDM on the Ethics Training tab NLT 31 Dec 2010.

Type of Ethics Training

There are two types of ethics training:

¢ Initial Training -- All Filers who are required to file an OGE 450
or SF 278 New Entrant Report are to receive initial ethics training
within go days after entering a covered position in a new agency.

¢ Annual Training -- All personnel required to file the SF 278 or an
OGE Form 450 must receive annual ethics training.

Training Recorders
The following roles in FDM can record and report ethics training;:
¢ DAEO or DAEO EC
¢ Agency Administrator
¢ SLC, SLC EC or SLC Assistants

¢ 450 Certifier, 450 Certifier EC or 450 Certifier Assistant (for 450
Filers only)

¢ POCs (for 450 Filers only)

Note: A training recorder may create, view or update a Filer’s training record only for Filers
within their organization.
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NOTIFYING FILERS OF ETHICS
TRAINING REQUIREMENT

On the Filers Not Trained page, you can notify Filers of where
and when ethics training will be held and record that a Filer has
completed their ethics training. You can send out an e-mail to
multiple Filers if they are to attend the same ethics training. In
addition, if multiple Filers took the same ethics training course, you
can enter the information for all the Filers at one time. If a Filer’s
ethics training is waived for a calendar year, and this is generally very
rare, the exception can also be recorded from this page.

To notify Filers of their requirement to attend ethics training;:

1. InFDM, select Ethics Training | Not Trained.
Tnfo | ry Reviews | Admin | T ronaocment Reports | re=ources ||

Filers Mot Trained - Current Calendar Year 2009

]
E 450 Certifier
E

Org Unit: My Oras = [AMC HG | | -SELECT-Mext Lewel Down [
&2 Show Filers for AMC HQ
2 Show My Filers Include Filers for Org Units assigned to other 450 Certifiers

Search
Record Ethics Training - Allows yvou to record the training
information for the selected Filers such as the date the training e:

was completed and the type of training that was prowvided .

| . —

otify Filers - Allows ywou to send an
mail notification to selected Filaers of their
reguirement to attend ethics training .
Record Ethics Training Motify Filer

Select/Claar &ll

Al =
Mame - Tr_ra%l ﬁ Filer Role(s)
1 Hamittan 1, L X | Annual AMC HO | OGE 450 Filer é_/f o
Hamilton 10, L Record Exception - Allows you to RPecord
— x Annual record if a Filer's ethics training was Exception
= I AnnualanVEd for a specific calendar year.
Ll Hamilton 32, L X | Annual AMC HOQ | OGE 450 Filer
1 Hamilton 4, L % | Annual AMC HD | OGE 450 Filar e
1 Hamilton S, L % | Annual AMC HD | OGE 450 Filar R
1 Hamitton 6, L X | Annual AMC HO | OGE 450 Filar o
Ll Hamitton 7, L X | Annual AMC HO | OGE 450 Filer
Ll Hamiltton 8, L X | Annual AMC HQ | OGE 450 Filer
1 to 9 of o Items per page: 1

2. On the breadcrumb trail, select the Org Unit of the Filers you
wish to notify, or select Show My Filers /Include Filers for Org
Units assigned to other to display a list of all Filers.

3. C(lick on the checkboxes beside the Filers you wish to notify.

4. C(lick on the Notify Filers button. The Notify Filers screen is
displayed.
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Financial Disclosure Management

My Reviews | Admin Management Reports | Resources

Not Trained

To:

CC:
Subject:

Message:

Notify Filers

r_price_27@us.army.mil training_&50_3@uz.army.mil;r_price_S@us.army.mil;|_ha
mitton_22@us.army.mil;

|a_burr_6@_us.arw.mil | (Optional)

[ Notify ] [ Cancel J

5. Enter a Subject in the Subject field and type a message in the
Message field.

6. When all information is entered, click on the Notify button. An
e-mail message is sent to all selected Filers of their requirement to
attend annual Ethics Training.

NOTE: You can only advise multiple Filers for annual training.
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REcCORDING ETHICS TRAINING
COMPLETION

Once your Filers have taken their Ethics Training, you can record
this in FDM.

1. Select the Ethics Training / Not Trained tabs.
2. (Click on the checkbox next to each Filer who has received
training

NOTE: In order to enter a group of Filers at one time, training would have to be Annual training
occurring on the same day, and using the same training method type. Initial training has
to be entered for one Filer at a time.

3. Click on the Record Ethics Training button. The Record Ethics
Training Completion screen is displayed.

Financial Disclosare Management

My Reviews Management Reports | Resources

Not Trained

Record Ethics Training Completion

Calendar Year: 2009
Agency: USARMY

Date of Training: ,a"lEI,a" 2005  (mmSddf )

Té:;rt"'(":” ::“::h;;‘:fz): Classroom instruction

- Satellite/Videoconference
Computer/web-based training
Individual briefing

Written Materials

Summaries of the Standards of Conduct

Copies of the Standards of Conduct and/or agency
supplemental regulations
Newsletters

ooooon

Pamphlets/Brochures
Self-study manual
Hypothetical case studies
Agency produced videos
OGE produced videos
Other

Describe:

Ooooooo

{100 Characters Remaining of 100)

Record Ethics Training

Name E-Mail Address
Board, Bill r_price_ 27 @us.army.mil
Coone, Ty X training_450_3@us.arry.mil
Culador, Cal X r_price_5S@us.army.mil
[ Save ][ Cancel J

4. Enter the date of training.

5. Select the method of training (more than one checkbox can be
selected.

6. When complete, click on Save. You return to the Not Trained
screen and the Filers’ names are removed from this screen and
display on the Trained screen.
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TRAINED

View or Change a Training Record

Once you have recorded training for your Filers, you can view,
edit or remove a training record on a Filer.

To view or change a training record:

1. Select the Ethics Training / Trained tab. The Filers Trained page
is displayed.

Financial Disclosure Management

My Reviews

Trained

Management Reports Resources

Filers Trained - Current Calendar Year 2009

R
Senior Le
E

gal Counsel ||

Org Unit: My Oras = | TRAIMING | -SELECT-Next Level Down (%
) Show Filers for TRAINING
& Show My Filers Include Filers for Org Units assigned to other Senior Legal Counzels

—— Search
Last Name
Starts With: Last Name: First Name:
Search Reset
1to 2 of 2 Items per page: 1
Remowve Ethics Training
Select/Clear All
Name & Training Tvpe Org Unit Filer Role(s)
Fl Board, Bil Initial CERDEC OGE 450 Filer
FJ Coone, Ty X Initial Dir of Contracts OGE 450 Filer
Fl Culador, CalX | Initial Michelle Training | OGE 450 Filer
1to 2 of 2 Items per page: UL 1

2. Locate the Filer on the list and click on the View/Edit button
located next to the Filer's name. The Filers Trained page is
displayed. You can change the date, the training type and
method of training.
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Ethics Traini

Financial Disclosare Management

My Info My Reviews

Trained

Management Reports Resources

Ethics Training for Filer: Board, Bill

View / Edit Ethics Training Completion

Calendar Year:
Agency:

Training Method(s):
(Check all that apply)

2009
USARMY

Date of Training: ,-f ,-’ 200%  (mm/dd/ yvyyy)

0o0oooo

Training Type: @& Initial & Annual

Classroom instruction

Satellite/Videoconference

Computer/web-based training

Individual briefing

VWritten Materials

Summaries of the Standards of Conduct

Caopies of the Standards of Conduct and/or agency

supplemental regulations

Oo0oOoOooo

MNewsletters
Pamphlets/Brochures
Self-study manual
Hypothetical case studies
Agency produced videos
QOGE produced videos

Other
Describe:

(100 Characters Remaining of 100)

[ Save ][ Cancel J

3. When complete, click on Save.

g Tracking
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REMOVING A TRAINING RECORD

To remove a training record:
1. Select the Ethics Training / Trained tabs.

2. C(lick on the checkbox next to the Filer whose training record you
wish to remove (more than one can be selected at a time).

3. Click on the Remove Ethics Training button. A message displays
confirming that you wish to remove this training record.

Financial Disclosare Management

My Reviews Management Reports

Trained

Filers Trained - Current Calendar Year 2009

R
Senior Legal Counsel ‘l
E

Org Unit: My Orgs = |[TRAINING | -SELECT-Next Level Down |
) Show Filers for TRAINING
(& Show My Filers Include Filers for Org Units assigned to other Senior Legal Counsels

Y¥ou are about bo remove Ethics Training record For the selected Filer(s).
Search

Click "0k to confirm removal or 'Cancel' to cancel this action.

= I

Remove Ethics Training
Select/Clear All
Fl HName & Training Type DOrg Unit Filer Role(s)
w oard, Bl nicia ller iew, i
Board, Bil Inicial CERDEC OGE 450 Fil
oone nicia Ir o ontra ler i=w. i
C L Tv X Initial Dir of Contracts OGE 450 Fil
V] ar, nicia Ichelle Trainin ller iew. i
culador, CalX | Initil Michelle Training | OGE 450 Fil
1to 2 of 2 Items per page: RIUNLS 1

4. C(lick OK. The Filer's name is removed from the Trained List and
returned to the Not Trained List.
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Ethics Training Tracking

Training Exceptions

An exception to annual or initial Ethics Training is extremely
rare. However, there are instances where training in a particular year
may be waived. As shown above, the exception is recorded from the
Not Trained page, and all exceptions recorded are displayed on the
Exceptions page.

RECORDING AN EXCEPTION TO
ETHIiCcs TRAINING

It is extremely rare for a Filer to be excused from ethics training
since this training can be delivered in many different ways. However,
there are some circumstances where a Filer’s requirement to receive
ethics training can be waived:

Exceptions for SF 278 Filers:

¢ Verbal training without a qualified instructor available or written
training prepared by a qualified instructor will satisfy the verbal
training requirement for a public filer (or group of public filers) if
one hour of official duty time is provided for the training; and

¢ The designated agency ethics official (or his or her designee)
makes a written determination that it would be impractical to
provide verbal training with a qualified instructor available; or

¢ The employee is a special Government employee.

Exceptions for OGE 450 Filers:

¢ Written ethics training prepared by a qualified instructor will
satisfy the verbal training requirement for a covered employee
(or group of covered employees) if sufficient official duty time is
provided for the training; and

¢ The designated agency ethics official (or his or her designee)
makes a written determination that verbal training would be
impractical;

¢ The employee is a special Government employee expected to work
60 or fewer days in a calendar year; or

¢ The employee is an officer in the uniformed services serving on
active duty for 30 or fewer consecutive days.

NOTE: For more information for SF 278 Filers, click on the following link: http://edocket.access.
gpo.gov/cfr_2002/janqtr/5cfr2638.704.htm

NOTE: For more information for OGE 450 Filers, click on the following link: http://edocket.
access.gpo.gov/cfr_2002/janqtr/5cfr2638.705.htm
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To record an exception:
1. Select the Ethics Training / Not Trained tabs.

2. C(lick on the checkbox next to the Filer’s name to which an
exception will be issued.

3. Click on the Record Exception button next to the Filer’s line item.
A message displays citing the links giving more detailed
information regarding exceptions.

Financial Disclosure Management

My Reviews Management Reports Resources

Mot Trained

Filers Not Trained - Current Calendar Year 2009

l Senior Legal Counsel ||

Org Unit: My Oras = |[TRAIMIMNG |-SELECT—Nex‘t Level Down |
) Show Filers for TRAINING
(o) Chou I e [1]

Windows Internet Explorer

mroa

\::) Excusal from Annual Ethics Training should be rare, (OGE sets Forth limited training exceptions:
-

SF 274 Filers see 5 CFR 2638.704(e)

http:jfedocket, access.gpo.govjcfr_2008)jangtr /Scfr2635, 704, htm

For i5E Form 450 Filers see 5 CFR 2638, 705(d)

http:jfedocket, access. gpo.gov)cfr_2008fjangtr /Scfr2635, 705, htm
Rec [ Ok ] [ Cancel ] |
SEIECDEIIENA” Name a %‘ Org Unit Filer Role(s)
Fl iwﬁm Annual Don's Org Unit | OGE 450 Filer
7 w annual Don's Org Unit | SF 278 Filer
Dave, Holy X Annual AMC SF 278 Filer
F] Feathers, Robin | Annual RDECOM OGE 450 Filer
i Elnwers Wan annial CEEDEC ASD OGE 450 Filer Record

4. C(lick OK. The Record Ethics Training Exception screen is
displayed.
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My Reviews | Admin Management Reports | Resources

Not Trained

Record Ethics Training Exception

Calendar Year: 2009 Training Type: @ Initial O Annual
Agency: USARMY

Reason for Exception: (Limit 150 characters)

(150 Characters Remaining of 150]

Record Ethics Training For:

Name E-Mail Address
Daye, Holly X |_hamitton_22@us.armmy.mil

Excusal from Annual Ethics Training should be rare. OGE sets forth limited
training exceptions:

SF 278 Filers see 5 CFR. 2638.704(e)
http://edocket.access.apo.gov/cfr 2008/janatr/5cfr2638.704.htm

For OGE Form 450 Filers see 5 CFR 2638.705(d)
http://edocket.access.apo.gov/cfr 2008/janatr/5cfr2638.705.htm

’ Save ” Cancel J

5. Select the radio button next to the type of training the Filer was to
receive.

6. Enter a reason for the exception in the Reason for Exception text
box.

7. Click on Save. You return to the Not Trained screen and the Filer
who received the exception is removed from this list and now
displays on the Exception List.
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REMOVING AN EXCEPTION TO
TRAINING

1.

To remove an exception to training:

Select the Ethics Training / Exceptions tabs. The Exceptions page
is displayed.

Financial Disclosure Management

Management Reports | Resources

Ethics Training Exceptions

mrom@

l Senior Legal Counsel

Org Unit: My Orgs = |[TRAINING |—SELECT—Nex1 Level Down | »
' Show Filers for TRAINING
& Show My Filers Include Filers for Org Units assigned to other Senior Legal Counsels

— Search
Last Name
Starts With: Last Name: First Name:
Search Reset
l1to1of1 Items per page: 1
Remove Exception
Select/Clear All
Fl Name & Org Unit Filer Role(s) Reason for Exception
T Daye, Holly X | AMC SF 278 Filer Filer located in remote location.
ltolof1l Items per page: 1
2. C(lick on the checkbox next to the Filer whose exception you wish
to remove (more than one can be selected at a time).
3. Click on the Remove Exception button. A message displays

confirming that you wish to remove the exception from this Filer.
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Financial Disclosure Management

My Info Management Reports | Resources

Ethics Training Exceptions

l Senior Legal Counsel

Org Unit: My Orgs = | TRAIMNING |—SELECT—Next Level Down | %
) Show Filers for TRAINING
& show My Filers Include Filers for Org Units assigned to other Senior Legal Counsels

mrom

Search
Nindows Internet Explorer

\__?() ‘You are about ta remaove Ethics Training Exception record For the selected Filer{s). Click 'Ok to confirm removal or "Cancel' ko cancel this action.

QK l ’ Cancel ]

Remowve Exception

Select/Clear &All

Fl Name « Org Unit Filer Role(s) Reason for Exception

Daye, Holy X | AMC SF 278 Filer Filer located in remote location.
l1tolofl Items per page: 1

4. C(lick OK. The exception is removed and the Filer is moved back
to the Not Trained page.
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CHANGING OR VIEWING AN
ExXCEPTION

1. Select the Ethics Training / Exception tabs.

2. Locate the Filer whose record you wish to view/change, and then
click on the View/Edit button located next to the Filer's name.

Financial Disclosure Management

My Info | My Reviews | Admin Management Reports | Resources

Ethics Training for Filer: Daye, Holly X

View/ Edit Ethics Training Exception

Calendar Year: 2000 Training Type: @ Initial O Annual
Agency: USARMY

Reason for Exception: (Limit 150 characters)
Filer located in remote location.

{117 Characters Remaining of 150)

Excusal from Annual Ethics Training should be rare. OGE sets forth limited
training exceptions:

SF 278 Filers see 5 CFR 2638.704(e)
http: //edocket.access.apo.gov/cfr 2008/jangtr/5cfr2638.704.htm

For OGE Form 450 Filers see 5 CFR 2638.705(d)
http://edocket.access.gpo.gov/cfr 2008/jangtr/5cfr2638.705.htm

[ Save ” CanceIJ

3. You can change the Reason for Exception.

4. If changes were made, click on the Save button. You return to the
Exceptions page and any changes made are saved.

Ethics Training Tracking 286



ExPIRED REPORTS (PURGE)

Expired Reports (Purge)

In FDM, DAEOs, 450 Certifiers and their ECs can manage and
permanently delete OGE 450 and OGE 278 reports that are expired.
Per the record retention rules in the Code of Federal Regulations,
reports expire six years after the Filer filed (eSigned by the Filer) the
report.

Note: Go to 5 CFR2634.603 (g) Custody of and access to public reports and 5 CER 2634.604(a)

and (b) Custody of and denial of public access to confidential reports for the Code of
Federal Regulations directives regarding deleting reports.

IMPORTANT INFORMATION: Once a report is Purged (deleted)
from FDM, it cannot be recovered. Review the Expired Reports list
first to determine if any report should be retained.

A report displays on the Expired Reports page if it is:

- An OGE 278 or OGE 450 report and does not include a
Qualified Trust Agreement, and six (6) years have passed since
the report was filed.

- An OGE 278 report that contains a Qualified Trust Agreements
(QTA) and assets related to the trust agreement and six (6)
years have passed since the Filer’s final 278 submission with the
agency.

287


http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=e62a2086dab40719f9b70b63a58695eb&rgn=div5&view=text&node=5:3.0.10.10.8&idno=5#5:3.0.10.10.8.6.50.3
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=e62a2086dab40719f9b70b63a58695eb&rgn=div5&view=text&node=5:3.0.10.10.8&idno=5#5:3.0.10.10.8.6.50.3
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=e62a2086dab40719f9b70b63a58695eb&rgn=div5&view=text&node=5:3.0.10.10.8&idno=5#5:3.0.10.10.8.6.50.3

Financial Disclosure Management

PURGE REPORTS

To remove expired reports:
1. Click on the My Reviews | Expired Reports tab.

2. The Expiration Date defaults to the current date.

Note: You can change the Expiration date to a future date, up to 60 days after the current date
to view a list of reports that will be expiring.

3. Click Purge Expired Reports. All reports that did not have a Yes
in the Retained column are removed from FDM.

Expired Reports
Purge Expired Reports

a How Do I...
Click "Search” to view your expired reports.

L3

< Change "Expiration Date" to display reports expired as of a different date (up to 60 days from today's date).
% Click "Purge Expired Reports” to purge all reports not retained.
<

Important: You must enter an Expiration Date on or earlier than today's date to activate the "Purge
Expired Reports™ button.

Search
Form Type: SF 278 Expiration Date: 07/122011 (MM DD Y YY) |Search| |Reset

o If you have any retained reports ready to be purged - Access the reports on the My Review | Review Reports

tab, Org Unit View mode. View the report, click on its Review Status tab, and click the "Unretain™ button to make 3
retained report available to be purged.

Purge Expired Report{s)

My Expired Reports as of:07/12/2011
Total Number of Reports Not Retained: 1

Purge Expired Reports

Filer Report Status Expire Date Retained
278Filerl, OGC 2005 Mew Entrant SF 278 Under Rewviaw 01/03/2010 Yeas
278Filerz, OGC 2005 Incumbent SF 278 Under Rewview 01/03/2010 Mo

Note: Once a report is purged, it can no longer be accessed in FDM.
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RETAIN REPORTS

A DAEQ, 450 Certifier and their ECs can select to retain a report
due to an investigation or a Qualified Trust Attachment on the Review
Status page of a report. If a report has a Yes in the Retained column, it
will not be included in the purge process.

To retain any reports you do not want to delete:
1. Review and then print the Expired Reports list.

2. Once you determine which report to retain, go to My Reviews |
Review Reports and search for the specific report.

3. C(lick View beside the report and then go to the Review Status
page.

4. C(lick Retain in the Report Progress box. The report will be
retained in FDM.

SLxy

Ethics Training Management Reports Resources ¥

Review Reports

| Report Data || Attachments || Commenl’sH Flags || Audit Trail || View/Print || Rewiew Status || Previous Reports || Notes|
Submitted to DAEO - OGC 278Filerl, 2006 New Entrant (09/15/2006) SF 278 Report

Review Status
|¢ What is the d
9 How Do I... betwean Rewvi
and Signature

| What is the &
date and how

mroan

= differ th
— Report Progress — Due Date & Extensions S:Jb‘?—.r—.itrtc.;? D=
Assigned: Mo |assign Current Due Date: 09/15/2006 |* wWhen should
Additional Re
Filer Started: 07,/12/2011 added?
Filer eSign and Submitted: 01/01/2004 |view/Edit Due Date & Extensions| |+ Glossary
Amended: Mo extensions have been recorded.

Submitted for Certification: 07/12/2011
Completed:

Retained: Mo |Retain

| Windows Internet Explorer =

| Admin Close || Delete ||

Wou hawve elected to retain this report. The retained report shall be
l % excluded from any purge or delete action. Please add a report comment .

to indicate the reason for the retention and the duration, if known.

Review Chain Audit T

Reviewer Role Tl 23
E
Supervisor Public
Supervisor SLC Brock X Lee =1 Organization
Senior Legal Brock X Lee =] Organization 07/12/2011 07/12/2011
Counsel Lee, Brock X. Lee, Brock X.
Senior Legal Counsel | Senior Legal Counsel

DAEO DemoOGC X DAEO =] Organization
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