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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.

2. Click Login to FDM on the left side of the screen. The Login to FDM page is
displayed.

LoGGING IN

There are two different login methods for FDM, using your CAC/PIV or using your
User Name and Password.

Logging In Using Your CAC/PIV

Financial
Cescosure:
Maragement

I T

Login Using:

| AFTTY-AKD

Username;
I

Password:

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

Management Reports 10
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Selecting a Certificate

Select a certificate

Select a certificate to authenticate yourself to www.fdm.army.mil:443

Subject Issuer Serial

JOHNSON. LAURA ASHLEY 0123456759 DOD ID CA-52

JOHNSON. LALURA ASHLEY 0123456739 DOD D CA-52 124345

Certificate information “ Cance

4. Select your certificate and then click OK.

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.

5. Enter your CAC/PIV PIN and then click OK.

Filing an OGE 450




Financial Disclosure Management

Logging in with Username

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

2. Click Log in to FDM on the left side of the FDM Home page.

Financial
Disclosure
Management

PIV or CAC Username & Password
Login Using:
Hrln}'-.'\.h(?l L
Usernarme: m
Passward:

Login with PI/CAC

D you meed assistance? Call 443-8E1-8247 or DSM: 848-0247 or email usarmy ARG cegom mibx FOME ptifimail.m

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

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

What if | Receive a Message that My User Name or Password is Incorrecte

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.

Filing an OGE 450
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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 two different
Reporting Statuses: Annual and New Entrant.

Annual

New Entrant

OGE 278

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 the February 15th
following the covered reporting calendar year.

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.

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

New Entrant

Termination

Incumbent/

Termination

Filing an OGE 450

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.

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.

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

Select Incumbent/Termination if you anticipate leaving your
covered position within 90 days after the May 15th annual
deadline and have requested and received an agency extension.
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& Filers should
contact
one of their
review chain
participants to
alert them that
an extension
request will be
submitted.

Filing an OGE 450

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 DAEQOs 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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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

Filer

Filer's Assistant

POC

Supervisor

Filing an OGE 450

Description

Creates/edits/amends
and eSigns a financial
disclosure report

Assists Filers in managing
their reports

A POC helps manage
reporting activities in FDM
such as when to file and
who should file.

The FDM Supervisor is
the Supervisor who is
responsible for reviewing
the Filer’s financial
disclosure report.

Functions Within FDM

My Reports - can create, view,
edit, and amend their own financial
disclosure reports. Can delete own
draft reports.

Account Profile - manage contact
information, Filer Assistants and
review chain.

Assist Filers - can create, view and
edit reports for a Filer. Can delete
draft reports.

Account Profile - manage contact
information.

Account Profile - manage contact
information.

Admin - manage Filers, Supervisors
and other POCs.

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

Account Profile - manage contact
information and Assistants.

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.
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Role

450 Certifier

450 Certifier
Assistant

450 Certifier
Ethics Counselors

Filing an OGE 450

Description

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.

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.

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.

Functions Within FDM

Account Profile - 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
Supervisors. 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.

Account Profile - 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.

Account Profile - 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.
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Role

Senior Legal
Counsel (SLC)

SLC Assistant

SLC Ethics
Counselors

Filing an OGE 450

Description

Only a DAEO can appoint
an SLC in the system.

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.

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.

Functions Within FDM

Account Profile - 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.

Account Profile - 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.

Account Profile - 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.
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Role

DAEO

DAEOQO Ethics
Counselors

Filing an OGE 450

Description

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

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.

Functions Within FDM

Account Profile - 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.

Account Profile - 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.
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MANAGING ORG UNITS

An Org Unit is a grouping of Filers, Legal Reviewers and Administrators. Org Units
are the organizational building blocks that make up an agency in the Financial
Disclosure Management (FDM) application. When managing an org structure in FDM,
determine the organizational structure with an organization chart or wire diagram.
Use this same structure as the model for the Org Unit structure in FDM.

ORG TREE

The Org Tree is a hierarchical display of Org Unit management and defines the Filer-
Reviewer relationship structure; use it to navigate through the Org Unit hierarchy of
Org Units to be viewed, edited, and managed. The viewable Org Unit hierarchy is
dependent on the selected role. The initial view of the Org Tree displays the top-
level Org Unit and subordinate Org Units.

View and manage Org Units and members within an Org Tree hierarchy. This
includes top level Org Units and any subordinate Org Units. For example, a Senior
Legal Counsel can manage users and the roles within their Org Units and subordinate
Org Units—even if the subordinate Org Unit has a different Senior Legal Counsel.

Who can manage Org Units?

Points of Contact (POCs), 450 Certifiers, 450 Certifier Assistants, Senior Legal
Counsels, Senior Legal Counsel Ethics Counselors, Senior Legal Counsel Assistants,
Designated Agency Ethics Officials (DAEOs), and DAEO Ethics Counselors can add,
edit, and manage roles in FDM Org Units.

Who can manage specific roles?

Org Unit and Org member management is dependent on the permissions of the
Authorized User’s role. The Role Authorizations Management table on the following
page outlines Role permissions.

Management Reports
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Role Authorization Management

FDM Admin Role Authorizations

Can add, move or delete a Senior Legal Counsel

Agency Admin (SLC), 450 Certifier, Supervisor, POC, and Filer.

& AllFDM roles,
except Filers

and Filer DAEO, Ethics Counselors (ECs)

Assistants, can and Assistants
maintain FDM

users and Org

Can add, move, or delete all roles.

Units Senior Legal Counsel (SLC), Can add, move, or delete a 450 Certifier,
' ECs and Assistants Supervisor, POC, or Filer.
450 Certifier ECs and Can add, move, or delete a Supervisor, POC, or
Assistants Filer.

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

Supervisor .
P Filer.

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

POC Filer.

Filing an OGE 450
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> Johorzed NAVIGATING THE ORG TREE
sers can
change their 1. From any point in FDM, click the Admin Center tab. The Org Tree will appear on
role in the the left side of the web page and automatically populates with the Org Units the
Role box just user manages.
above the
Org Tree. 7inancial Disclosure Management :
m I Avlmin Cenler lm Hartayeriznl Rzpurls Sollcations 850 ’
Weer M. DI
E]ﬂwrmnwrlr'lul.an, Larmees | Org Managemant
Search

Welnnme to Hie FDM &dinin Canter where yoil can manage Org Unlks and org Members.

€lick an Org Hame on the Ieft, to begin working with ©rg Units and ©@rg Members.,

= lohr e il
e e
1 '

SEILTY ENE ITINTEY Moz | e B s B | Lo 0OEE bl LS AN

2. Expand the Org Tree by selecting the plus (+) sign beside an Org Unit. The Org
Tree expands and lists the selected Org Unit and correspondent sub Org Units.
The lowest level of an Org Unit will display a minus (-) sign next to it.

3. Click the minus (=) sign beside an Org Unit to collapse or hide subordinate Org
Units.
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Searching for an Org Unit:
1. From any point in FDM, click the Admin Center tab.
2. Click Org Management.

vinancial Disclosare Management
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3. In the search box at the top of the Org Tree, begin typing the name of the Org
Unit to locate.

4. Click on the Org Unit name as it appears in the search results dropdown field.

Note: When creating a new Org Unit, use the search function to verify the Org
Unit does not already exist.
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Viewing Org Unit Profiles

When viewing an Org Unit profile, perform the following functions:
+ Edit the Org Unit name and description.
¢+ Move an Org Unit.
+ Delete an Org Unit.
+ View and assign Org Unit Roles.
+ View and manage associated Filers.
+ View the Org Unit history.
1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and select an Org Unit to view its profile on the right
side of the screen.
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& A new Org
Unit is not
required when
a successor
Supervisor
replaces an

incumbent one.

In that case,
simply delete
the departed
Supervisor and
assign a new
one.

ADpDING New ORrG UNits

Org Units are the organizational building blocks of an agency. Additional Org Units
are only necessary when different or separate groupings of Filers are needed and
Review Chain participants may have new Filers and/or reviewers who need to be
grouped together. For example, this may occur at the beginning of a new filing

season.

All new Org Units are added as a subordinate to a current Org Unit within the Org

Tree.

Adding a new Org Unit:
1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and then select the Org Unit in the Org Tree where the

new Org Unit will be added.

1bry Managrmont
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3. Click Add New Org, located above the Org Tree panel.
Add New Org Unit page is displayed.

The Org Management -
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& After creating
an Org Unit,
follow the
instructions
under the
Editing an Org
Unit section to
make changes
to the Org Unit.
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4. Type the Name and an appropriate Description for the new Org Unit.

Org Unit Name and Description

The Org Unit name must be unique; duplicate names are not permitted at the
same level within the Org Unit. Strive to keep the Org Unit name short and
specific, e.g., use the abbreviation of the organization to which the Filers and legal
reviewers belong. FDM does not prohibit particular naming, but advises to follow a
standardized Org Unit naming convention.

Use the description field to further describe the Org Unit. Users would thus easily
distinguish the Org Unit from others that may have a similar name. The Org Unit
description is limited to 100 alphanumeric characters.

5. When complete, click Save and OK to confirm the addition of the new Org Unit.

Verifying if the Org Unit already Exists:

1. Prior to adding a new Org Unit to FDM, verify the Org Unit name doesn’t already
exists in FDM.

2. In the Org Tree Search bar, type the proposed name of the new Org Unit to
prevent an attempt to create an Org Unit with a duplicate name.

3. Review the list for matching results.

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

Acting and Assigned Org Unit Roles

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. When an Org
Unit does not have an assigned Review Chain Participant or POC, FDM automatically
assigns the person as acting in that role from the superior Org Unit.
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AsSIGNING ORrRG UNIT ROLES

FDM automatically assigns Org Unit roles, reviewers and POCs, from the superior Org
Unit as the acting Org Members to the newly added subordinate Org Unit until an
Authorized User assigns different individuals.

Assigning an Org Unit Member:
1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and select an Org Unit in the Org Tree where the new
Org Member will be added.

3. Click the Org Unit Members tab within the selected Org Unit.
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4. Click the +Assign button or Remove icon to assign or remove someone as an
Org Member. The search box on the right of the screen prompts a search for a
new Org Member.

Note: Authorized Users can assign multiple POCs to any Org Unit to help
manage Filers.

Filing an OGE 450
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5. Select a portion of a name, whole name, or e-mail address to search from
the dropdown list.

& If searching by 6. Click Search.

e-mail, enter
the user's Note: The best way to search is by email address. Searching by last, first, and
agency specific middle name will most likely return multiple results.

e-mail address,

e.g. suffix@ Field Description
abc.mil or

suffix@abc.gov.

E-mail Enter an e-mail address to focus the search on a specific Filer.
Last Name Enter at least three letters of the Filer’s last name.
First Name Enter at least three letters of the Filer’s first name.

Middle Name Enter the first initial of the Filer’s middle name.

Filing an OGE 450
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7. In the search results list, select the individual to add by clicking the plus (+)

sign beside their name. The newly added Org Member is listed beside the
selected role.

Note: The In FDM? column in the search results displays Yes for individuals
who are current FDM users. Search for the user in Admin Center | User
Admin and view their user profile to view their roles in FDM.

Note: Click the Show Directory Details icon to view that user’s contact and
organizational information, as well as their Filer category.

Filing an OGE 450
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Filing an OGE 450

Removing an Org Member:

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.

1. Click the Remove (X) button next to the Org Member you wish to remove. You

will be prompted by the message, “Are you sure you want to delete (Last, First)
as (role) to (Org Unit name)?”

2. Click OK to confirm the Org Member removal.
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Filing an OGE 450

EpiriNG AN ORrRG UNIT

Org Units can be updated at any time in FDM. Ensure to update an Org Unit while
your Agency is undergoing a period of transition or reorganization. Users may need
to edit Org Unit’s Org Members (Review Chain) immediately after creating an Org
Unit to tailor the proper Review Chain to the grouping of Filers.

Important Information:

+ Changes made to an existing Org Unit affect users associated to that Org Unit
and any subordinate Org Units.

+ Users can only edit Org Units in their Org Tree list.
+ No two Org Units can share the same name within the same Org Unit level.

+ An Org Unit’s information and location can be updated as needed.

To edit the name or description of an Org Unit:
1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and select the Org Unit in the Org Tree to edit.
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3. To update the Org Unit’s Name and Description, click the Edit icon in the Basic
Details column. The Edit Basics Details page is displayed.
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4. Update the Org Unit Name and/or Description as needed.
5. Click Save.

Filing an OGE 450
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EpiriNg OrRG UNIT MEMBERS

Replace or remove current Org Unit Members when editing an Org Unit.

e g?gAA(j\zr;T?ber Assigning and Replacing Org Members in a specific Org Unit:
has the same 1. From any point in FDM, click the Admin Center tab.

authority and
Access ds an
Assigned Org 3. Click on the Org Unit Members tab.

Unit Member.
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2. Click Org Management and select the Org Unit in the Org Tree to edit.
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4. Click the +Assign or Remove icon to assigh or remove someone as an Org
Member. The search box on the right of your screen prompts you to search for a
new Org Member.

5. Select a portion of a name, whole name, or e-mail address to search from
the drop-down list.

Note: The best way to search is by email address. Searching by last, first, and
middle name will most likely return multiple results.

& FDMSearch 6. Click Search.
searches within
the selected 7. In the search results list, add the individual by clicking the plus (+) sign by their
Agency's name. The new Org Unit Member is listed by the selected role.
directory.

Filing an OGE 450




Financial Disclosure Management

& Moving an MOV|NG ORG UN|TS
Org Unit may
change the Move an Org Unit to align the Filers and review chain participants appropriately after
review chain a transformation within an agency. Click Move on the Org Unit profile page to move
of the Filers the Org Unit and all Filers in that Org Unit simultaneously to a new location in FDM.
gCOLe(iin that Only selected user roles are authorized to move Org Units to other FDM locations.
rg Unit.

1. From any point in FDM, click the Admin Center tab.
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move an Org vinandal Disclosure Management
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2. Click Org Management and select the Org Unit in the Org Tree to move. The
Org Unit Profile is displayed.

Profila Org Undt Manbars Org UnltFllars History
Sepmrh n

= lodersl Agency Basic Datails
L AR

Haniz

Srvdial Bl

ra ol s e
“atth = e Uesonption:

il Wt Hintn e Missnri

Ay

Org Unit Role Assignments

aar inlas Carrant fssignaents
PO Iri;t;:.-:r.:l:_-:l Tl Jaira zcbing) Tk,
Supervism Mot Ansgnes [UEpos Many =oora)
A0 Letifer Mot Arsiqnec [avlor Jepae sckiigl
Snmivr Lugal Cirnnnel et essicpiesl [O0F, A1E 14 walivg)
nAro et Fesicpmel [SCF, TAFD TR T e iy

Central Maorth

3. Click the Move button in the Actions column of the Org Unit profile.

& Org Units
cannot be
moved across
agencies.

Filing an OGE 450
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#inancial Disclosure Management
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are displayed remain with the Filer’s departing Org Unit.
in FDM.

5. Click OK to confirm.
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REMoVING ORrG UNITS

Important Information

Move an associated Filer to another Org Unit, or remove the Filer’s role altogether
if no longer a Filer, before deleting an Org Unit. See the Filers section for further

information. If the Org Unit has subordinate Org Units, move or delete the sub-Org
Units.

Removing an Org Unit:
& Deletions A . .
in FDM are 1. From any point in FDM, click the Admin Center tab.

permanent. 2. Click Org Management and select the Org Unit in the Org Tree to remove. The
Org Unit Profile is displayed.
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3. Click on the Remove button in the Actions column of the Org Unit profile.
4. Click OK to confirm.

Filing an OGE 450
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MANAGING FILERS

A Filer is a user who is required to file an OGE 450 report in FDM. Filers do not have
permission to access the administrative features of FDM. FDM Administrators, POCs,
Supervisors, and Ethics Officials are authorized to manage Org Unit information, Org
Unit members, and Filers.

All FDM roles, except Filers and Filer Assistants, can use Admin Center with Org
Management tabs (Admin Center | Org Management), or Admin Center with Filers
tabs (Admin Center | Filers), to manage Filers.

On the Org Unit Filers and Admin Center Filers pages you can:
+ Verify Filer Profile information - roles, reports, assistants, and history.
+ Move Filers to a new Org Unit.
+ Assign required reports to file.
+ Remove Filers who leave an organization.
+ Add a Filer Assistant.

Note: The System Administrator assigns annual reports to FDM Filers on
December 31.

Org Unit Filers

Filers are added to specific Org Units in FDM through Org Management. Individual or
groups of Filers can be added to any Org Unit by a user with an authorized role. An
Org Unit must already exist before Filers are added.

Note: Filers can only be added, individually or in bulk, through Org Unit Filers so
they can be associated with a specific Org Unit.

Admin Center | Filers

Use the Admin Center | Filers page to review and update the filer list prior to filing
season.

Who Can Add OGE 450 Filerse

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

Management Reports
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ADDING ORG UNIT FiLERS

Group Filers into separate Org Units by Supervisor. Agencies not using a supervisory
review assign a paralegal or legal clerk as Supervisor to perform a technical
screening of a disclosure report’s completeness.

Registering a Single Filer

1. Select Admin Center | Org Management.

Select the Org Unit where the new Filer is to be added.
Click the Org Unit Filers tab.

Select the OGE 450 Filers panel..

Click the Add Filer button.

o b

G [
| e L E -

Filing an OGE 450
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Filer Actions
lcon Action Description
i View View a Filer’s profile.
— Move Move a Filer to a different Org Unit.
b 4 Remove Remove a Filer’s role.
Assign Assign a report to a Filer.
i Unassign Remove a report assignment.
o, Add Filer Assistant Assign Filer Assistant to a Filer.
-

Filing an OGE 450




Financial Disclosure Management
Searching for a Filer

1. Select a portion of a name, whole name, or e-mail address to search from
the drop-down list.
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2. Type the new Filer’s email address and click Search.

Note: Search for a Filer by e-mail address for immediate results. Searching by
last, first, or middle name will return all results with identical names.

Field Description

Enter an e-mail address to focus your search on a specific

E-mail Filer.

Last Name Enter at least three letters of the Filer's last name.

First Name Enter at least three letters of the Filer’s first name.
Middle Name Enter the first initial of the Filer’s middle name and select

either ‘Starts With’ or ‘Contains’.

Filing an OGE 450
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3. Click the plus (+) sign beside the Filer's name and the Current Filers list now
displays the newly added Filer.

Note: Once a Filer is added, a report can be assigned.

Filer Belongs to Different Org Unit

A complete or partial collection of incomplete reports may accompany a moved Filer
to the new Org Unit. This may change the originally assigned review chain for those

reports.
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ADpDING MuLtipLe 450 FiLers

FDM can add Filers in groups of up to 100 at the same time. This function is the
most convenient course of action with an influx of 450 Filers. Ensure to secure the
correct e-mail address for all Filers.

1. Select Admin Center | Org Management.

2. Select the Org Unit where the Filers are to be added.
3. Click the Org Unit Filers tab.
4

Select the 450 Filers panel. A list of Filers associated with the Org Unit is
displayed.

5. Click the Add Multi button. The Add Multiple Filers page is displayed.

Org Management
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Options for Importing Multiple 450 Filers

Multiple 450 Filers can be uploaded by typing or pasting e-mail addresses, or by
uploading an FDM Excel template file.

Option 1: Importing/Adding Filers via Type or Paste of E-mail Addresses

1. Type or paste the Filer's e-mail addresses in the Copy/Paste E-mail Addresses
box. Enter up to 100 e-mail addresses at a time, with only one address per line.

2. Click Search and the Review and Confirm screen is displayed.

Leave the checkbox beside a Filer checked, and click Confirm to add the Filer.
Uncheck the box beside any Filer who is not to be added. Only checked Filers will
be added.

Note: Verify the e-mail address if a required Filer fails to appear in the Review
and Confirm page.
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Option 2: Import a List of Filers (Excel file)

1. Click the Click to Download and use the FDM Filer Import Template link in
the Upload OGE 450 Filer List.

Note: Only use the FDM Filer Import Template during the upload process. The
FDM template already maps the template fields to the appropriate FDM
fields.
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2. Open the Excel template and fill out the required Filer information.

Note: Do not change the template as it will not upload properly.

Middle Hama (or Middls Initial} Email Address Emumil Valid?
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be located. Trlnimg 450_35 X Lrasicting S50 355 arimny. il TRUE
i 1505
FALSE
I FALSE
Lol sl
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Filing an OGE 4

3. Save the document to your local drive after entering the Filer information into

the template.

£l Save Mg

T wo Ao 00 x Lkers ¥ Demmamdic Diraues s > Lhwnmesels > TR Qe » UES w1 Szanch ULA
firganize = M tnlfer S =
P * Mame Dane mcdifizd Type tize
[—— EE FOM Bulk Add Tomplals E3IC2022 1004 AL MlicioselL Bl W 33 KB
E_é' FObd -85 ULA RTRA 2022 -00-26 C0AR022 439 B lizrosoft Exel W, EER
I TETERS
B 1 teskip
m I Eonnmenls
B narkiits
J'- Pz
&= Fictres
B iy
W Windows (5
we Dt (B} -
ile rarna: FLB Bulk A0 Tompl sle
Save ¢ tvpe: Excel Workbook
suchers: Kslley, Troy A CTR Tags: Add stsg Titler Jdd = tids
[ 58we | kumkrail
~ Hidz Fclders [HTE . Cameel

4. In FDM, click Import and navigate to the file in your local drive.

My Urgs = John Loe U0 » Confidential | llers = South Last =

Profile Crg Unit Members Org Unlt Fllers History

South East

Supervizor: Mot a:qaned (Earaa, Mans acarg; AL0 Cartater: Mot Aszignec | Izder Jamizs actingl

&+ Acd Multiple 450 Filers

CopyfPaste Emall Addrezzes 4 upload OGE 450 Fller List

Al B, S Tranl Fuc Lia
[ R PR TTET

[T Tpe— - st ot list o Bl asng Ve BT Bl

mililvess recpivee 4 s A= ns Talar @ ez

[al'll'km deeenlnad s e L0 Ol oo TR aleees,

Copy ard paske e-mall address here, m
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5. Open the appropriate file and click OK in the Upload OGE 450 Filer List box. The
Review and Confirm screen is displayed.

@ Open X
&« v 4 » This PC > Documents > FDM Training > ULA v O Search ULA »r
Organize = New folder =~ [ 0
QAD XX ~ Name - Date modified Type Size
Quick Reference FDM-8.9 ULA RTM 2022-06-26 9/6/2023 439PM  Microsoft Excel W.. 33KB
ULA FDM Bulk Add Template 0/6/2023 450 PM  Microsoft Excel W... 34 KB
@ OneDrive
= This PC
_J 3D Objects
File name: | FDM Bulk Add Template v| Microsoft Excel Worksheet |
| Open | ‘ Cancel ‘

6. Uncheck boxes by Filers not to be to added and click Confirm.

Note: Verify the e-mail address of Filers which failed to appear with the Add
Multi function.

Agency Direchory: DioDr

'_Unchecli any individual you do not wish to add.

not wish to add. Onby szlected individwals will be added to FDM,
Add e La=t Name  First Name  Middle Nama Phens FDM Rolas Reason i
& // ¥ i 430_18 Teaining E 000-000-0000 | FOM Ueer
2 = —in2 it ™ The Reason field explains why
4 braining_450_20i3 s A eyl il L] - . .
g = e . certain Filers cannot be added via
braining 450 2106 ws.a o mal it \ ,
ST Gl R e R T n the Add Multiple 450 Filers feature.
& Yoz training 450 235 w=.arrm.mi Shaw Rick T AT T T Y —
(=i ves maming 430 290 ws oyl Maaoa Mary Jane X 000-3p0-0000 FOM \Jzar
[Fil Yes raming 430 280w .oyl wihittla Jack X 000-9p0-0000 FOM \icar .
v | After reviewing the listing, click Confirm g g ne e e
Mo | to add the Filers to the Org Unit. Nat: faund in directory
Mo ."‘_ \ Mok fourd in directory
Ma traiming 430 27@us.&nmoy.rmal '\\ Mot faurd in directory
Mo traming 430 290 us.&nmy.rmal \ Mot faurd in directory
i

Filing an OGE 450




Financial Disclosure Management

MANAGING FILER ASSISTANTS

A DAEO/DAEO EC, or a 450 Certifier/450 Certifier EC, can add Filer Assistants from
the Org Unit Filer List page.

Adding a Filer Assistant:

1. Select Admin Center | Org Management.
2. Select the Org Unit where the Filer resides.
3. Click the Org Unit Filers tab.
4

Click the 450 Filers panel. A list of Filers associated with the selected Org Unit
is displayed.

Financial Disclosure Management

Ll ¥ Y

mwl Ashin Cendir I Manprnl Bipers Bl
———

1] b Bubniie | oen.

i .p'- T

._L“ Org Tree P D Bh e 0005 Confilantial 1ilars 5

Hrolile  Org Unit Member Urg Unit Hilers [ CTELCNY

Search n
Add Hew Org
Plek e spprnsiats bow 1o vi

Confldantlal Fllars

L
=
T
H |
=
=
=

v Leoalili g Al i

= Tt T
= CFIH -
" A5 | ilers
HErCH 1@ OGE 450 Filers - Confidential Filers
a L Rl w20 v entries |
=+ Ll el 1
Corp 3 Qe F-rall * Hame ¥ e Unle Currar eparr & Sanerlsar
bl Flers . . N ©
Dorven e b s s (ieng el Miler, Al PO ot i, W |£|:Ii i i"i
Alwing Tratal 4 wmis 1

Seeoribe nne Moy Umiea [k | Gessadell | Feopinead Bps SO0 500

5. Click the Add Assistant icon beside the Filer. The Filer’s profile page is
displayed.

Filing an OGE 450
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6. Click Add Filer Assistant above the Filer Assistants list. The Search for Filer
Assistants box displays.

i-inancial Disclosure Management

l'-.
-
m Ky Fxpriredd Reporls | 000 0o T | Flhies Traiving | Mareaenenl

| Iser Admin | ilers

R
400 Cortifier EC 1o laylor, James H
13

Albert Miller
lrren.e hansan.ctnganmmy.ml
FIH-Sm 173

| Assistants Albert Miller's Assistants
Meporls * Mame % E-inail rh 450 Filer Assistant
Kal A0 liler Assistant
ales
Hotifi H Limicia, Mari PR AR, VT T SR R % 7o R A Api=hhh-1444 E]
aTIFCATIoNS
History

Sy giwl Frive sy Notive | Dsle | Avegsilil by | Cewsloged Ly COODH LTHC

7. Type the Filer Assistant’s name or e-mail address in the e-mail field and click
Search.

Note: The best way to search is by e-mail address. Searching by name will
likely return multiple results.

8. In the search results list, select the assistant to add by clicking the plus (+) sign
by their name. The selected user is added as a Filer Assistant.

Removing a Filer Assistant:

Select Admin Center | Org Management.

Select the Org Unit in the Org Tree where the Assistant resides.

Click the Org Unit Filers tab.

A list of Filers associated with the selected Org Unit is displayed.

Click the View icon beside the Filer. The Filer’s profile page is displayed.
Select the Assistants tab.

Click the X beside the Filer Assistant to remove. The Filer Assistant is removed.

© N o o 0w bd =

Click the X in the Filer profile bar to return to the Org Unit Filers page.

Note: Only Filers, DAEOs/DAEO ECs, and 450 Certifiers/450 Certifier ECs
can remove Filer Assistants in FDM. When removing a Filer Assistant,
the person is only removed as the assistant to the Filer. They are not
removed from the system.

Filing an OGE 450
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ASSIGNING A REPORT TO A FILER

FDM automatically assigns every registered 450 Filer in FDM an Annual Report on
December 31. It is imperative that POCs have their Org Units, Supervisors, and
Filers set up correctly before the end of the year.

Manual report assignment is typically used for New Entrant Filers. It is also used if a
Filer wasn’t automatically assigned an Annual report on December 31.

1. Select Admin Center | Org Management.
2. Locate and select the Filer’s Org Unit.

3. Click the Org Unit Filers tab and select the OGE 450 Filers panel. A list of
Filers associated with the selected Org Unit is displayed.

rinancial Disclosore Management
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4. Click Assign by the targeted Filer. The 450 Filer Assignment page is displayed.
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5. Select the appropriate criteria and click OK.

E 450 Filer Assignment

OFg Umit: Hevin Sub Ong
Filler: K&l Lastnaime
Asshgnment Type: Report
Year: 2030 o
Reqeirt Status: New Entrant =
Dty to File: & Fller is Mew to Drg

‘0 Filer designed new duties

F Fller is SGE
Appointmant Data: 04/16,/2020 @
Dua Date: 05/16/2020

- =

Field Description

Year Report year; the report year defaults to the current year.

Report Status Indlgate the 'typ'e of OGE 450 (New Entrant or Annual) report a Filer is
required to file in FDM.

Duty to File Indicate the reason the Filer is required to file a report.

For New Entrants, indicate if the Filer is a new employee and required to

Filer is New to Org File an OGE 450. This selection prompts a required Appointment Date.

Appointment Date The date the Filer was appointed to the job requiring filing an OGE 450.

For New Entrants, indicate if the Filer is an existing employee who
assumed new duties that trigger the requirement to file an OGE 450. This
selection prompts the required entry of an Assigned to Duties Date.

Filer Assigned New
Duties

Assigned to Duties The date the Filer assumed the duties that require them to file an OGE
Date 450.

Filer is SGE For New Entrants, indicate if a Filer is a Special Government Employee.

This selection prompts the required entry of a Begin In-Process Date.

The date entered should be calculated to provide for submission at least

Begin In-Process Date 30 days prior to the SGE’s expected appointment or assumption of duties
date.

The date the report is due. The due date is not editable at the time of

Due Date .
assignment.

Note: Assignment Date is the collective term for the Appointment Date,
Assigned to Duties Date, or Begin In-Process Date. This term is used in
subsequent screens and is found on the Report Due Date Information via
the Review Status page.

Filing an OGE 450
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Notifying a Filer

The Report Assignment Notification page notifies a Filer they have been registered.

The notification includes report information and instructions on how to file the report
in FDM.

rinancial Disclosure Management

g Managemsent

My Orgs = Kivin Sub Org
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6. Click Send to notify the Filer of their requirement to file, or Cancel and notify
later. The Filers page is displayed.

Filing an OGE 450
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Removing a Filing Assignment

Under certain circumstances some Filers are no longer required to file. Report assignments for
these Filers can be removed.

Note: Only DAEOs, DAEO ECs, SLCs, SLC EC, SLC Assistants, 450 Certifiers, 450 Certifiers
ECs, 450 Certifier Assistants, and POCs can remove OGE 450 filing assignments.
1. Locate the name of the Filer on the list and click the View icon beside the name. The Filer
Profile Page displays.
2. Click the Reports tab.

Click the Unassign button. A message asks to confirm removal of the assignment from the
Filer.

4. Click OK.

financial Disclosure "unugemenl

iy e ot s | ] s

e Kel Lastname @
i Dmalm:
BAE4A0ZES
Reports
4 Report » Report o Reviaw i o Current o Assigning
Reports Year # status ¥ status §assianed % n0 pate ¥ org Unit
e 2020 e T Drarft es 05F13/2020 Kevin Sut org
Motifications
History
Esowity pogf Prvacy Botice | Helo T Acpenibifty [ Cewsloped by: GECOM LDWE

Filing an OGE 450




Financial Disclosure Management

& The Assignment

Date can be
viewed by

all roles, but
can only be
edited by 450
Certifiers, 450
Certifier ECs,
450 Assitants,
DAEOs, DAEO
ECs, SLCs,
SLC ECs, SLC
Assitants.

Filing an OGE 450

EpiTING A RepoORT’'S DUE DATE

Due Dates for reports depend on the Reporting Status selected, and calculate as
follows:

+ OGE 450 Annual - The Due Date defaults to the statutory Due Date.

+ OGE 450 New Entrant - The Due Date automatically calculates to 30 days
from either the Appointment Date, Assigned to Duties Date or Begin In-Process
Date (whichever was entered at the time of assignment).

Editing the Due Date of a Report
Editing the Assignment Date

The Assignment Date field of the Review Due Date Info page is used to edit an
incorrectly entered Appointment Date, Assigned to Duties Date, or Begin In-Process
Date. This action effectively corrects the due date of the report.

1. Select My Reviews | Review Reports and locate the report to be edited.
2. Click the Review Status button by the report. The Review Status page displays.

3. Click View Due Date Information. The Review Due Date Info page displays.

4. Enter the new date in the Assignment Date field and click Save.

Overriding the Due Date

Alternatively, a report’s due date can be overridden to set the correct legal due date.

5. On the Report Due Date Info page, click the checkbox next to Override Due
Date.

6. Enter the new date in the Due Date field.
7. Type a reason in the Reason field and click Save.

Editing Assignment Date versus Overriding the Due Date

Editing the Assignment Date changes the Due Date indirectly. It ensures there are
30 days between Assignment Date and Due Date (excluding extensions).

Overriding the Due Date changes the Due Date directly and should only be used
when the 30-day rule is not in effect.

Report Due Date Info

Ardmin Meia Neta
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VIEWING FILER PROFILE INFORMATION

A Filer profile shows information like additional FDM roles, Assistants/EC relationships,
associated reports, and user history.

1. Click the Org Unit Filers tab.
2. Click the 450 Filers Panel.
3. Click the View icon beside the Filer. The Filer profile displays.
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MoVING A FiLer TO A DIFFERENT ORG UNIT

Filers must be moved to different Org Units after lateral transfers. Move these filers
when updating the Filer List and only to Org Units within the organizational view of the
FDM official.

Note: Moving Filers to a new Org Unit may change the Filer's review chain. When
a Filer has a disclosure report Under Review, current review chain members may be
notified in case their review process has begun. To view the review chain members,
click the Org Unit name link listed by the Filer's name.

Select Admin Center | Org Management.
Select the Org Unit of the Filer to be moved.
Click the Org Unit Filers tab.

Select the OGE 450 Filers panel. A list of Filers associated with the selected Org
Unit is displayed.

A oo N =

5. Click the Move icon by the targeted Filer.
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6. Browse and select an Org Unit where the Filer is to be added and click OK.
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The Move Reports option screen may display when a Filer has past reports in FDM.

7. Move a report with the Filer by leaving the checkbox by a report selected, and click
Yes.
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8. Keep a report with the review chain of the original Org Unit by deselecting the
checkbox, and Click Yes.

The Filer and their selected reports are then moved to the new Org Unit.

Filing an OGE 450




Financial Disclosure Management

& Deleting a 1
e ec  REMOVING A FILER'S ROLE
not delete Filer roles are removed one at a time.
reports already
started, e.g., Checking for Assigned Reports
Draft, Under
Review, and Ensure Filers do not have assigned or incomplete reports before removing them. If
Complete. an incomplete report exists, the Filer’s Ethics Official should be notified to either
Draft reports complete the report or delete the report if it was filed erroneously
or others

that are not 1. Select Admin Center | Org Management.

required should 2
be “Admin

Closed” by the 3
reviewing ethics 4

Select an Org Unit with the Filer to remove.
Click the Org Unit Filers tab.

Select the 450 Filers panel. A list of Filers associated with the selected Org Unit
is displayed.

AN Carllier 1 L Lagkin, Lanes Org Management Q

My Orge © kedoral Agcncy » 'ﬂ-'ﬂam'“ ﬁi e

P @ .

Canfidential Filers

m ozt of currercfilens ard accesz oz ohility ta zod Rlars.
= | =ders fomasy
= s au Filers
= sourh maz 2 " - - - -
Gy il Fugoes s 1 e 1 A Mamwe B oy Limin Cnrreel Kepie £ s
el e lorsr. sbonzen cataarmarl  Fdes Alser (:\I:Ill\::lt;l[llir:'-:ri:::!cr saros. Marm -I'I| ﬂ! ||=‘
& Deleting a Filer T PO UL o S P Al=(x 8=
Only removes o mow e Ty 1
their role in
FDM. Deleﬁng BT T e T e T L e e
does not
permanently 5. Click the Remove 450 Filer (X) icon by the targeted Filer. The Remove Reports

remove the Filer

from FDM. Option page displays.
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My Orgs » Federal Agency » Confidential Filers »

Confidential Filers

Are you sure you want to remove Albert Miller as a 450 Filer from Confidential Filers?

Remove Reports option:
Also remove Not Started 450 Filer report assigments for Albert Miller

Incomplete Reports for Albert Miller

Assigned

Assigning Org

Review Status
Confidential Filers Yes

Not Started

Remove Report? Reporting Status

2022 OGE 450 Annual
2021 OGE 450 New Entrant Under Review - Filer Signed Confidential Filers Yes
2021 OGE 450 Annual Under Review - Filer Signed Confidential Filers Yes

e

Security and Privacy_Notice | Help | Accessibility | Developed by: CECOM LOMC

Filing an OGE 450

6. Leave the checkbox beside a report selected and click OK to remove a report
with the Filer role.

7. Deselect the checkbox and click OK to keep a report with the review chain of the
original Org Unit.
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VIEWING AND MANAGING A List oF ALL OF YOUR FiLERS

Admin Center | Filers

All FDM Users, with the exception of Filers and Filer Assistants, can manage listings
of Filers through Admin Center | Filers. Use the Admin Center | Filers page to
review and update filer lists prior to filing season.

From this page:
+ View and export a list of 450 Filers.
+ Verify Filers’ information such as Org Unit, Supervisor, and current year report.
+ Verify Filer Profile information - Roles, Reports, Assistants and History.
+ Move Filers into the appropriate Org Unit.
+ Assign reports to Filers.
+ Remove Filers who leave an organization.
+ Add a Filer Assistant.

Note: The System Administrator assigns annual reports to FDM filers on
December 31.

To view a list of Filers:

1. Select Admin Center | Filers and click the 450 Filers panel.

Py Revicws | My Expired Iicport

AS0 CRettier NG Tn TAYIAE, Tames Filers

itz Org Tree My Orga s 1 ederal Agency =

Search E

+ Mcderal Agercy

ik the aparnanate how tnoview m lise of corrent filers.

A50 Filers

Srconty ane Frivany Mabics | Belp | Snccssibiliby | Geesleard b DR 1T0FR
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Filing an OGE 450

Filtering and Sorting

Filtering and sorting allows for quickly viewing and grouping Filers by specific criteria.
2. Select Show My or Show All.

450 Certifier EC To Taylor, James Filers

mrea

;!-.. Org Tree My Orgs » Federal Agency »

Search n 450 Filers

4+ Federal Agency

Filter(s): [ Mode: [l Show Al

Email
Last Name

Accefsibility | Developed by: CECOM LCMC
First Name

Middle Initial
Org Name
No Current Year Report

Filtering Options

3. Click Add Filter(+) and select the filter options for the list. Repeat to include
additional filters.

4. Click Apply Filters and records containing the selected filter information are

displayed.
Filers @

My Orgs » Federal Agency »

| Apply Filters ]

s
Filter(s): [Mode: Show All ]] [Last Name: Hansen| x § + ]
—

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

5. Click the x beside the filter to remove.
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Sorting

6. Choose a column by which to sort the list and click on the sort arrows. The
rearranged list is displayed.

450 Filers

Export «

Apply Filters

Filter(s): [Mode: Show My] [ Email: x ]

Show entries 1
¢ E-mail & Name ¢ Org Unit Current Report £ Supervisor
. Coftidential Filers .
lorren.e.hansen.ctr@army.mil Miller, Albert Garcia, Maria
Personal Information
Confidential Filers
lorren.e.hansen.ctr@army.mil Rodriquez, Maria Personal Information 2022 New Entrant 450 Garcia, Maria

Exporting Your Filer List

To export a list of your Filers:

7. Click Export and select Excel or CSV.

Filing an OGE 450
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USER ADMIN

User SEARCH - FIND A SpeciFic UsEr

The User Search tool searches for FDM users and displays their profile information.

To locate a specific user in FDM:

1. Select Admin Center | User Admin.

2. Enter the user’'s name or e-mail address in the search field and click Search.

Ty
ks Tralcky | Mandg=menl meal HuLll'calivms &

User Admin L]

E Al Cectilier 1 T Bagriear, Lamiss

0 =earch - Find 2 specrfic user

Toadrwselizmes: Freo b cesmalisg ot i e e’ el eebihiesee,
a

| llar, & bart m

() Browse ard select an Org Unit

3. Click the View icon beside the user to display the user’s FDM profile details. The
Filer's profile page displays.

Q Search - Find a specific user

Instructions: For best results, enter a user's email address.

Miller, Albert m

Apply Filters
Filter(s):
Show entries 1
] E-mail 4 Name Telephone
lorren.e.hansen.cer@army.mil Miller, Albert 718-555-1234 i

Showing 1 to 1 of 1 entries

Management Reports
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BROWSE A List oF Users BY ROLE

The Browse tool updates or displays a list of POCs, Supervisors, Senior Legal

Counsels, 450 Certifiers, or DAEOs in FDM.
& AllFDM roles,

except Filers To view and manage a list of FDM users by Role:
Fil , ;
Onc.j rer 1. Select Admin Center | User Admin.
Assistants,
can maintain 2. Select an Org Unit from the Org Tree where the users are placed.
FDM
e 3. Select an FDM Role Panel.
and Org Units.
They are #inancial Disclosure Management
designated .
as Authorized
Users. ] )
(o]

) Browse and select an Org Unit

it Org Trae My O o Frahaod Acpasy o

ﬂ Cllek T wlews 3 1St af nsers 19 saesilc ZOM e,
Fuinls ol Cunlaut Supervisors
+ Uoahcsrbal licrs frus)
vavp of Lrgnzare,
Fubic 1 ilzrs 3 2

Filtering and Sorting
Filtering and sorting displays and groups filers by specific criteria.
4. Select Show My or Show All.

Filtering Options

5. Click Add Filter(+) and select the filter options. Repeat this step to include
additional filters.

6. Click Apply Filters. The records are displayed.

O Browse and select an Org Unit

&% Org Tree My Orgs » Federal Agency »

Search B POCs  Supervisors

= Federal Agency
+ CECOM Apply Filters
+ Confidential Filers

Corp of Engineers
: (Mode: ([ERRER Show Al

Public Filers

Email

Last Name

First Name Helll T Accessibilfty | Developed by: CECOM LCHMC
Middle Initial

Org Name

Filing an OGE 450
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POCs  Supervisors Export «
Filter(s): | Mode: Show All
Show entries 1
L E-mail ~ Name Phone = Org Unit
CECOM
orren.e.hansen.ctr@army.mi Acting Clark, David 718-555-1234 U.S. Army Communications-Electronics Command
. CECOM
-E. - . mil ] -555- -
lorren.e.hansen.ctr@army.mil Acting Taylor, James 718-555-1234 U.S. Army Communications-Electronics Command
Showing 1 to 2 of 2 entries 1
.
Remove a Filter
7. Click the X beside the filter to remove.
POCs  Supervisors Export ~
Apply Filters
™
Filter(s): [Mcde:Shuw My][Emal'I: I x I + ]
| ==
Show entries 1
s E-mail - Name Phone ¢ Org Unit
_ Confidential Filers
lorren.e.hansen.ctr@army.mil Acting Clark, David 718-555-1234
Personal Information
Confidential Fil
lorren.e.hansen.ctr@army. mil Acting Taylor, James 718-555-1234 M.
Personal Information

Sorting

Sorting arranges lists alphabetically.
8. Choose a column to be sorted.
9. Click the sort arrows. The list is rearranged alphabetically.

My Orgs » John-Doe-001 » Confidential Filers »

POCs  Supervisors

Filter(s): | Mode: Show All

Show entries

E-mail Name Phone = Org Unit

«

Confidential Filers
. mil Acting Taylor, James 718-555-1234 personal Information

lorren.e.hansen.ctr@arm

lorren.e.hansen.ctr@army. mil Acting Clark, David 718-555-1234 Confidential Filers
Personal Information

Showing 1 to 2 of 2 entries

Exporting Your List

To export a list of your users:
10. Click Export and select Excel or CSV.

Filing an OGE 450
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Fiung AN OGE 450

& Yourlocal POC

or legal office
can register
you as a Filerin
FDM.

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

Management Reports

The purpose of a financial disclosure report is to assist employees and their agencies
avoid conflicts between official duties and private interests and affiliations. The
primary use of the information is for review by Government officials within agencies
and to identify potential conflicts of interest.

Filing Process Flow

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

Filing an OGE 450

The Filer is registered in FDM.

The Supervisor or POC identifies Filers and assigns the filing of an OGE 450.
The Filer receives an e-mail notification with their filing task assignment.
The Filer logs into FDM and verifies their profile and review chain.

The Filer selects to add a financial disclosure report.

The Filer adds report data information.

The Filer reviews report flags and corrects any errors.

The Filer eSigns and submits the OGE 450 for review.

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

Helpful Hints

Many Filers find it helpful to have their information ready when they fill out
the form. For example, Filers with stocks find many brokerage firms have
online access and provide printouts for the period covered by the form.

Filers cannot skip any section within the OGE 450 report, even when there
is no information to report. Filers must click through all sections being
sure to select No if they have no information to disclose.

The income and assets of spouses, and the assets of dependent children
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Filing an OGE 450

VERIFYING YOUR PROFILE AND REVIEW CHAIN

Filers should update their account profile information prior to starting a new report
in FDM. Updates made to account profiles copy into the Report Contact information
section of reports not yet signed by a Filer (Review Status of Not Started, Draft, and
Amendment in Progress).

1. From any point within FDM, click on the initials or profile image and click View
Profile.

M

= Your agoroy onlv allows vou te start asslgned roports( My Reports|Reports Not Stotted tab). Centact your Ethlcs
Counselor to assign a repart it vou want ko stzrt a (different) rzpart. Azsistants

& Towaork on an exising repcrt select = repart trom the tab'e below.

Welcome Harry X. Truman

b Amusl OGE 450 Pepwilys 2w due 15 Felruary,

anays

Log Qut
Ascsignad Year Reporting Status Revlew Status Org unit Last vpdated | | s L
LRl 4 whiak ars the razeng
as 2018 Wesws Entrant Ot Puchic Filers 02/25/2019 s i 1w CEF Fonmme
4577
A Tl 3 %

2. Enter or update the Profile Details, e.g., name, e-mail and phone number, mailing
address and report related information.

- R B

o - Mekalia s L A v -

i oo o s v Lt E ] Hurry "3
Prallla B LI T yod i

Ha—we [T = rman, Plae
Fus e Hurbmr. DFH mmal 2 o wls &

11 I rarna el L L arnd sessam

Rulma
I=cry Covmr |

H. 10 0 w8 L 2 e S

Mer 2EH =

LI TR BT oY

Fimllirg Addraam e S ELR

PR e L e e Add-a
LT S W
W T R B e

R Y 1 BVt T e e
LE 1
- £ablis
ClaFrodes E=PEC)
LT iiF. [ fd|
< rcan s,
o D0 3 L3
LI
URIT=N STATES IEI
rFupeort Ralatad G Brww vl
IR B 8RS O e a4yl
[REFES FEFRLE R S
Lo T SRRt
i el dedoiam S
ool o T
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ADD A NEw REPORT

& My Reports
is the main
workspace for

Filer reports in
oM. Itiswhere  REPOrTs Noft Started

Filers begin a 1. Select My Reports | Start This Report. The Reports Not Started page is
new report and displayed.

edit or view . .
existing reports. 2. Click the Start This Report button.

Begin the financial disclosure report once profile information has been verified.

*inanciql Disclosure Management

T e e

Heparts 1ist

Welcome Albert Miller

Arnual 0= R0 Heporls ares e 15 Feshroary,

To etzre 3 new QG0 A0 report click “Ade Maw Reporz™.
Your agency only ollows you L stert sssigned repents{y Mool Reports Bot Saewed wbl, Contuel yewr ECiics Counsclur W gssinn o reporl il you wenb o stare o (diferentd wepord

T work v an wxisting reour selecta reporl lrom e lble below,

My OGLC 450 Rcports Mot Started

& Filer Assistants

Assigned Meport Review Status Org Unit Current Duc Daote
manage d
. y 2022 Annual Report Mot Started Confidartial Filers 027152022 Start This Roport
Filer's Reports
list from the
Assist Filers
fab. 2. Reports List

FDM Filers can begin their reports before being assigned by clicking the Reports List
tab and Add New Report button.

Filing an OGE 450
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OGE 450 FDM Getting Started Screens

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

+ Annual Filers can elect to pre-populate from an existing report or the year
covered by an assigned report.

+ New Entrant Filers select if they are a Special Government Employee or enter
their appointment date.

GETTING STARTED

Before drafting the disclosure report, it is recommended to have the following items
on hand:

+ Copy of a previous OGE 450.

¢ Tax return.

* Brokerage and mutual fund statements.

+ Rental agreements.

+ Agreements or arrangements from past, current, or future employers.

+ Mortgage statement.

+ Credit card and other loan statements.

Not Started - 450Filer_y5 DLA, acao New Entrant OGE 450 Report

-
Getting Startad

Special Government Employee

» GGES are defined ab 18 U.5.C, 202(a): Genarally, employess parfarming temporary duty for 130 days or less in any 365 day
period, inchuding Reserds and Mational Guard officers while on active duty solely for traming, of while serving iroluntariby

= While gection 202(a) does not indude enlisted members ag SGES, the Jaint Ethica Regulation (JER], at section 1-232, applies the
dafinition by enlsted membars the same as it applies te officers. Unless excepted or required to file an OGE 2748, all SGEs must
fikg 3 450, See § C.ER. 2634.904(0]), See axcaplions in 7-3003(2] of the JER, One excegtion i resendists on active duty Tor less
than 30 congecutive days in a calendar year,

Are you & Special Government Employee [SGE)?
Tes L] N

2GE Categary:  -SELECT- w

Answer the Special Government Employee question.
Click Continue.

Note: Few Filers are Special Government Employees. Confirm your status with
the local legal office if unsure.

Filing an OGE 450
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Assignment Date

4. Click Continue on the Assignment Date page.

Net Started - gzoFiler_45 DLA, soco New Entrant OGE 450 Report

Can

Assignment Date ' !W;E
(e
Employ
complat]

= Your athics counselon athics POC antered this information regarding your appaintmant/assigrad to duties/begin in-process data.
Plaasa contact yeur |ocal athics offica if you have questions abeut this entry.
= lama
entrant,
ASSKRmEDN : I el
SR ent Date 1171852021 date?

= Glossan

Filing an OGE 450
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Pre-Populate Report

& Select the
most recent or
current report
from the pre-

FDM simplifies the maintenance of financial disclosure reports by allowing carry over
of previously entered financial disclosure reporting information. Selecting to pre-
populate a report fills report information from a previous report into the new report.

population

list fo ensure Compare a Pre-populated Report

accuracy and . .

consistency in If you pre-populate your report in FDM, you can easily compare changes and
your reporting. differences between the previous and present year’s report on a single page.

mot Started - 450Filer_g63 M. TestAnta, 2021 New Entrant OGE 450 Report

Getting Started

FPre-Populate Report

® pre-populate my report with the report T have selected below

- this option allows you to wuse the data from a previous report as a starting point for the new one. Note: Virtuzlly all filers should
use this option and choose their most recent report,

Report(s)

® 2020 Mew Enbrant - Draft
L3 2010 Annual - Under Review - Filer Signed

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

& Once your
report is pre-
populated, Lo
review and 5. Select an existing report to pre-populate or select Don’t Pre-populate my

verify the report.

entries in 6. Click Continue.
the Pre-

Population 7. Review the Due Date, finish filling in the Contact Information pages and click
Results Continue.

Summary

List. Update

where

appropriate.

Filing an OGE 450
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Checkpoint

The Checkpoint page displays a report due date reminder message. The message
cautions Filers who pre-populated to review report information from the existing
report.

Dvadt - 4 50Filer_gpfiz M. Testdubo, zoza New Entrant OGE 450 Report

I Galting Started L T i L [ ] LT e Lisabalithes Diirsidia Pemiticng AgiesbaTinnbe =51 i

Cheekpoint inkl

&

Wour report irformation has baan saved.

Repart needs to be submitted by 11719/2021.

The information contained within this report is based upon your previcus report. Please revies your ourment report and
make any neces=ary modificatiors. You hase the final responsibility for emsuring the accuracy of all irdformation in the e
Current report. find

Paace mota the commants from your praviois repert to guids vou in complating this ana. )

& o

Craft - 430Filer_S63 M. Testdubo, 2020 Mew Entrant OGE 450 Report

{listed in revese chronolegical arder)

Auitisor Author Aola Datn Camnmant Oin Line Iizm Calmgery Comnmant Tesxd

SYILFIer_souat RGeS Tertdurna &. Fler Aprirme 10/1W3331 Incama Incoms 1 aroefinad Filar & '3
Badk | Contirue

7. Review the information on the screen and click Continue. The Report is placed
in Draft Review Status.

Filing an OGE 450
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RerorT DATA

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

Click through all sections of the OGE 450 ensuring to select No if there is no
information to disclose for a section.

The process for entering data is the same regardless of the type of information to
report. If the report has been pre-populated, it is only necessary to confirm the data
in each Report Data section. Make the necessary corrections, additions, deletions,
and click Continue to proceed to the following Report Data section.

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

¢ Non-Investment Income.
+ Assets.

¢ Liabilities.

¢ QOutside Positions.

+ Agreements.

+ Gifts - New Entrant and SGE Filers do not have to complete the Gifts section of
the OGE disclosure report.

+ eSign.

Under Keview - Amendment In Fromeess - Maria Rodriquez. soon annual DGE 450 Keport

Calling Slurled

Mo Drwestrenl I Lia bililiies Clulsidle Pogilions Ayroenmiarils Cille (=]

Getting Organized

wn riay find iL haleful Lo bave e follewing infonmelivn Lo pregare your zponl
« A copy of your previcus OCEASQ (it you heve Hled before]
s ®rarornents far all hank, braleerago, refroment, o collego cavings anoounts,
* Famlal fwrocrent
* Ay vgreerrenls or angngernenls tom pasl, comenl o Tebae eimnployers
= |ann Statements (IF ovar & 10,0000

Filing an OGE 450
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& FDM provides
instructions for
each section
of the report at
the top of each
Report Data
page.

Filing an OGE 450

MANAGING LINE ITEMS

Filers can add, edit, and delete specific line items in FDM. Reviewers and Filers can
add comments to specific line items within a financial disclosure report.

ﬂ"m [ | Ly Kecrwee - Auranduiaul s Ve g - Bluiw Kol m oo, 02 Al U0E 450 Baeea |

i B o Al Feagats Ca kaide Moo

| Allalwmanla

Noa-Lvvestinent Tncome
Camimiead - |
| Leewn Ier owtl -
| Tegs | n Al wai. e ol kelowy Toems cnmnmiebe ce, s ] allie won =2l inczome o ealen Lo $1.0000
= |loworais groaber than §L00U
n LA e i vsemdn B e e s s liranale m g ees o s dwon Lla g mezime jrsace s L an $1.00000
| Sudt Tl | AT T T ST

- LI ST R S RS e [T AT T Y| [TV RS TR S TTRE T TR (S | [TV R T A IS H
| wian/Minl = [lawaais gromber Ban 51,
sral rapuel:
n Cazpcmucoms da 145 zemeed roome, Wobore v benz?ss, Macorml Eovomnak salere; ard oozl Socurky 2owchbs

Reprading Permu: Consall e cilics ol e gppacilee gl cisaeed,

Savan sl Do

Type o

1CE ey Ieapienl
Hame Likr Shads Crunkry
muime B o 1 " oty ke N
+ar, ararm Frk Inmroor
AT
P~ "nirmns
| at sizromact
) [rat nce,

The process for entering report data is the same for all information. 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 Description

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

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

Delete Asset
report.

Add Comment Click Add Comment to add comments to specific line items.
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&  Ensure to click
through alll
sections of the
OGE 450 and
select No when
there is no
information to
disclose for that
secftion.

Filing an OGE 450

NoN-INVESTMENT INCOME

OGE 450 Filers must report any earned and other non-investment income exceeding
$200 for the Filer, and exceeding $1,000 for the spouse. Examples of earned and
non-investment income are salary, director’s fees, pension annuities, etc.

Adding Non-Investment Income

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

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

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

F5\ i

1l e v = Anncesloneal I Prggress - Flerie Enleiqnes, 2o amonn] 60 g Iepor

) o el
n

| LU B

| v
| Flgs

el Sl e ] (L rar=lt s=nl ivsa Bk H Tiolal res BUTTETHER LR E T I N REY

Add Man-Tavestiment Tneoime

Reporting Ieriodh Uonssh the ethics counselor for aprecific period corered.

A bl Tl |

SOHIHCT o |N(Im'|\| l-|'|'|-'| 16 HISH I SITMER] |m:|l'||.
e R . Ralary (ather Han Frderal Sosernmenk)
G NI .
fdly Flaml Cunminiauiuie

TR M

Inconee from personal sewkes
Menglom Man Poaynesnts [ ofher than Foderal

e, Garwmrnmsnt]
llanoreria

.L'_: el |

{ OFFTRIEKT [DRTTONA ] |

T mmlF
B TTE

Field Description

Enter the name of Employer or Business, which compensates
with fees, commissions, or honoraria. Include the city, state
and country.

Source of Income

Owner/Recipient Select Self or Spouse.

Type of Non-

Investment Income Select the appropriate income type.
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ASSETS

FDM requests information about the reporting period and is tailored to whether a
Filer is a New Entrant or Annual reporter.

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 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 reportable assets and/or income and click Continue. The
Add Asset and Investment Income page is displayed.

Drafi - g goFiler_ofiz M, Tesviane, ao31 New Enrann OGE 450 Reparn

iy

Legbelitie Dutaies Fremhons digresments L0 ]

et and Investment Incoms

Beporting Peciod: 12 months preceding the sshmission of this Beport f yom had a National Emerpency/ Combal Pone

Extemsion, consult your Ethics Official ie determine (he appropriaie peporiing period

[ ASSET RAME | 2 | T TYPE]

hama: — - Skock, bond, spben or securiby
] o Sechos anutual Fund
% Raal Estabe

(amsEn ORASEN [ TIORAL ) | Chiy: shiarechiz
Stata: = N
it Cowrkry:
Taink IRTED STATES w
B spauss Prrsataly held trade or business
Dependent Child Liaetmnona
“  Life Inssrence {mob fermn)
\I.'JI-:CI-'IIH STILL TII'I [E1]y 2 Irl‘- ASSETY " I'!d
Wariahle
Ve Tther |
¥ o o Annehy
Rutsrament Mlan ar Accound (e.g., 41{k], TRAL"
* Dy BIFT ruport dronwind Mubel or Exchesge Tredad Funds.
P Plan {Esployer Mame]
Dplover
Wame
Trust
" Other {Parnership, LLC, 5 Corp, e}
Derribe;

3. Enter the asset information and click Save. The Assets page is displayed with
the new entries.

Filing an OGE 450
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Field Description

Enter the appropriate asset name. For example, type
the name of a company, financial institution, educational

Asset Name: institution, or non-profit entity. If it is a mutual fund, include
the full name of the investment.

Asset Type _Select th_e appropriate asset type and provide any additional
information where necessary.

Asset Owner Select the person(s) responsible for owning the asset.

Select Yes or No. Select No if the asset is no longer held
Were you Still at the end of the reporting period, but which must still be
Holding this Asset? listed because it generated over $200 in income during the
reporting period.

Filing an OGE 450
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Prior to 2023, Assets and Investment Income were reported in one broad category
and without detailing the underlying assets. Reporting now includes the name of the
investment account and all assets within. The company holding investment accounts
is referred to as a Parent and an individual underlying asset is termed a Child. The
Assets and Investment Income section includes all assets 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 Underlying Asset

Underlying Assets can be added by two methods.

1. Click the Add Underlying Asset button that corresponds to the Parent account
under which it is to be held.

2. Click the appropriate Asset Type radio button. Enter the information for Asset
Name, Asset Owner (optional), Holding Asset question, and click Save.

3. The Assets and Investment Income page displays the Underlying Asset under the
Parent Asset.

Reporting Period: Consult the ethics counselor for specific period covered. 1line item(s)

ieq. ] Type of Assat Owner zgl'&""ge’
Naome City State Country
1 Mools Investmants = = = Srokerage Account / Assst Manzgemant Account  Joint
/ Managed Account Edit Asset

Delete Asset

Add Comment
Bepuriug Terlod - Cincili ibe cihls munsclur o e g T podcdeererml. x Iz Rrmis)
-I'-I.I e
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FaTl 1T ST e TR R e e s A e e aing ek, re s eer 3 i, ik eier T
I FEEFT WHFR [BTTORA 3 I P AR SR e S sl Aeg e rpeiriag podsd aamialen ) i edag 2 e e
arermphad breer Heaw rapecmes raeps rmreand sl sas ewanases ke, = carsesd e el leesr ges s e
wrchangd Tedec tande
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B, Tads In rm inder ying st
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An Underlying Asset can also be added by identifying the Parent Asset after entering
the Underlying Asset information.

4. Click Add Asset to open the Add Asset and Investment Income page.

T Ter specilic pecied coavered 2 Lime ieasis)
zea. Tywa of Asxet T Ho Longur
Hams Clty Statm Comntry
1 Uiy Tvemtrants - - - Erslareps dooaunt (| Awewt Maegeant Somsunk ek
o e il el Agaat
&dd Ungerhira Samst
Exigty Agpot
&cdd Cormmant
13 Bio Buckn BuckieBak and Btegtaly ormad trede or burivess (S Tk
bucklan manufacteen Burinan} Edit sesat
&dd urdarhirg Sasst
Djete Sssef
acd e

5. Click the appropriate Asset Type radio button. Enter the information for Asset
Name, Asset Owner (optional), and Holding Asset question.

6. Click the checkbox by "This is an underlying asset”

7. Click the Choose Parent Asset button.

[ASSET HAME | ) (UNDERLYING ASSET

Hamea: Happy Heme: ©
appy Romas, e 1his is an underlying asser

Choose Parznt Asset

(ASSET OWNER (OPTIONAL) ]

[ | 5elf
Joint _ | [ASSET TYPE]

[ Spuusa

 Dependent Child Stock, bond, option or other security

(WIRE YD 51000 LI0 LRI 11015 ARer 121 1 Swcler Mulual Fund ur Exchanyge Traded Fund (ETF)
@  Real Estate (e.g. resldentlal rental, farmland,
¥ Yes commearclal property)
[y iry: | Trenton
SLals;
dle I .
{nnery: UKITED STATES v
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8. Click the Select Asset button by the appropriate Parent Asset when the Choose
a Parent for Underlying Asset banner displays.

Add Asset and Investment Income

* Depicts an asset that the Filer has acknowledged does not contain reportable underlying assets.
**Depicts a legacy asset. No updates can be made to any fields until the legacy asset is changed to a new asset type.

Choose a Parent for Underlying Asset

Asset
Seq. # Type of Asset owner No Longer Held
Name City State Country
1 Moola Investments Brokerage Account / Asset Joint
Management Account /[ Select Asset
Managed Account
11 Big Bucks Buckles, Belt and Privately ovined trade or Joint
buckles manufactursr.

business (Small Businasz) Select Asset

Cancel and Return

9. Click Save when the Edit Asset and Investment Income page displays.

Deleting an Underlying Asset

1. Click the Delete Asset button from the Asset and Investment Income page.
2. Click the Delete Asset? pop-up button to confirm.

Reporting Feriodi 1= months preceding the submission of this Report If you had a National Emergency/Combat Zone
Extcnsion, consult your Ethics (Mficial to determine the appropriate reporting period. 37 linc itcmi(s)
o Amsol .
BT . ur Darrneper
- Typc of Assct Ovrnci Held
Ham= City State Country
&t = (4] = 1 allege Sawings Hlan §aed Sedf .
plart; kil P\\H.J
Delete Asset? | Delata Asset |
"Oeleting this azsct will nat dolote any of It | fed Comment |
underlying assots. All underlying assots will be D —
mawoed up o lowval 0 the hizrarchy”
1.1 Rel-LoL §ieker-1.3) - -
Cclotc Assot?  @anccl 13elere faser
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Moving an Underlying Asset

1. Click the Edit Asset button from the Asset and Investment Income page.

2. Click the Choose Parent Asset button from the Edit Asset and Investment
Income page.

Click the Select Asset button corresponding to the new Parent Asset.

4. Click Save when the Add Asset and Investment Income page displays.

Choose a Parent for Underlying Asset
Asset
Seq. No Longer
Type of Asset Owner
# . yp Held
Name City State Country
1 Asset-1 = Cco = College Savings Self
Plan (529 plan) Select Asset
1.1 Asset-1.2 - - - Life Insurance Spouse
(Variable)
Tkl Asset-1.2.1 City-1.2.1 co usA Real Estate (e.g. Dependent
residential rental,
farmland,
commercial
property)
1.1.2 Asset-1.2.2 - - - Life Insurance Self, Joint
(Whole)
1.2 Asset-1.3% = = = Life Insurance Spouse, Joint
(Variable) ‘ Select Asset |
1.2 Asset-1.4 - - - Life Insurance Spouse, r
(Other: LIOther- Dependent ‘ Select Asset |
1.4) I

Filing an OGE 450
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LIABILITIES

Filers, their spouse, or dependent children, must report liabilities over $10,000 owed
to any one creditor, at any time, during the reporting period. Examples include
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 liabilities to report and click Continue. The Add Liability

page is displayed.

CRtting Startad

Reparting Period: 1z months preceding the submission of this Report If yon had a National Emergency /\Combat Fome

CREDITOR: |

Stmim:

Connbry;

Dwaft - pyarider_gég S0 Testdnia, 2021 New Eotrant OGE gs0 Ksport

Wi -Eresstmedil | nicoma L= CRide Peditions AT iR LR

Edit Liability

Extension. consultl veur Eibics (dficial iv determine the appropriste reporting pericd.

DERTOR: |OFTIORAL | [ TVERE OF LIABILITY {CG@T]:
- L ® Leam
Laabality £
Joink Artheer Dredoin
L]y Spouse
MD w Dpsirstdant Chibd

LMITED 5TRTE: ™

o

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

Field Description

Creditor

Type of
Liability

Debtor

Filing an OGE 450

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

Select the type of liability. If you select Other, include a
description.

Select the person responsible for the liability.
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&= Positions with OursiDE PosITIONS

a religious,
social, fraternal,
or political
nature; and
positions of a
solely honorary
nature do not
have to be Adding Positions

reported. 1. Click the Outside Positions section. The Positions Held Outside of U.S.
Government page is displayed.

List positions held outside the government, whether or not 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. Ensure to include any partnership or trustee
position. Include both paid and unpaid positions.

2. Select Yes to indicate positions held outside of the U.S. Government and click
Continue. The Add Outside Position page is displayed.
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3. Enter the position information and click Save. The Positions Held Outside of US
Government page is displayed with your new entry.

Field Description

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

Organization and country) and the type of organization.

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

Select Yes or No. Select No if the outside position is no longer

No Longer Held held at the end of the reporting period.

Filing an OGE 450
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& Filers do not

have to add
information
concerning
agreements or
arrangements
entered by
their spouse

or dependent
children

Do report post-
employment
plans and

severance pay.

Filing an OGE 450

AGREEMENTS

Filers must describe any agreements or arrangements held at the end of the
reporting period. Describe all agreements or arrangements concerning future
employment, leave of absences, 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.

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 agreements and/or arrangements to report and click
Continue. The Add Agreement or Arrangement page is displayed.

VR T
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3. Enter the agreement information and click Save. The Agreements and
Arrangements page is displayed with your new entry.

Field Description

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

Other Party and country) and the agreement date.

Type of Agreement Select the agreement type.

Describe the basic elements of the agreement or

Terms of arrangement, such as terms of employment, effective dates,
Agreement or etc. Include the name and title of the official, corporate
Arrangement officer, or principal person responsible for carrying out the

terms of the agreement or arrangement.
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& Gifts or fravel G'FTS
reimbursements
do not apply to
new entrants
and Special
Government

Employees. Adding Gifts.

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

Filers must disclose gifts received and travel reimbursements. Information in this
report section relates to Filers, spouses, and dependent children.

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

AV

& Giffs or travel
reimbursemenfs | Urdiar Eerisw - Filer Sigzed - ggolder_pby 4. Tesidwis, osg Anmaal (6GE 350 Rsport
entered on a

previous report =

Fepart Dty Geiztineg Started Hon-Lrseskrsnt |noomea B § Liabel i Uit Pesitiors AgrasaimeEn s SO
do not carry PR
forward because = View A Gift or Travel Reimbursement
They are Only ::m— Reporting Peried: Consult the sllics coumselor for specific peciod coverad,
atr

related to a

. . Samchit: Trmi R ’ ——
SpeCIﬁC reporhng Eaa——— 1 BMIRCE | 4 RECEPLENT: (00T BOMAL) |

. P
eriod.

P Farvimw Smtum Hame: Gift Sowrce: 1 E Gelf  Boink  Spouse | Dependent Child

TVRE! DESCRIPTIOM: [FOR TRAVEL-RELATED TTEME, TNCLUDE TTIMNERARY |
¥ Trawel Related Resnbursement FLirits 14 Chracters)
bt Giflt Gt 1 - Do pien 1

[ 102 Charsctars Aemainang of 124

3. Enter the gift information and click Save. The Gifts, Reimbursements and Travel
Expenses page is displayed with your new entry.

Field Description

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

Select the type of gift: In Kind Travel Expense,

Type Reimbursement Expense, and Other Gift.

Include a brief description and the date of receipt. For
Brief Description example, Event tickets for seats owned by Amer. History
Museum 2/01/06 - 03/31/06.

Filing an OGE 450
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& Filers can
submit financial
disclosure
reports with
yellow flags.

Filing an OGE 450

ReroORT FLAGS

FDM automatically reviews the report prior to submission and alerts of incomplete or
missing items through report flags. Review the report flags and correct errors before
submitting the report. OGE 450 Filers cannot submit reports with red flags.

Not Ready for Submission

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

Diraft - gsoFiler_ghz M. TestAnte, zoz1 New Entrant BGE 450 Report

Lialalibies Outsade Posibions Agreemen s

Gething Started MNor-Investment Income

EReport Not Eeady for Submission

The followring issues have becn detected in your repart:

Your report has 2 Red Flag[s]. You must comect flaggped entries before submitting wour report,
Questions - contack your legal advisor.

Red Flags -

Press Continue bo revievw your Red Flags

Security and Dty Wotica | Aelp | Accessdily | Developed By: CE00M LOMC

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

The Flags page displays the Red or Yellow flags from your report.

Field Description

A red flag indicates required information is missing and should

Red Flags be provided before the report is submitted.

A yellow flag indicates information is missing but is not
required to submit the report.

Yellow Flags

:' Dadt - 43oFilas_ghy M. Taariata. 302 K e Enmrant SGE 433 Repaem

i
z §

mints
¢ Ol
ML
- Non-Investment [neone
mi EBource of Income Trpe of Incomme Elecipient

it Mae 5, City BAISA Pther e @

P The stabe of the source of income s reguined

Assels And Investments Income

Ancat Mame Type of fsoet Cramese Mo Lompar Hald

Mamse C Retiramant Fian or Aacount (&g, 301(k), 1R4] Spause &

wau must report the reportablie anderging Boldings assets of retirement plang or socownbs, Do s by adding another scoet for each
raportabla urdardying sasat of this raliremart plen or sacccunk. For sampla: ¥ rebramant plae-7 sbed:.

& Click Flags at 1. Click Edit beside a flagged entry.
any fime to
review a listing
of your Red
and Yellow
flags.

2. The Report Ready for Submission page is displayed.
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RePORT READY FOR SUBMISSION

I Diraft - j5o0Fler_ghs M. TestAure, 2ozo New Encram (M2E 450 Report

—_— —
| Getting Started Hon-Investment Income i

mnts
Report Ready for Submission
=
:I = Congrotulations, you have completed entry of your 2020 New Entrant. The next step s to submit the report ooyour 5
L=
:I We welcome your feedbadk to i mprove our FOM.
!
Provide Feedback
nt
Hsbuss " Subimit Mow

CSubmit Later

Sacurity and Prrosesy Notice | Help | Accsssibiiny | Develped by: CEOOM LOWC

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

Field Description

Select Submit Now to eSign the report and submit for review

Submit Now to the Senior Legal Counsel and Supervisor.

Select Submit Later to save the report in FDM and complete

LN the report at a later date.

Filing an OGE 450
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& Only the Filer FILER ASSISTANT

can submit

a financial
disclosure
report in FDM.

If a Filer Assistant has prepared the financial disclosure report on behalf of a Filer,
the Report is Ready for Submission page is displayed. The page directs the Filer
Assistant to inform the Filer the report is ready to be submitted.

- 5 bl z
o, 450Fler 963 H Drraft - ggoFiler_phzg M. TestAuto, ozt New Entrant 0GE 350 Report

Getting Started Non-Tnwestment Inoom e 1 Liabilibes Ouizide Posibons

EReport Eeady for Submission

» Congratulations, vou have completed entry of the Filer's DGE450 repaort,
»  The next stepis o submit the report to the Fler's Supervisor for their review,

Submssion mey only be done by the hlen Pl=ase inform 450Fer_363 M. Testfuto that the repart may be submitted by log
navigating to the "esign” section of the report.

We welcome your feedback to improve owr FDM,
Provide Feedback

Back

Saudly and Privecy Folios | Hep | Acossipdly | Developed by: OITOM LOWC
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COMPARE A PRE-POPULATED REPORT

Filers can compare changes and differences between the previous and current year’s
report on a single page. The Compare feature is only available if the Filer pre-
populated from a previous report.

Comparing Reports in FDM
1. Click Compare. The Disclosure Report Comparison page is displayed.
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2. Review the report changes.
3. Click Report Data to proceed to eSign.
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SusmitrING AN OGE 450 RepoRrT

eSigning Report

Before eSigning the 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.

Attachments

Rurarewr Shatum

Compaire

Gatbrg Started Hen-lmestment Incomme Azzatz Lisbiitim Cutmide Prsbons Agresmerks

Dvadt- gzoFiler_ghy M. Tertiwes, Zoz New Emram OGE 430 Repart

Commamsan (uestiors:

» e o [ et back
ks msmi
Report Ready for Submission r‘pr;r!.‘ i

Ml b gt » bowco [ reguestan
EoananT

Epep 11 By eSQning...

= Whet hacpare F 1

- J oo nok e by the

1 hereby certity that the report daia I bave enbered aed all fikes [ have akiached are true, complese, and coerect to the besi of my reguined dus daka?

Lnzwladge.

& Ay thare mo
peashiies for an

inzamp ek cr fales
ruporer
PEMALTIES: Falsfication of information or fallure to file ar report information required to be
reparted may subject you to disciplinary action by your emnploying agency or sther autharity.
Knowing and willful falsfication of infarmation required to be reported may also subjact you be
criminal prosecution.

= Gheasary

In AC0OMCANCE Wwith the Diptal Signature ACt of 1993, ] recognize thet iy Sagneture (Secirens: o Digiel Siprature) shall be
grewr tha same lsgel stk sx 8 sigraturs mads kb s pen | furthar recognize that the aSsgneture may rct ba danad lagal
effec, validity, or enforcesbility solely because it is in slecironic form, | hereby consent to the use of eSignatune

1 urderctand that my eSsnature is applied te the nformation that 1 havse previded and sot tha présestation formaiting of the
informetion on the soreen or printed pege.

Stap I: aSegn weur raport

uiaw Erin report
=

& Once the Filer
has eSigned

the report, FDM Field Description
sends an e-mail

message o the

appropriate Step 1 Certify Review the certification passage.

reviewers

indicating the Step 2 View This Click the link to view and print the financial disclosure report
report is awaiting Report prior to submission.

their review.

Step 3 eSign Click eSign to submit the report.
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Filing an OGE 450

Susmit CONFIRMED

Once the Filer eSigns the financial disclosure report, a page displays confirming the
submission.
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AMEND A RerorT IN FDM

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

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

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

Filing an Amended OGE 450

The Filer logs into FDM and verifies their profile and review chain.
The Filer selects a submitted financial disclosure report to amend.
The Filer updates the financial disclosure report.

The Filer reviews the report flags, comments, and corrects errors.

The Filer eSigns and submits the OGE 450 for review.

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

Filing an OGE 450
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AMENDING AN OGE 450 RepORT

1. On the Reports List Page, click the Amend icon beside the selected OGE 450
report. Make the appropriate additions and corrections.
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2. Click the Report Data button
3. Submit and eSign the 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. In FDM, Filers and their assistants can
add supplemental information through report comments and report attachments.
Adding supplemental information to a completed report does not remove 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.

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

ADDING SUPPLEMENTAL INFORMATION
1. On the Reports List Page, click View beside the appropriate OGE 450 report.

The Filer can add additional report comments, or an 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.
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2. Click Add Report Comment. The Add Comment page is displayed.

& Report
comments
cannof be
deleted.
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3. Type your comment and then click Save. The Comments page is displayed.

Filers can edit the comment just added or add additional report comments.

Under Review - Anvendnient in Progress - 450Fker_g63 M. TestAute, 2021 New
Entrant 3GE 450 Report
Comnmenm
Comments it
= Wh
Add Raport Comimenk rm:::;‘
hetrieen &
t
Author Rele  Date Comment  yjeltem  Category  Comment FApeet Exitalt
omment on a
Fila= BLIELIENT Eazact Irecmvet Ina itam?
L.:r:u- . — = What is tha
xur? :tm 0GE 450 of
m 1an Grith,
Pt Record?
= Glossary
v
Ssgienty jeg Overgey Peptieg | Hple | Acoees Bty | Caresbipaed Dy CECOM LCMC

Filing an OGE 450




Financial Disclosure Management

Supplemental Report Attachments
1. On the Reports List Page, click View beside the selected OGE 450 report.
2. Click the Attachments sub-tab. The Attachments page is displayed.
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3. Click Add Attachment. The Add Attachment page is displayed.
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4. Select the Attachment Type and type a brief description of the file in the
Notes field.

Filing an OGE 450



Financial Disclosure Management

5. Click Browse to locate the file to upload to the financial disclosure report.
6. Locate the file and click Upload. The Attachments page displays.
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The Filer can replace and/or delete any existing attachments or add a new
attachment.
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& Extension
requests must EXTENSIONS
be submitted
outside of FDM. - patermining 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. Click Review Status.
3. Click View Due Date Information.

Review Status

[ REPORT PROGRESS | E}IE.I_FF[;EE &g { CERTIFIER REVIEW |
Assighed: wog | . i Es;s- in Review: —
Fller Started: 10/20/2021 IR
Initial Filer eSign and W View Due Date Information Initial Raview End Date:
Submitted; T
Aamended: have besn recorded.

Completed:
Retained: No

Review Chain Audit Trail Disclosure Report Reviews.

4. The Report Due Date Info screen displays. This page will display if the Filer was
granted an extension.

L dd

LA E

it v | o
it Gt Ty Rt i Bobi i S Fhaazein
e g e 5 [ o s

T - . i e .
L]

e T Ty . 1 |
= : [l Sl ]

-

[ ]
= e 15 =

Filing an OGE 450




Financial Disclosure Management
View/Print

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

2. Click View Print beside the report.

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

Draft - g50Filer g6y 3L Testdulo, 2021 New Entrant OGE 45

Report Data

attachments FOM &450 Report
—————— Attachments: Mo Attachments were Found

View/Print

Comments

Flags

Aundit Trail

Compare

Securioy snd Privacy Notica | Helo | Accessibility | Devaloped byr CEDOM LY
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VIEW OR PRINT A REPORT

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

Viewing a Report in FDM
1. Click View beside the selected report on the My Reports | Reports List page.
2. Click View/Print.

& To view and
print an OGE
450, pop-up
blockers must
be disabled. — T — o
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3. Click View/Print beside the financial disclosure report.

The financial disclosure report displays in a separate browser window.
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PRINTING A ReroOrT IN FDM
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4. Select File | Print and click Print.
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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
DAEO 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
1. Go to My Reviews | Review Reports page, select ALL in the Action drop-down.
Note: If the report has a National Emergency/Combat Zone extension, go to the
My Reviews | Dashboard and select Manage Exceptions.
Type the Filer’'s name in the Last Name and/or First Name fields and click Search.
Click Review Status beside the appropriate report.

2
3
4. Click View Due Date Information.
5

Click Record Extension.

Report Due Date Info

MM | Do | e YV

M Do Y

Craate Dals Type Langth of Extunsion Days Ruasan

6. Make the necessary changes, then click Save. You return to the Record/Edit
Extension page and the changes made display.

7. Click Save again.
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Under Beview - Amended - gsoliler_328 X. TesiMan, so1z New Entrant G E 350 Report

Record Extension

Crmste Ciple

Length OF Exlcsdon

DELETING AN EXTENSION

To delete an extension already recorded in FDM:

1. On either the My Reviews | Review Reports page or the My Reviews |
Dashboard | Manage Exceptions page click Review Status beside the

appropriate report.
2. Click View Due Date Information.

fadm-qall sec.cdsys.army.mil says

Are you sure, you want to delete the extension?

MM DD | ! vy
i
Tkl Fvten gion Cliws © i
e Date
] &7 DD = Lidal
MM DD ey

Craats Dale Typa Lurgth of Extension Days

SM2e21 Aoy Exlorndor 23 Lang paricd of oficlal
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3. Click Delete and then click OK to the message confirming that you wish to delete
this extension.
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4. Click Save.

5. Click OK. You return to the Review Status page and the Current Due Date
changes back to the original date.

Filing an OGE 450
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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. Click Review Status.
3. Click View Due Date Information. Existing extensions are listed at the bottom.

Report Due Date Info

BE | YYYY
DD | o2 YYYY
(a]i] YYIY

Craate Dals Typa Length of Exlensien Days Ruasan

Ciher | Ember el e

Edit |
=
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EDITING AN EXTENSION

To edit an extension in FDM:

1.
2.
3.

From any point in FDM, click the Admin Center tab.
Click the User Admin tab.

Enter a user’s name or e-mail address into the search field and then click
Search.

Click the View button beside the appropriate Filer. The Filer profile page is
displayed.

Select the Reports tab then click the View button next to the appropriate report.
The Review Status for that report is displayed.

Click View Edit Due Date & Extensions.

Click Edit beside the extension that you want to modify. The Edit Extension page
displays.

L Il Wil

Report Due Date Info

Mp Do | 3 VY
MM | o DD | @ YV
B Do Y

Create Dabs Type Length of Extension Days

L g Agency EMensio
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Make the necessary changes, then click Save. You return to the Record/Edit
Extension page and the changes made display.

Click Save again.
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NOTIFICATIONS

Once your Filers are assigned an OGE 450 or 278 report to file in FDM, you can
use Notifications to monitor and manage their filing progress and send reminder
notifications. Filers who have completed their filing task will not list on this page.

Annual Reminder Notification

+ Initial Notification - Initial notification is only for those Filers who have been
assigned a current year report. Use this option to locate Filers who are assigned
an Annual OGE 450 Report and send a notification to remind them of their
annual requirement to file.

Note: This message can only be sent once for annual assignments. Once sent,

filers no longer list under this option.
Monitor Report Progress and Notify
+ Not Started - Use this option to locate Filers who have not started their report.

+ Not submitted - Use this option to locate Filers who have not eSigned their
report.

+ Late - Use this option to locate Filers who are delinquent in eSigning their
report.

Monitor Report Review Progress and Notify

Once your Filers have eSigned their OGE 450 reports, you can use Notifications to
monitor and send reminder notifications to Supervisors to begin their review of the
Filer’s reports in FDM.

+ Not eSigned - Use this option to locate Supervisors who have not eSigned a
submitted report.
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SENDING AN E-MAIL REMINDER

To send a notification to a group of Filers, Supervisors reminding them of their need
to finish a task in FDM:

1. Go to the Notifications tab and click on Filers or Supervisors.

4 Corteter [N MNotilications @ E

m My O # Conlidential Fllers =

* Comhantial Filery Filter(s): | Wode: Show Al || Form Types 0GE 450 || Reminder:

Pt Gtarted
hect Gubmittad
Lats

Bl ool Pl | Hill | Adsnimbil | G

Filtering and Sorting

Filtering and sorting allows you to quickly view and group your Filers by specific

criteria.

2. Select Show My or Show All.

Filtering Options

3. Click Add Filter(+) and select the Reminder filter options you want your list to
contain.

4. Click Apply Filters. Only the records containing the selected filter information
are displayed.
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4. Review the list and then click Notify. The Reminder notification is displayed.

Sorting

5. Choose a column by which to sort the list and then click on the sort arrows. The
list is rearranged.
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Exporting Your Filer List

To export a list:

6. Click Export then select Excel or CSV.
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Review E-Mail Message

7. From the Remind pop-out, click on a notification’s drop down bar to display or
add additional text to the message.

rinancial Disclosare Management
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& When sending
noftifications from
FDM, be sure NOT
to use special
characters such
as<>=, &, ;"""
in your message.
Italicized items
in brackets
indicates areas
where local
revisions of the
message need to
occur

Customize Message

8. Type any additional text to add to your message and then click Send. The
Notifications page is displayed with a message summary.
Note: You can also send a copy of this message to any associated POCs and
Supervisors from this page.
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SENDING BuLk NOTIFICATIONS

You can also send a group of users with the same role a notification.
1.

Go to the Notifications tab and select the role of the users whom you wish to notify.
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Note: You can deselect any of the users listed whom you do not wish to send a
notification to.

3. Review your list to ensure that you have the appropriate users selected then click
Notify Selected.
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| % Bulk Notification
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ReviewiING AN OGE 450

The review process begins in FDM when the reviewer receives an automated email
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.

FDM Reviewer Tools

FDM’s reviewer tools help 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 reminder Notifications.
+ monitor the Supervisor’s review progress using reminder Notifications.
+ 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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& Areport that
is listed on
the Manage
Exceptions list will
not be available
on the Worklist.

& Only 450
Certifiers can
access reports
on the Manage
Exceptions list.

Filing an OGE 450

Late Filing - Remind Filers & Remind Supervisors Notifications

Remind Filer Notifications

Once your Filers are set up in FDM, you can use reminder Notifications to monitor
and manage filing activities. Org unit POCs, Supervisors and 450 Certifiers may use
the Notifications tool to track the progress of Filers who have been assigned reports
and remind Supervisors that they have reports to review and e-Sign in FDM.
Use Notifications 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.

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 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.
Note: Both the Request Additional Information and Request Filer Amendment
reviewer actions create an open Note on the Filer’s report.

+ 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.
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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 email to the next reviewer indicating
that they can begin their review process.

Filing an OGE 450
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& Youcan
select different
combinations in
the Search Filter
fo see only those
disclosures you
wish to review.
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Review AN OGE 450

Locating My Filer's Reports

FDM has three report list views: the Work List view mode, Org Unit view mode and
Manage Exceptions.

+ The Work List displays a list of reports that require reviewer action.
+ Org Unit View Mode lists disclosures by Org Unit.
+ Manage Exceptions displays a list of reports that need special attention.

Report’'s Worklist

Use the Worklist as a reminder of the reviewing activities you need to complete.

List Disclosures that you need to eSign

| Review -ut:
Dashboard @ @

= The work list and the manage sxceptions count=s indicate the number of reporis that need an actlon on your part.
» The count displayad ls for the vear 20200
s [m grder b view the reports from previous years, go to Work List or Mansge Exceplions

( Click here fo got )
Grg Unit View Mode. et ol o To Org Unit

Wrk List View Mada @ Manage Em:.a-pt-ahs
H ‘iu cerh'l'r — —
Mext Role
o __..J-
> &
L ‘Sscurit wadl Eovecy Ticuce | Hal | Ascesbi ey | Do gl By CECOM Lo

Glick the number link o go Click the number link to go

1o Work List View Mode o Manage Exceptions.

1. Go to My Reviews | Dashboard.
2. Under Work List View Mode, click the number link next to your reviewer role.

Note: Click the Next Role button to view results in another FDM role that you
may have.
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Review Reports - Work List View Mode m &
T
_J!I::»-:;r\r | c«:u:ﬁ |::::V AL i | AL =3 ‘|L::.-1.nu_.-.=_7! ‘
B e E—
[ ] Il |
Ehowr |10 W |anbriss
Initial el
Fadim Raspearting Dmgs 1a Rachicd Excsas Beind v Grgaatiiee
Felur Eampe s Tiem  Vaar Skakum Fmwme Stalus [N B Hearena Days Fiar Days [P
Hy Nolw : 4350 Certfier
] L
Lastrasms, < OGE | P Unader Ry - e
[+ e Lkt e D 450 02D Ebrark By parvizor Bgrad A0S a0 O _. ﬂ
o LaElnems, O5E DGE azp | MaY Undar Ravige - a0 .H ..-
Ben aarviser 1413 430 e Entrant Supwrvoor Sgnad L U '. .B‘
. - o ] ad
i =3ui14 T8 gtrgms Don oSN amn [N e o rary L e

3. The report list displays. You can use the provided filter columns to narrow your
search:

+ My Roles - Supervisor or 450 Certifier
+ Form Type - OGE 450

* Year - the report year

+ Reporting Status - All

+ Review Status - Under Review

+ Action - eSign

+ Blank Reports(s) -click the checkbox to display reports that contain no
reviewable data. Use this option to expedite the reviewing process of reports
that require minimum time to certify.

Viewing Blank Reports Only

Blank reports are filed reports with no asset, gift, agreement, liability, income,
outside position, transaction or compensation reported by the Filer.

Continue to the Reviewing a Report section.

Filing an OGE 450
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Report’s Org Unit View

Use the Org Unit view to list reports by Filer Org Unit.
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Filier [T LN Tyoe  Year SEtE Roeview Status Do Cabe  Eewew Days Filer Diaps Dabe
=
[l . H T Rewisry =
O | e, on O o moma e e B | B2 | 535 ] aE 2
ol
Lagngng, 0o5E i M
o, ey Don | oo | 2020 | 0 Comgiata CATMEs 9 El i TR0 ’

Go to My Reviews | Dashboard.
Click on the Go to Org Unit link.

1

2

3. Select a reviewer role in the Role box.

4. Select the Org Unit from the Next Level Down drop-down list.
5

& You can use the . Select Show My Filer’'s Reports to see a listing of all of the reports you are
column sorting to responsible for reviewing.

display yourresults g - nder the Search area, select the following and click Search.
in a particular

order by clicking ¢ Form Type - OGE 450

the specific + Year - The report year

column heading.

For example if + Reporting Status - All

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.

+ Review Status - All

Continue to the Reviewing a Report section.

Filing an OGE 450
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& If areport you
are looking for is
noft listed on your
Worklist, click
Org Unit View or
if you are a 450
Certifier, Manage
Exceptions.

Filing an OGE 450

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 AN

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. Click Search.

Quickly Locate Disclosures for a Group of Filers
1. Leave the default filter settings in either the Worklist or Org Unit view.
2. Click Search.
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REVIEWING A REPORT

Reviewing Options

Depending on your role and the report’s status, you can complete report actions on
the Review Status page. Here, a 450 Certifier can Admin Close, Delete, Submit
Intermediate Review, Reject, Request Filer Amend, Request Additional Information or
eSign the report..

L

e ) ) e o

Under Review - Supervisor Signed - 150Filer_324 X TestMan, 2048 Annnal DGE 450 Report

YT Common
[ B | Review Status EREesa

‘what are Day
Fooviem™

-

Aftachmants

— - ] | REPORT PROGRESS | DUE DATE & [ CERTIFTER REVTEW |
o EXTENSTONS

.

When =hould af
5 reviewer Subm
Assigned: Yes 2 Currant DU o wompg Doty i Rsdaw: 3023 ; Intermediste
Filer Started: 024212020 Date: Sratus: Unger Review - Randun?

A . Suparvisor Signed
i_:'u.:al Fl|edl.95'9" and oo ia013 Viaw Dua Dt Initial Revien - Whan chauld 3

ubmitted : Isformeation End Date: FEyiBwer e
Amended; Ragquest Filar Amend | § Fllar &mand?
Completed: w—_— Nu extanzions have basn | Request Additional Information | §
Retzmed: Mo - 1 recorded, T - T

.

‘When =hould a
reviewer Regu
Additional
Infurmation?

Praviaus Reports denin Closa | Delate

Currently Assigned Reviewer
Reviswear Tvpe

Wwhat iz an
Intarmediate
Fooview Data?

=
g

Meates

.

‘what is the Inil
Reviewsr Rob Feviemw End D
= What iz tha

Amended date|
and how doos
differ From the)
Submitted Dat|

Supareace SiEsr 3i3 X SewMan Organtratan

3
4

.

Euparracr SLT DAED 203 X TaatMar Trganizatian :'dhdell‘;;‘:uld E

Reviener be
addad?

435 Cortif s 4300 313 X TewiMlan Orguaicatian
= At . T EC BFD H Tapiban
P~ gai, sec s Ay e L PO desc bosu re Wizard progress Wizasd teetal- i

Field Description

when you have completed your review and are confident
there are no conflicts of interest

‘I

« Glossary

eSign & Complete

View allows you to review the financial disclosure report

allows you to view the Review Status page of a financial

Review Status disclosure report

Assign allows you to assign a report that the Filer has already started

allows you to remove the report assignment if it was assigned

Remove erroneously; if the report Review Status is Not Started or
Assignment Draft, the report is removed from FDM when the assignment
is removed

Note: Supervisors cannot assign reports or remove assignments.

Filing an OGE 450
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Review Clocks

After the Filer eSigns their report, FDM tracks the opening of discretionary reviewing/
filing events by recording the number of calendar days that have passed before

the event closes. This allows ethics officials to analyze submitted reports as they
approach the reviewers’ 60 day review window.

Days in Review

Initial Excess My
- - ¥ Ong Form 5 Reporting % e Pays In | sReview 5 Filer Review/Signature
Filer Supervisor Unit Tvpe Year Slatus Review Status Due Date | Review Davs Days Date
My Role @ 450 Certifier
G-
Lastnams Kevin OGE Mew Under Review i
v » v = 1 ; -
i Lastname, Don ET.:I: i 2020 i Filer Signed 10/02/20200 8 5 4 _,=] n
@
(3]
Last QGE Kevin | oae N Under Revi &"J
b | sucerviser 110 (B2 450 | ™ | oo | supervicor signea | 100%20008 =
Qg | |

The Days in Review clock starts counting days when the Filer eSigns the report for
the first time and does not stop incrementing days until the 450 Certifier eSigns the
report.

Initial Review Days

Initial Excess My
¥ ¥ $0rg Form F Reporting % o Pays In | FReview | & Filer Review/Signature
Filer Supervisor Unit Type Year Status Review Status Dua Date  Review Days Days Date
My Role @ 450 Certifier
CINN -
Kevin
Lastname, OGE Mew Under Review - I
T o Lask D Sub 2020 f 10/02/2020 8 5 4 ] l
Cossandrg | ool $ 430 Entrant Filer Slgned =3 n
o
(4]
Last: OGE kevin g N Under Review &
D | Swsersor 1410 (22 430 [ ®% | eotram | Supervicer signea | 10042020 |8 : =
org [ |

The Initial Review Days displays only after the Initial Review has taken place. It

counts the number of days from the Filer’s first submission until the Initial Review
has taken place. The Initial Review is defined as when the certifier requests more
input from the Filer, or when the certifier certifies the report - whichever is earlier.

Filing an OGE 450
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Excess Filer Days

-

Initial | Excess My
> ] 3 Org Form § Reporting ¥ - Pays In  FReview | F Filer Review/Signature
Filer Supervisor Unit Tvpe Year Status Review Status Due Date  Review Days Davs Dale

My Role : 450 Certifier

LI

Lastname, devr OGE New Under Review [

v 2 0 ) i K 104 5 -

Cassandra Lestnams Sen E—L: 430 2020 Entrant Filer Signad 100220 20; i85 3 -=l n
@
5]

Kavin : 2=
Lasktname, OGE, Suk OGE 2020 New Under Review - 10/02/2020 8 1
Don Superyisor 1419 E 450 " | Entrant Superviser Signad | T .]

The Excess Filer Days clock will start and stop counting days in the following
& The Review/ situations:
Signature Date
displays the date
that the report

+ Clock starts counting days when the certifier Requests Additional Information
and stops incrementing when the certifier clicks Information Request Satisfied.

was certified + Clock starts counting days when the certifier Requests Filer Amendment and
Complete. It wil stops incrementing when the Filer eSigns the report after amending.

also display the

Initial Review + Clock starts counting days when the certifier Requests Filer Amendment and
Date until stops incrementing if the certifier cancels the request.

the report is

+ Clock starts counting when the Filer self-amends their report without a certifier

Complete. . . . .
request and stops incrementing when the Filer resubmits the report.

Note: Excess Filers Days displays the cumulative total of days calculated from the
four situations listed above.

Filing an OGE 450
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Supervisory Review in FDM
& Not all agencies
require
supervisory review
for the OGE 450.

FDM currently requires both the Filer’s Supervisor and 450 Certifier to review and
eSign a report before the review is considered complete.

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.

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 OGE 450 report you are reviewing.

Ueder Revkenr - Supearriaar £ igned - jaalfler g (HEA, sadn New Eatram (GE 5o Repuat

Commen
(edineg Sieried oA iresamenl | BoETs STy T Cuinids Fasitn [ Cusations

Gretting Orpanivei 3 :,:",.',:'-'D"“

voil im0 d it Asiphul 0o Fase Tie foliowing IRBRITOCIEE 10 DReEURE VoL NigeeT W ibnw Gubwd
+ A copry of o pred e e CGERd O o hoee Tlied befiors Irterreciaie
+ Etatevevie for 8l Bank, Erakarngs, rerlrament, oF culhih ANARCE MICSENIR Ltk
+ AR AgPEETaNE
+ APy 3 TEETIETIE CF BT3RO0 400X ToNe RaAC, DJrTREL &1 fubuns sk v W akaida
+ Wk SeEsmmvanbe [T S LS 580 "."I'-"‘"-‘ FORES

+ mhailicha ritlal
Favier Srefl Dl

=« Fhatintha
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& You may open
the disclosure
report through
View/Print and
then move to the
specific Report
Data section of
the report fo add
a comment or
check Flags.

Filing 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
+ By clicking 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.

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.

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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& AnOGE40Fler  ReviEWING THE REPORT'S FLAGS

cannot submit a

disclosure with a . .
red flag in FOM 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.

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.

o] et e e | e | e et f D
2R NS I
!"““’ | Ureder Bevier - drsrdmseni b Progeess - Ty Cesnes, aoil Bew Emmant OEE o0 Reperi
Caninnivmnis
Red Flags Chmrtioms
= W T
Aanets And lisvestneenls Iisse o Ay
Azt Mamn Typs ol ket Darser Ho Lomgar Helid
dtdl ariadl Asdrsrnent M o Aocoare (8 g, =0 k], [Ra) HI1#
W Ir @ regained 1o apese By i e MR mad atll BE Pad
Yellow Flags

Asaets And Tivvesineenis Ineoane

Annpk Pigme Typa al dwsni Onxmar He Lomgar Held
asllarall L L LI T P e T L T Haie

Wil Ry mead oo ingarify oy il ariing Nostingsreans of thig tvpe ol cp
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& The Compare
feature is only
available if
the Filer pre-
populated from a
previous report.

COMPARE A PREPOPULATED REPORT

Reviewers can easily compare changes/differences between last year’s report and
this year’s on one page if the Filer prepopulated from a previous report in FDM.

Comparing Reports 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.

e M ey S—

T T e -
e [T =

Filing an OGE 450
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@ Transactions, 3. Review the report changes.
Gifts and
Cg;ggnsoﬁom 4. Navigate to the Review Status page and click eSign and Complete to signify
are not you have completed your review and are confident there are no conflicts of

compared from interest. A confirmation message displays.

the prepopulated

report to the dal Disclosare Manage
current report.

By efigning this reqai. yoe are condiming at pou Rast nivkewed This
ot and thets ki ro appasect corlBo! of inteseat. o thens 1 & confial
of Iienest i miust be resobesd paior o e Signing this report

ranh (WET 5o Regaort
Review Status
+
L
HEFCIET O s HIE IATE B CHETEFIEM HEVTIEW

= | [ L EMTENSIOHS 7 —] . W
Asgagred g L5 b LT Bevd i Revitw: 191 1
Filer Started: 11/24/3000 — — e LT g
Iritsal Fier eSign and o, o000 T —— bl Epwama ) + W
Subimitted: = Interreatin Erd Ciim r
amended: | Reeguren Fier o | i :

Completed: Py eadireins bt bttt tacprunk 234 bomal Inforrabas | |
Retainsd: Mo | FE— .
L]
a
1
. W
1
EY
v M
1

n’ Under Review - Superviser Signed - g3oTiler_gb DESA, sozo ¥ew Entrant 0GE 330 Report
"wa .
Esign Report
ks
= Aiane this regert

Step 1: By aSigning..

By aSigning this report, you are confirming that you hawve revie-ed this report and there is no apparent conflict of interest. 1F thera & & conflice]
of nterest & must be resalved prior to eSigning this report,

In sccardance with the Dgitsl Ssgnaturs Act of 1999, | recognoae that my sSignature (Electronic or Digts! Ssgnaturs) shall be givens the sams
begal status as & signature made with & pen. [ further recognize that the eSignature may not be dended legal effect, validity, or enforceability
acdely bacauie it i in elecironic form. | hereby corsent to the use of eSgnatune.

Reparts 1 understand that my efignature iz applied to the information that | have provided and not the presertaton formattng of the mfermation on
e sorean or printed pags.

Srep I ENotity fiker that review s complate

Skap 3:  aSign your Fepart
Yigr this regerk
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5. Click OK. The eSign Report page is displayed.
6. Click eSign again.

Filing an OGE 450
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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.
& To view and

print an OGE 2. Click View/Print.

450, pop-up 3. Click View/Print again. The financial disclosure report displays in a separate

blockers must browser window.
be disabled.

o The OGE 450  [Em emmamem T T T e

displays as a  |usseklleiabie s

single web
9 Complete - ABCgj Sec, 2010 Annual OGE 450 Report
page.
Comumo)
Report Data View/Print Questio
Attachments iaw/Print Official Copy = ‘What u the
FOM 2450 Report JEEETR o
Comments artachments:No Attachments were Found + How do ] ad
—_— the appears
Flags ‘ L of a Web Pa
wihen it print]
Audit Trail » Glossary
rint
iew Status
Compare
Previous Reports
Notes
Eacority wrc Brivesy Movice | Mg | Acceawbibty | Devecpas by: CECOM LOWE
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ReroRT 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.

Viewing Line Items

Select the appropriate Report Data sections to view detail information and add
comments to specific line items.

Under Review - Amended - 450Filer_328 X. TestMan, zoua New Eatrant OGE 4350 Report

Gething Started Hon-lImvestment Incoeme Azgals Agresments SN

Liabilities | Outside Positicns

Attachments . .

Outside Positions

Comiments

] Eeport for yourself:

Mags = Al positeons quiside the LL5. Government held at amy time dumng the report pericd wihether or nol you weng con|

- wihether or not yvou currently haold that position.

s Pombions indude Bn officer, director, employes, trustes, gemeral partner, propretor, representative, executon, or o
of the followang:

« Corporation, partrershag, trust, or other business entity; Non-profit or volunteer organization; Educational instity
Local Goeermment.

Basdit Tzl
WiewsPrint
Rewwow Stolus

Compare

Reporting Period: Consull the ethics counselor for specific period covered,

Previous Reports

HNoles

& 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

1. Select the appropriate Report Data sections and click View beside any line item
to view the detail information.

Filing an OGE 450
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Filing an OGE 450

3 My Expived Reports | Admin Center | [thics Traiming | Mansgement Reporks  Mokifications 1

Attachments
Comiments

Flags

Bapdit Tiraul

Wi, L

Pl

Comparne

Presnoues Reparks

Hotes

[etting Started

Repoit for Yourself, Spouse, and Dependent Chuld:

= A liskhty that exceeded 510,000 st ary bme dunng the reporting perncd (annual fler) or exceeded 510,000 at the
reporting period if @ new entrant files

Do ngt report:

= any liabisty, such as a mortgage, a student kaan, or 3 credit card acoount, from a financial instittion or business &
on terms made available to the general public
Loans secured by sutemobiles, household Furniture, or appliances, sniess the loan exceeds the purchase prce of T

SBOUREE,

Lishilities that you owe to your spouse or to the parent, sibling, or child of you, your spouse, or your dependent ch

Non-lmiestment Income < L Outsade Positions Agresments ESign

Under Review . Amended - 450Filer_338 X. TestMan, 3013 New Entrant OGE 450 Report

Liabilities

Reporting Period: Consualt the ethics coanselor for specific period coverad.

™ Laar S

2. Review the information. Click Back when complete to add a line item comment
or click through the other Report Data sections to review.
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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.

2. Click Add Comment beside the appropriate line item in the Report Data. The
Add Comment page is displayed.

Under Review - Amendment in Progress - g500vafi_iqa OCE, 20405 Annual OCE 450 Report

Getting Started Non-Investment: Inoome Aszrts Outside Positions

Liabilities

Report for Yoursell, Spouse, and Deperdent Child:
& A bability that exceeded §10,000 sk any bme dunng the reporting period (ennual fler) or exoseded 510,000 at the and of the
reporting penod f & new entrant filer
Do not report:
= Ay liability, such as a mortgage, a student loan, y credit card account, from a financial institution or business entity granted
on terms made avadable to the general public.
» Loans secured by automobies, household furniture, or appliances, urless the loan exceeds the purchase price of the item it
SECUMNeS.
» Lisbahities that you ewe 19 your Spouse o b the parent, siblng, or child of you, your spouse, of your dependent chld.

Reporting Period: Consult the ethics counselor for spedific peried covered.

Type of Liability Debtor

Chitmsk e o 54 e etd ot e
@ Wit Liakiliby

Add Coemmant |

be v il (E LY ot e A Te R LT T Tr T | | Contine: IRERI
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Getting Stasted Hon-Investment Income Assets biktes Dnitside Positions Ao ments Gifts eSign |

Add Comment

Type of Liability Drelbstor

06,/03/2001
450C_179 . OGEZ

{Incude as part of OGE 450 of Record)

Add cormments here then click save.

3. Review any existing Reviewer or Filer comments, type your comment and then

& Only select, click Save.

Include as part
of the OGE 450
of Record if you
want to include
permanently
with the report.

Filing an OGE 450
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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.

A4 il Under Review - Amendment in Frogress - g5oDrafi g

Report Data Comments
Arfachments
Add Report Comment %
HHI]E Author Author Rale Datw Commesnt On Lars TEmam
Mgt Tresl
B F0C 179 | Rewicwsr 01 Bt
Ve Pt
o
Revieny Shabus
Comparne
S

Hotes

St Pl alies | G | Skl | D e

2. Click Add Report Comment. The Add Comment page is displayed.
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450 Cartiher

Report Data

Artachimente

Comments

Flags
it Trraul
Whewi Primt

Rewnew Stabus

Frevious: Heporis

Motes

Diafte:

OGE 450
Hiecord:

Comments:

o =Dy

Under Review - Amendmant in Progress - gzobrafi_igz OGE, 30

Comments
B0/ 2021

450C_179 . DGEZ

{Inciude as part of OGE 450 of Record)

Please make comections in the Outside Positicns secticn.

500 chars left

St sl Brivaye uteg | ey | Gty | Dedopand by CEC0H LT

3. Type your comment and then click Save. The Comments page is displayed.
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& These "Reviewer”
notes do not
appear on the
Filer's report.

Filing an OGE 450

NoOTES

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 that require a follow up before
the report can be certified. Notes can be added at any time within the report review
process.

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.

l

MNoles

[sar / s | cance changes | ve

Instrucsions-
Motes:  (Limit 10,000 charactess)

- B6/03/2021 by OGEZ, 450C_175 - Nobified ko corttact me about Liabdities section.

{ 9917 Characters Remaning of 10000 )

@

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 text box.

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.
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Reviewer’'s WRraP Up

eSign, Submit Intermediate Review, Request Filer Amend and
Request Additional Information

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.

) A Y

Under Review - Supervisor Signed - 450Filer_o8 DISA. 020 New Entrant 0GE 450 Report

| Gotting Started Non-Investment Incomea Asspts Liabilities Outgide Positions Agreaments eSign

Reviewer's Wrap Up

This report is under review. The next steps to finish the review of this report are:
« (Click "Cantinue™ to proceed ta the report’s Review Status.
= Complete your reviaw.
s gSign the repart if you are a designated signer,
o MNotify any subsaquent reviewsrs,

1. If there are no flags to review, click Continue on the eSign page. The Review
Status page displays.

Filing an OGE 450
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Assigned:

Filer Smarted:

Initial Filer &5@n and
Submitted:
Amended:
Completed:
Retamad:

Under Review - Supervisor Signed - 4 goFiler_g3zq X. TesiMan, 2008 Annnal OGE 450 Report

Review Statis

. —[ouepaER |
| \ENTENSIONS =~
Yes Currant Dua i Darys in Resdaw: 3023
02/21/2020 - Date: 5 R Stans: Unier Rayiew -

Supervisor Sigrad

027212013 ) Wiaw Dus Data Initial Revicw
Iformation End Date:
Raquest Filar amend | §
Mo eedansiuns have baan [ Request Additional Infarmation | §
ho & i R[] e ———

= Whan

Fips iFdea-gali, sec o35y ammy, milF DA disc lsure Wizard prosgress Wizaed fevtae- 7

& Do not click
eSign if you
want the Filer to
make changes
prior to you
completing
your review.

Filing an OGE 450

ntermediate
Currently Assigned Reviewer | Requined
Reviewer Role Reviawar Type :.:gw Signatures  CrPRnatien
Supsrviace Ssmer 323 X Testhan Oroentostion  LI1/2330 /2142020
Huzw_327 ¥, Tupm_ 323 ¥
Tasthia e Tasian
Suzereisar Supandear

Supareace SLT DAEQ 203 X Testsae Orgeaizatian
33 Cmetrir 430C 232 X Tawtilan Organiratian {
e T, e [=]

[
]

‘What
Eenvien

‘When
revie
Inkermy
Rl

reiad
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What
Intermy
Renien

‘What
vl

2. At this point depending on your role, you can perform various review actions. See
the next section for details on what these actions do to a report.
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Review OPTIONS

FDM currently requires both the Filer’s Supervisor and 450 Certifier to review and
eSign a report before the review is considered complete.

Ethics Training | Management Reports  Notifications J& o8

Under Review - Supersiser Sigmed - 450Fler_3:q X TestMan, 2018 Annnal OGE 450 Report
Ca
Review Stains 2.
+ ‘What g
| REPORT PROGRESS | DILFE DATE & ) ( CERTIFIER REVTIEW | s
EXTENSIONS + When
5 . Teview
L, 1 | (B e | [BESERL
Initial Filer eSign and 1505, 3y 5 iaw Doz Dats ey ) e e e « When
SUT R ’ | Information End Date: Feview
Amended; Ruquest Filar Amend | § Fllar &
b o o Bl | | et Raauesk ddiosl irformair | e
Tevieny
Adfdili::
Inform,
Pravious Reports m i i ¥ i e
& A certifier can = e
. . Intermediat ]
immediately Reviever ok i (na e " eauired  pianation ::":"
. 1
ca nCel a =upsreace SEsr 333X Tewtian Orguniratian  2421/2020 210200 e :md
Bugwe_3T3 ¥, .u:‘!'_::. ® differ i
Request for Lt B i Submit
Additional Supsrvac BT DAED 303 3 Taat¥ias SR " :.dhdi;n
Fevien]
Information ; acdor]
435 Cartifimr 430C 332 X Teniban Orguniratian 5
by C|icking it ¥ick-qaiM sec c3ags army el F DM e ks re Wiz ol progress Wiz e ta-7 [T N 3 Glossa
Information
Request
Satisfied.
Button Description
Submit
Intermediate To signify that you have conducted an initial review of a report.
Review

Request Additional To request that a Filer provide you with information about their
Information report.

Request Filer

Amend To notify a filer to amend their report directly from FDM.

To indicate that the report is complete, the certifying authority
certifies the OGE 450.

eSign & Complete
Delete Deletes the assignment permanently.

Reject Returns report to Draft; all signatures are undone.

Removes the report from the Worklist when a report cannot or

Admin Close should not be certified.

Submitting Infermediate Review

A reviewer can Submit Intermediate Review to mark that they reviewed a report.

Filing an OGE 450 138
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Submitting Intermediate Review does not eSign the report. You can still add
comments to the report after you have Submitted Intermediate Review.

Note: Multiple reviewers can Submit Intermediate Review multiple times for the
same report.

1. On the Review Status page, click Submit Intermediate Review. A message
displays indicating that Submitting Intermediate Review is not the same as
eSigning.

2. Click OK to complete the action.

Note: The Days in Review counter does not stop when a reviewer clicks the
Submit Intermediate Review button, nor does it impact any clock in FDM.

Under Review - Supersisor Signed - 4zoFiler_g2q X TesiMan, 2008 Annnal DGE 450 Report
Ca
Review Status Qg
= ‘what ad
. e 3 B Favian|
____ | REPORT PROGRESS | o ___ | DLFE DATE & _ [ CERTIFIER REVIEW | =
--------------- | | EXTENSIONS | e + When
_ e sl il reviewy
Assigned: 'os &= Currant DUE 5o ciong Dy in Rasdaw: 3023 5 Inkermd
Filer Started: 02/21/2020 Date: SLats: Linder Review - Raview!
£ ¥ Supervisor Sigred
2’”2“.“'*&,"‘5'9” and  oia2013 Viaw D Data it Revis + When
LR Information End Cate: reviawg
Amended: T Fagquest Filar Amend | 4 Filar Anj
Completed: Mo extansions have baen | =t Addit atin
Retamed: o - 1 recorded, | | Raausat Adell e T * When 5
| | | — \ reviewd
) Additia
R IR Toeom
Adrmdn Closa i i ".--.\.!J, & What ig]
Incerm
i
+ what is}
mtermediate
Currently Assigned Reviewsr U Required Fevien
Reviewer Rode Reviever Type :ﬂ'ﬂeﬂ' Shghatures Explanation
otes = What i
A meessdl
Supancuce Sxper 337 X Testian Orgeainatian TR0 /213D and h
Buzer 331 ¥ Supm 323 K differ T
L lieamil Subeit
Tuprears 5L RaED 303 5 et Trsanizatian rdhdﬁ:
Revien
addad?
430 Cartrfier 4300 333 X TewiFan Organtratian r l" &
= ndares e .- s y | | * Glossan
Fitps ckn-qail,sec cleys sy DAY disc osure Wiza ol progress Wiaec et 7 —natalbien |
Days in Review only stops after a certifying authority eSigns and
Completes a report.
B [ e e e
verrd | Review Reports
Undes Review - Superiisor Signed - 450F1er_334 XL TestMan, 3046 Annnal DGE 450 Report
Common
Repoat D303
it Review Status Rtesi
Attachmants = ‘What are Day
e ——— Y PO e e Fanviam™
____|REPORT PROGRESS | _| DUFE DATE & i __ [ CERTIFIER REVIEW | .
"""""""""" \E I S s when =hould a
: reviewer Submf
Assigned: Yas a2 Currant DL oy g Dy in Rasdaw: 3023 ; Intermediste
Filer Starbed: 02/21/2020 Date: Status: Under Reyiew - RavianT
% i = 2 Suparvior Signad
EL"E:.;":E;,EE'Q" ad naaa01s Viaw DUz Data Tnitial Resviens + Whan thould a
e Information Erd Date: ; reviewer feou
Amended; Raquest Filar &mend | § Filar Amand?
CmDIEth . Mo cxtansions have baen | P 1
Ratainod: Mo & i pesleerey | Frquest Additienal Infarmation | § L b
| | TEviewer egu
Additional
Infarmation?
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= - Iniermediate
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mediate
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Request Additional Information

450 Certifier and their ECs can Request Additional Information about a Filer’s report

after the Filer has submitted it for review. This allows the certifier to communicate

any questions, concerns or needed clarification via an email to the Filer and prevents
# Youcancancel  gnvone from taking any action on the report until the certifier verifies that the

fhe Request request for information was completed.

for Information

by clicking FDM adds a Comment to the report once an amendment is requested. The reviewer
Information can also add this Comment as a Note for the report. FDM generates an email that
Request the reviewer sends to the Filer through their email application. When the report is

in a state of Under Review - Addtitional Information Requested, the report is only
accessible via Manage Exceptions and Org Unit View Mode pages.

Satisfied on the
Review Status
page.

Under Review - Superviser Signed - g3oFiler_of DISA, zozo New Entrant 0GE 330 Report

Esign Report
Altschmants

FEEE Viaw this regort

Step 1: By aSigning...

Flags

By aSigning this raport, you are confaming that you hawe reviered this regort and thaere is o apparent conflict of interast. IF there i
of mnberest it must be resolved pror to eSigning this report

Bugclit Trasil

i Print

In sccardance with the Digital Sagnature Act of 1999, | recogrse that my eSignature (Blectronic or Digtal Ssgnature) shall be givea &
begal status as & signatwre mace with & pen. [ further recognize that the eSignature may not be denied legal effect, validity, or enford
sclaly bacaune it i in slecironic form. | hareby corsent to the use of sSgnatune.

I undarstand that my eSignature is applied to the information that | have provided and not the presentation formatting of the mfsmm,
tha sorean or printad pags.

ctap 2. EMotify filer that review is complats

Shap = aSigh your rapart

ig

1. On the Review Status page, click Request Additional Information. The Add
Report Comment and Notes page displays.

2. Type any additional information in the comment about the requested information
then copy and paste this comment into the Notes text box.

3. Click Continue. Your email client opens with a default message to the Filer
reguarding the request for information.

4. Click Send.

& A Filer cannot
amend the
report when if Verifying that the request was satisfied

is in a status of
After the Filer contacts the certifier regarding the request, the certifier returns to the

Review Status page of the report to confirm the receipt of information.

Under Review

- Addifional
Information 5. On the Review Status page, click Information Request Satisfied. The Add
Requested. Report Comment and Note page displays.

6. Type any additional information in the comment about the requested information

Filing an OGE 450
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then copy and paste this comment into the Notes text box.

7. Click Continue After Closing Notes to close the Notes or Continue Without
Closing Notes to keep the Notes open.

Filing an OGE 450
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& Youcan
click Cancel
Amendment
Request on the
Review Status
page to cancel
the original
request.

Request Filer Amend a Report

450 Certifiers and their ECs can request that 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 generates an email that the reviewer sends to the Filer
through the reviewer’s email application. When the report is in a state of Under
Review - Amendment Requested, the report is only accessible via Manage Exceptions

page.

Note: Certifiers can only request an amendment if the report has a status of Under
Review.

S My Expired Reports | Adein Center | Ethics Training | Management Reports  Notifications SEccll

Under Review - Supervisor Signed - 450Filer_324 X TestMan, 2046 Annnal OGE 450 Report

Ca

Report Data
Attachmiants

Comments

'REPORT PROGRESS

Review Status

| DILFE DATE B
EXTENSIONS

(CERTIFIER RENTEW |

o

= ‘What
Farvian

+ ‘When
Tevie

& Allreviewers,
including the
Supervisor, will
need to eSign
the report after
a Filer amends.

Filing an OGE 450

hitps icke-gal, sec s ammyml P DR dhsc losure Wizand/progress Wizaed e o

Assigned: Yag Currant Dus o omg Days in Fdaw: 3023 : Inkern]
Filer Started: 02/21/2020 Do Status: uni bz Funvier
e F"'fj'les'g" and  oanyz013 Viaw Oue Dats Initial Revis - when
unnitted: Irdermation End Date: review
Amended; Raguest Filar fmend | § Fllar &
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- revie
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Supareace Zsmer 333 X Tastban Orgenlatan  2421/2030 (214200 and h
Buzwe_323 ¥, Supwe 323 X, & & differ

Testuan TeEtean —_—
Sugarisar Supsnissr Subm
Suparear 5L DAZG 203 5 Tt Orsuaizatian 3 :.dhdli;
Rvien)
addad|
435 Cactrimr g___?:_;;z_x;_-.:_,gl,.n | Creebmtan i S

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
then copy and paste this comment into the Notes text box.

Click Continue. Your email client opens with a default message to the Filer
about amending their report in FDM.

4. Click Send.

Determining if Additional Information or an Amendment was Requested

The Notes column on the Manage Exceptions display of reports will reflect the most
recent Note on a report. To determine if additional information or an amendment
was requested for a specific report:

5. Go to My Reviews | Dashboard.
6. Under Manage Exceptions, click the number link next to your reviewer role.

7. Under Search, select your Role (if you hold more than one role in FDM), the
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Year, and then click on the Search button. You also have the option of selecting
ALL under both Search options to see all roles and all years. Your search results
display.

Filing an OGE 450
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& Do nof click eSign
if you want the
Filer to make
changes before
you finish your
review.

Filing an OGE 450

eSigning an OGE 450

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. On the Review Status page, click eSign and Complete.
2. Click OK to confirm the section. The eSign Report page is displayed.

3. 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.

Note: Click the checkbox if you want the Filer to receive an email notifcation
confirming that their report was certified.

4. 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.
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& The reviewer

may receive
an email
containing
arequest

fo review a
Filer's financial
disclosure
report in FDM
once a Filer has
eSigned and
submitted their
report in FDM.

Filing an OGE 450

RevieEw AN AMENDED REPORT

If you have reviewed an OGE 450 report and requested an amendment, you will
receive an email 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:

Reviewing an Amended

OGE 450

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 Audit Trail

Reviewer eSigns and ends their review.

Reviewer makes/adds comments where necessary.
Reviewer eSigns and ends their review.

Note: An email notification is sent to the selected reviewers indicating that

they can begin their review process.
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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.

Filing an OGE 450

List Only Disclosures that you need to eSign

1. In the Search area select the following and click Search.

|| My Expired Reports | Admin Center | Ebhics Training

Review Reports - Work List View Mode

Skatus:
ALL w

] Lw"'"" |]

Reviow Status:

Form Type:
™

!"Egn]

*MNote: If selecting "AF" under the “Year™ drop down, your search will not be automatically generated. To minimize system load,
once yau go inte the specific record within your ssanch results and click the "Sack” button you will be required to click "Search” again

Show (10 ¥ entries

' M s s FReporting " . M . : L e —
Filer Supervisor Org Unit Form Type  Year Status Review Status DueDate " DIR ' IRD ' EFD Date

+ My Roles - Supervisor or 450 Certifier
+ Form Type - OGE 450

¢ Year - the report year

+ Reporting Status - All

+ Review Status - ALL

+ Action - eSign

+ Blank Reports(s) -click the checkbox to display reports that contain no
reviewable data. Use this option to expedite the reviewing process of reports
that require minimum time to certify.

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.
4. Review the Report’s Events to verify if your recommended changes where made.

5. Click View Event to view an event’s details.

L
ettt | o | ] gt eyt et
wlmm

. 2 | Completed Without Signatures - g50Filer_1147 A. TestAuto, 2015 Annual OGE 450
fl 450 centifier | Report
;[
Audit Trail Common
Questions
Attachments (Listed in reverse chrenological order) Ty
Comments
Date Rola Name Event
My 3, 2021 B:21:02 AM Rmviever Testhuto 430C-Grg_1138 Adied Commant
View Event
May 3, 2028 B:22:02 AM Favimvier TastAate 450C-Crg_1139 Ssgnad
Mary 3, 2021 Bi20:28 AM Filar Testéto 430Piler_1147 Created Report

Notes

Sacyrity and Provpcy Motice | Helo | Accesgibility | Ceveloaed byn CECOM LOMC

Filing an OGE 450
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Reviewer's Wrap-Up
6. Click Report Data and then eSign. The Reviewer’s Wrap Up page is displayed.

7. Click Continue. The Review Status page is displayed.

Under Review - Supervisor Signed - 4zoFiler_g24 X TestMan, 2048 Annnal DGE 450 Report
Can
it Dak
— Review Status Qs
hmants + What o
e 3 Fensen
SR RT PROGRESS | o _| DUFE DATE & | ~— L0 1
vaniks Y | EXTENSIONS R e e Lo
: || reviaw
Assignad: Yag 3~ CumrantDua o wnng | Dovsinfadaw: 3023 5 Inkermd
Filer Started: 02/21/2020 Datet | sStats: Ll Feavin
= = % | s Supervisor Sig
gwj:::al_ﬂlsf:;les:gn and 02/212013 Wiaw Due Data Initial Revicw = When o
e Isformation End Date: reyian
Amanded; L Faquest Filar amend | § Filar A
Completed: Mo extansions hawa basn | equest addidonal Informatior
| Reque=t sdditional Inform. i
Retained: No & i recorded, | F e = 'When =f
| = = reviewy
- 3 =" Additio
Informa
el Rerwliemr 7
& ‘What is|
Interms
Disclosure Report Revie [orr—
= 'What ||
Intermediate
Currently A=signed Reviewsr (R i sl Fenvien
Feviewer Rode Raviewear Type :&:’5\\' Signatures Explanation
5 = What Iz
A
Rer I3 X Tmaiban a 421/73 (21 =
Supsremce Zu reaiostion ;vz:-i:ﬁ A ivz;.z::;n!- 2 i :xr
" el | imntll
Sf:::inr Supanissr Submit
Zuparcace 51T DAED 202 X Tetoae Orgastzatian r rdth;:
Reviemy
added?
MIESIRE w..,g D Tasibign o | & | « Glossan
sz 3 5ys arm y el F DA gk bsureWWizand progress Wizssd Mo viae- 7 |

8. Click eSign and Complete.
9. Click OK. The eSign Report page is displayed.
10. Click eSign again.

Filing an OGE 450
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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
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.

Filing an OGE 450
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ADMINISTRATIVELY CLOSE A REPORT

To close a report:

1.
2,
3.

Go to My Reviews | Dashboard.
Under Manage Exceptions, click the number link next to your reviewer role.

Set the search criteria to the appropriate Role and Year, and then click on the
Search button. Results of the search criteria are displayed.

Click on View next to the report you wish to close. The Getting Organized page
is displayed.

Click on the Review Status tab.

On the Review Status page, click on the Admin Close button. The Confirm
Administratively Closing this Report page is displayed.

Nobes.

Attachments Reason

Comiments

Flags 469 chars left
Budit Trail |
g =3

Previous Reporis

Under Review - Supervisor Signed - 350Fller_338 X. TestMan, 3013 Annual OGE 450 Report

Confirm Administratively Closing this Report

Report Admirustratively Closed:

Filing an OGE 450

Enter a reason for closing the report in the Reason text box.

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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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.

Adding Supplemental Information
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

+ BLANK REPORT(s) -click the checkbox to display reports that contain no
reviewable data. Use this option to expedite the reviewing process of reports
that require minimum time to certify.

2. Click View beside the appropriate report. The Getting Organized page is
displayed for the report you are reviewing.

Filing an OGE 450
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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.

Under Review - Amendment in Pregress - 4500raft_iga OGE, a0is Ansnual OGE 450 Repor
Comments
Aidd Repert Comment __ﬁ«.
Author Author Role Duata Cammant On Lina Ttem Cakegory #:"ﬁ"""'
i =] ey £ AT INE FE | e e, |
here | Edit Comment |
= [
| Gl MM En
Add Report Commaent
[ Sl | Soomabiins | O T L

2. Click Add Report Comment. The Add Comment page is displayed.

Filing an OGE 450
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Under Review - Amendmant in Progress - gzolrafi_igs OGE, 3043 Annual OGE 450 R

Comments
Ciate; G0 2021
Author: 450C_173 . DGE2
OGE 450 of {Include as part of OGE 450 of Recond)
Rescord -
Comments: Please make cormections in the Qutside Positicns section.

500 chiars |eft
B

3. Type your comment and then click Save. The Comments page is displayed. At
this point you can edit the comment you just added or add any additional report
comments. Report comments cannot be deleted.

Filing an OGE 450
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Supplemental Report Afttachments

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

+ BLANK REPORT(s) -click the checkbox to display reports that contain no
reviewable data. Use this option to expedite the reviewing process of reports
that require minimum time to certify.

2. Click View beside the appropriate report. The Getting Organized page is
displayed for the report you are reviewing.

3. Click the Attachments sub-tab. The Attachments page is displayed.

My Expired Reporis | kdmin Center | Ethics Trainisg | Management Reports  Hotifications

Under Review - Supervisor Signed - g5oFiler_3:8 X, TestMan, 2002 Annual OGE 350 Report

Attachments

= No attachments are required when filing an OGE 450. If you do have something to attach, chck "Add Attachment” below.

&

e MII Oviginator  Type MName Category  Mobes
Vigw/Print

e o availaide in bl

Rview Status

Pressous Heports
s

Hotes

By ar] Sriecy Nobios | D | SceswbiNly | Dwvwioped by CODOM LCWG

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

Filing an OGE 450
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| Add Attachment

= Consult your Ethics Counselor or sthics official for use of this feature.
Commenis

Daate: D& 2021
Originator:  G80C_T FDM_USARMY
Jab Dascripbion
Extension Request
Late Fee Waiver Request
Cautionary Motice Sample Template
Tyoe: Disqualification Sample Template
Supervisor Signed Outside of FOM
Other

Flags
Audit Trasl

Wi Pt

Pravenus Reparts

Review Slatus |

Mokes

Mobes; {Lamit 250 characters)
{eptionat) |

Chek "Browse® or "Choose File® to select File then Chick "Upload™

File: W Choose Fie LTSRS

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.

At this point, you can Replace, Delete any existing attachments or add a new
attachment.

8. Click 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.

Filing an OGE 450
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MANAGE EXCEPTIONS

The Manage Exceptions List is a tool in FDM used by Certifying Officials to manage
disclosures for compliance or disclosures that require special attention. In this way,
the Certifying Official’s Worklist displays only those disclosures that require their
review and signature. Disclosures remain on the Manage Exceptions List until the
issue is resolved and the note is either closed or deleted, or the Certifying Official
e-signs the report.

Legal officials (450 Certifiers, SLCs and DAEOs) under the Manage Exceptions tab
when any of the following actions occur:

+ Open Notes - The disclosure has existing or open note that has not been
closed.

+ CZ/NECZ Extension - A National Emergency/Combat Zone extension has been
recorded for the disclosure.

+ Filer Has Not e-Signed - The Filer has started the disclosure but has not
e-signed it by the disclosure’s due date.

+ Supervisor or SLC not e-Sighed - More than 30 days have passed since the
Filer has submitted the disclosure (or the Filer has resubmitted the report) and
the Supervisor or SLC has not e-signed.

+ Filer has not Started the Report - The Filer has not started entering data
into their disclosure report.

1. Go to My Reviews | Dashboard.

2. Under Manage Exceptions, click the number link next to your reviewer role.

3. Under Search, select your Role (if you hold more than one role in FDM), the
Year, and then click on the Search button. You also have the option of selecting
ALL under both Search options to see all roles and all years. Your search results
display.

Note: Click the Next Role button to view results in another FDM role that you
may have.
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Reviewing Options for Reports that Need Special Action

From the Reports that Need Special Action page you can:

Field Description

when you have completed your review and are confident
there are no conflicts of interest

eSign & Complete
View allows you to review the financial disclosure report

allows you to view the Review Status page of a financial

Review Status disclosure report

Assign allows you to assign a report that the Filer has already started

allows you to remove the report assignment if it was assigned

Remove erroneously; iff the report Review Status is Not Started or
Assignment Draft, the report is removed from FDM when the assignment
is removed

Filing an OGE 450
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ReVIEWING REPORTS WITH NOTES

To complete your review of a report with notes on the Manage Exceptions list:
If a Note exists for the report, click Notes beside the appropriate report. The
Notes page is displayed.

1.
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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.
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Production (@ Deltek Enterprise ... @ Storefra ; : M TIA Online <
: fdm-preview.ammy.mil says

Do you want to close these Motes and move the Report back to your

Worklist?

&ll unsaved changes will be saved.

Click "2k’ to close, otherwise dick ‘Cancel’,

ad | DK | Cancel :!ﬂ'l\' Emtrant OGE 4

Notes

Stort / Add

Instractions:
Motes:  (Lmit 10,000 characters
1022021 by Lastname, Kesnan - Leave a note in this box and dick save.

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. Click eSign and Complete. Your review has been recorded and the Note is
closed for the report.
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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:
1. Click My Reviews | Review Reports.
2. In the Search area select the appropriate filers and click Search.

3. Click on Review Status beside the report you wish to delete.
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4. On the Review Status page, click on the Delete button. The Delete Confirmation
page is displayed.
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5. Select Yes, permanently delete this report check box and then click the
Confirm button. The report is now permanently removed from FDM.
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MANAGEMENT REPORTS

FDM administrative and legal users can now easily:
+ Monitor the daily and annual filing/reviewing of filers’ reports

+ Generate charts that allow you to instantly see report status and filing/
reviewing trends

+ Download/export report data for reference and creation of your own customized
report(s) Periodic Management Reports

PeriobpIC REPORTS

The Periodic Management Reports can be accessed via the Periodic Management
Reports tab:

+ Review Progress Summary
+ Due Date Tracking

+ Daily Extension Tracking

+ Ethics Training Tracking

+ Reports Ready to be Purged

+ Disclosure Detail Report

OGE AGeENCY MANAGEMENT REPORTS

The following Program Management Reports can be accessed via the OGE Agency
Reports tab:

+ Timely Filing & Certification Metrics
+ Annual Extension Tracking

+ Annual Ethics Training Report

LecAcY MANAGEMENT REPORTS

The following Legacy Management reports can be accessed via the Management
Reports | Legacy Reports tab:

+ Registered Filers Summary

+ Disclosure Report Detail

+ Filers with No Disclosure Reports

* Supervisors’ Org Units

¢ Currently Overdue OGE 450 Annual Reports
* Success Score for 450 Certifier

+ Ethics Training Reports

Each standard report can be run by selecting filter options and then clicking
‘Generate Report.’

Management Reports
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GENERATING A MANAGEMENT REPORT

To generate a Management Report:

1. Go to Management Reports and then select one of the Management Report
tabs.

2. Select an Org Unit in the Org Tree.
3. Select the appropriate report filter(s) and click Apply Filters to generate a

report.
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Filter Description
Show My Limits your report information to org units for

which you are responsible.

Show All Allows you to view all of the relevant
information for the org units assigned to you
and other FDM users with the same role.

Form Type Select either OGE 278 or OGE 450.
Year Limits the data in your report to the selected
year.
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ExPORTING (DOWNLOADING) A REPORT TO EXCEL

(Does not apply to Legacy Reports)

To Export data:

1.

Export

to

After generating a report, click Export then select Export to Excel or Export to
.CSV.

Select Export to .csv (comma-separated value) to work with the
management report data in an application other than Excel such as

oSV Numbers, LibreOffice or Google Spreadsheets.

Select Export to Excel to work with the management report data in Excel.

Export  Exporting a report graph into Excel allows you to filter data by Filer

to

Excel name, Filer Email address, org unit, report status, review status,
assigned or unassigned status as well as report amendment status.

Click Open to open the file in Excel or your default database program or click
Save to save to your local network drive.

Once the Excel page generates, click the Enable Editing button at the top of the
page.
Select the DATA tab to sort and filter the data.

You can use any of Excel’s features/tools to sort and filter your data.

Filtering and Sorting Data in Excel

(Does not apply to Legacy Reports)

To filter data:

1.
2,

Click the arrow in the table header of the column you wish to filter.

In the list of text below the search bar, uncheck the Select All box at the top of
the list, then check the boxes of the items that you wish to display in your table.

Click OK. The data will be filtered, temporarily hiding the content that does not
match the selected criteria.

To sort data:

1.

2,

Filing an OGE 450

Select the column header drop-down arrow that you wish to sort on. The Filter
menu displays.

Select Sort A to Z and then click OK. The data is sorted by the selected column.
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PRINTING A REPORT

For Periodic and Agency reports:

1.
2
3
4,
5

6.

Generate a report.

Click Export and select With Chart(s) (Excel).
Click Open after prompted.

Select File then Print.

Below where it says “Printer,” find the drop-down menu and select which printer
you plan on using.

Click Print to print the report.

For Legacy Reports:

1.
2,

Generate a report.

Click on the Printer Friendly link directly right to the text that says “Report
Result.” A new window will emerge.

Select Print in the upper right corner.

In the General tab, choose which printer you plan to use under “Select a Printer.”

Click Print to print the report.

SAVING A REPORT

For Periodic and Agency reports:

1.

2
3.
4

Generate a report.
Click Export then select Export to Excel or Export to .csv.
Click the down arrow next to the ‘Save’ button.

Select Save and Open and the document will automatically save to your local
network drive before Excel opens with the report.

For Legacy Reports:

1.
2,

Filing an OGE 450

Generate a report.

Click on the Printer Friendly link directly right to the text that says “Report
Result.” A new window will emerge.

Find the Tools button (or, hold down the ‘alt’ key and press 'x’) at the top of the
page and click on it.

Scroll down and click where it says File.
Select Save As...

Navigate to the folder where you intend to save your report, name your
document in the ‘File Name’ field and click Save.
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PerioDIC REPORTS

Review Progress Summary

The Review Progress Summary provides a single report that displays submission and
review status metrics for reports in FDM. Use this report to track how many reports
for the selected year have or have not been submitted, along with their review
progress.

Campat

Filing an OGE 450

+ Export Use this to export data to an Excel spreadsheet where you can filter and

modify.
+ Show Unassigned Use this to view the status of any “self-started” unassigned
reports.
Filter Description
Not Started Count of reports that have been assigned but
not begun.
Draft Count of reports that have been started but not
yet signed by a Filer.
Under Review Amendment in Count of reports that were originally submitted
Progress and now are having changes made.
Under Review Filer Signed Count of reports that have been signed by a

filer.

Under Review Supervisor Signed Count of reports that have been signed by a
Filer and the supervisor reviewer.

Under Review SLC Signed Count of reports that have been signed by the
filer and the SLC reviewer.
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Undo Submitted to DAEO Count of reports where a reviewer undid the
action of submitting to DAEO.

Submitted to DAEO Count of reports that have both an SLC and
Supervisor signature.

Complete Count of reports that have completed the
submission and review process..

Completed without Signatures All reviews of the report are complete, however
the report does not have a Filer’s signature.

Filer Name Refers to the name of the Filer.

Filer Email Address Refers to the Filer's Email address.

Org Unit The Org Unit where the Filer is a member.
Year This is the filing year of the report.
Reporting Status The report type: New Entrant, Annual,

Incumbent, Incumbent/Termination or
Termination report.

Review Status Lists the current review state of the report.

Assigned Assigned = Y = Assigned; N = Unassigned.
Unassigned Report Assignments are initiated
by the filer or filer assistant.

Amended Indicates if report has been amended by the
Filer. Y = amended and N = not amended.

Filing an OGE 450




Financial Disclosure Management

Due Date Tracking

The Due Date Tracking report consolidates Filers with No Disclosures and Currently
Overdue reports. Use this report to track reports as they near the due date or are
simply overdue.

Due Date Tracking
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Field Description
Overdue Count of reports that have not been completed

by its due date.

Due Today Count of reports due today.

Due in 2-15 days Count of reports due in 2-15 days.

Due in 16-30 days Count of reports due in 16-30 days.

Due in 31-45 days Count of reports due in 31-45 days.

Due in 46-90 days Count of reports due in 46-90 days.

Due in more than 90 days Count of reports due in more than 90 days.
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Excel Export Field Description

Filer Name Refers to the name of the Filer.

Filer Email Address Refers to the Filer's Email address.

Org Unit The Org Unit where the Filer is a member.
Year This is the filing year of the report.
Reporting Status The report type: New Entrant, Annual,

Incumbent, Incumbent/Termination or
Termination report.

Assigned Assigned = Y = Assigned; N = Unassigned.
Unassigned Report Assignments are initiated
by the filer or filer assistant.

Due Date The date on which the report should be
completed.

# of Days until Due/ # of Days The number of days until a report is due OR

Past Due the number of days that have passed since
the report was due. If the number is in
parentheses, this indicates the number of days
the report is past due.

Example: 47 = due in 47 days. (47) = report
was due 47 days ago.

Overdue ‘Yes' if report has not been submitted by the
Filer's Due Date.

Due Today ‘Yes' if report is due the same day that the
report was exported.

Due in 2-15 days ‘Yes' if report is due in 2-15 calendar days.

Due in 16-30 days ‘Yes' if report is due in 16-30 calendar days.

Due in 31-45 Days ‘Yes' if report is due in 31-45 calendar days.

Due in 46-90 Days ‘Yes' if report is due in 46-90 calendar days.

# of Extension Due Days The number of extension days granted to a
report.

Extension Type The type extension that was granted. There

are two types of Extensions: Agency Extension
and National Emergency/Combat Zone.
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Daily Extension Tracking

This report tracks the number of reports that have extensions. Some reports may
have more than one extension granted to them.
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Field Description

Agency Extension (s) Count of reports with agency extensions.
Combat Zone Extension(s) Count of reports with combat zone extensions.
Combination Count of reports with both agency and combat

zone extensions.

Excel Export Field Description

Filer Name Refers to the name of the Filer.

Filer Email Address Refers to the Filer's Email address.

Org Unit The Org Unit where the Filer is a member.
Year This is the filing year of the report.
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Reporting Status

Assigned

Review Status

Original Due Date

Extension Create Date

# of Extension Days

Current Due Date

Extension Type

Extension Reason

Original Filer Submit Date

Filing an OGE 450

The report type: New Entrant, Annual,
Incumbent, Incumbent/Termination or
Termination report.

Assigned = Y = Assigned; N = Unassigned.
Unassigned Report Assignments are initiated
by the filer or filer assistant.

Lists the current review state of the report.

The original due date of the report.
Specifically: February 15th for Annual Filers
and May 15th for Incumbent and for New
Entrant and Termination Filers, the due date
automatically calculates to 30 days from the
date of assignment.

The date that the report extension was granted
in FDM.

The number of extra days a Filer was given if
granted a report extension by an SLC, Ethics
Counselor or DAEO.

The due date of the Filer’s initial submittal of
the report, extensions included. Specifically,
February 15th for Annual filers and May

15th for Incumbent. For New Entrant and
Termination filers, the due date automatically
calculates to 30 days from the date of
assignment.

The type extension that was granted. There
are two types of Extensions: Agency Extension
and National Emergency/Combat Zone.

The reason for granting the extension.
Extension reasons include: Convenience of
filing combined reports, extremely pressing
assignments, long period of official travel,
significant illness and other.

The original due date of the report.
Specifically: February 15th for Annual Filers
and May 15th for Incumbent and for New
Entrant and Termination Filers, the due date
automatically calculates to 30 days from the
date of assignment.
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Ethics Training Tracking

This report counts the specific Ethics Training types, (Annual or Initial) recorded for
Filers that are currently in the Org Units you administer during the selected calendar
year.
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Initial Training Count of Filers who received initial training.

Annual Training Count of Filers who received annual training.
Exception Count of Filers who were granted a training exception.
Not Trained Count of Filers who have not received ethics training.

Count of all Filers included within the generated

Total management report

Excel Export Field Description

Filer Name Refers to the name of the Filer.
Filer Email Address Refers to the Filer's Email address.
Org Unit The Org Unit where the Filer is a member.

Agency The FDM agency in which the org unit is under.

Filing an OGE 450




Financial Disclosure Management

Filing an OGE 450

Year

Training Type

Training Date

SGE

PAS

Filer currently in
Reviewer Org

This is the filing year of the report.

The type of training Filer underwent: either Annual (repeat
user in that Org Unit) or Initial (first time training).

Displays the recorded date of when Filer received ethics
training.

Displays “Yes” if Filer indicated in their report that they are a
Special Government Employee.

Displays ‘Yes' if Filer indicated on their report that they are a
Presidential Appointees-Senate Confirm Filer.

Displays ‘Yes'’ if the Filer has a Filer role in the org unit that
has assigned the corresponding report, as of the day that
the Excel document was generated.




Financial Disclosure Management

Reports Ready to be Purged

This report tracks reports that are ready to be purged (have passed or are about to
pass their required retention period). Show All lists the ten ethics official with the
highest counts of reports that are past their retention period within their Span of
Responsibility or Span of Control.

Note: Reports expire six years after the Filer submitted (eSigned by the Filer)
the report.

Field Description

Expired more than

60 Days ago Count of reports that expired more than 60 days ago.

E);s/'ged in past 60 Count of reports that expired within the past 60 days.
Expires in 60 Days Count of reports that expire in 60 days.

Count of reports that have passed the period of retention.
Total Expired Reports The retention period of a report is six years after the Filer
submitted (eSigned by the Filer) the report.

Excel Export Field Description

Refers to the Ethics Official who has expired reports or

Ethics Official Name expiring reports that need to be purged.

Ethics Official Email
Address

Refers to the Ethics Official’'s email address.

Expired more than Count of reports that have exceeded the retention period
60 days ago more than 60 days ago.

Count of reports that have expired within the past 60 days,
at the time that this report was generated.

Expired in 60 days
Expires in 60 days Count of reports that expire in 60 days.

Count of reports that have been selected to be retained in

Retained FDM.

Total Expired Reports Count of reports that have passed the period of retention.
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Disclosure Detail Report

The enhanced Disclosure Detail Report provides reporting and reviewing status
details by Org Unit, form type, year and various other customizable filters.

Click Customize Report Display to display additional filter selections on the right
side of the page. Check/uncheck any of the optional filters.
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Field Description

Filing an OGE 450

Year This is the filing year of the report.

Filer Name Refers to the name of the Filer.

Org Unit The Org Unit where the Filer is a member.

Report Type Specififies Annual or New Entrant OGE 450 Report.

Review Status

Extension Days

Current Due Date

Shows the review status of a report.

The number of extra days a Filer was given if granted a
report extension by an SLC, Ethics Counselor or DAEO.

The due date of the Filer’s initial submittal of the report,
extensions included. Specifically, February 15th for Annual
filers and May 15th for Incumbent. For New Entrant and
Termination filers, the due date automatically calculates to
30 days from the date of assignment.
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Filing an OGE 450

Submission Date

Supervisor Sighature
Date

End Initial Review
Date

Certified Date

Date report was submitted.

The date that the Supervisor signed the report.

The date that a reviewer recorded that they conducted an
initial review of a financial diclosure.

The date that an ethics counselor certified a report as
Complete.
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AGENCY REPORTS

Timely Filing & Certification Metrics

This report updates the 450 Certifier Success Score report. Use this report to determine
the count of reports that were filed and certified in a timely manner in accordance with
OGE requirements. Timely filing is defined as the Filer eSigning prior to or on the due
date, plus any extension. Timely certification occurs when the report is certified on or
before 60 days after the Filer’s last signature.
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Excel Export Field

Filer Name
Filer Email Address
Org Unit

Year

Reporting Status

Review Status

Assigned

# Of Extension Days

Current Due Date

Last Filer Submit
Date

Completion Date

Filed On Time

Certified On Time

Pending Completion
Date

Description
Refers to the name of the Filer.
Refers to the Filer's Email address.
The Org Unit where the Filer is a member.
This is the filing year of the report.

The report type: New Entrant, Annual, Incumbent,
Incumbent/Termination or Termination report.

Lists the current review state of the report.

Assigned = Y; N = Unassigned. Indicates whether or not the
report is assigned or unassigned.

The number of extra days a Filer was given if granted a
report extension by an SLC, Ethics Counselor or DAEO.

The due date of the filer’s initial submittal of the report,
extensions included.

The date in which the Filer submitted their most recent
report.

This is the date that the office of the 450 Certifier (for 450s)
or Office of the DAEO (for 278s) eSigned the report.

Indicates if filer has submitted his or her report before or on
the Current Due Date.

Indicates if the report has been eSigned by the 450 Certifier
(for 450s) or Office of the DAEO (for 278s) on or before 60
days after the Filer’s last signature

The date on which the report must be signed by the 450
Certifier (for 450s) or Office of the DAEO (for 278s).
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Extensions Granted by Calendar Year

This report tracks the total number of extensions provided for OGE 450 and OGE 278
reports in FDM over the past six years in FDM.
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Field Description

Count of reports which received an extension and where the

SGE filer indicated they are a Special Government Employee.

Count which received an extension and the filer did not

Non-SEG indicate they were a Special Government Employee.

Excel Export Field Description

Filer Name Refers to the name of the Filer.
Filer Email Address Refers to the Filer's Email address.
Org Unit The Org Unit where the Filer is a member.

Year This is the filing year of the report.

Filing an OGE 450
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Filing an OGE 450

Reporting Status

Assigned

Review Status
Original Due Date

Extension Create
Date

# of Extension Days

Current Due Date

Extension Type
Extension Reason

Original Filer Submit

SGE

The report type: New Entrant, Annual, Incumbent,
Incumbent/Termination or Termination report.

Assigned = Y = Assigned; N = Unassigned. Unassigned
Report Assignments are initiated by the filer or filer
assistant.

This is the current review state of the report.

The original due date of the report.

The date that the report extension was granted in FDM.

The number of extra days a Filer was given if granted a
report extension by an SLC, Ethics Counselor or DAEO.

The due date of the Filer’s initial submittal of the report,
extensions included.

The type of extension that was granted.
The reason for granting the extension.
The date of the filer’s initial submittal or eSign.

Displays “Yes” if Filer indicated in their report that they are a
Special Government Employee.
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Annual Ethics Training Report

This report tracks ethics training recorded for Filers that were in your Org Units
during the selected calendar year. The Excel export of this report ties the Filer’s
ethics training record to a report in FDM.

Annusl Etheos Trainng Regord
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Field Description

Trained Count of Filers who have received annual ethics training.

Not Trained Count of Filers who have not received annual ethics training.

Filing an OGE 450
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WORKING IN EXCEL

Exporting Data into Excel or .csv file

Use the Export feature to view the underlying detailed information of any FDM
Management report. You can export the management report data into an Excel
Spreadsheet or a .csv (Comma Separated Value) file. Exporting a report into Excel
allows you to filter data by Filer name, Filer Email address, Org Unit, report status,
review status, assigned or unassigned status as well as report amendment status.

Note: Exports to Excel include information for both assigned and unassigned
reports on the Data tab for some management reports.
Note: The .csv files, or comma separated values files, can be used in Excel or

other data management application

Organize Your Data

You can easily reorganize exported data by using the filtering and sorting functions
in Excel. Sorting data rearranges your data based on particular defined criteria.
You can filter exported management reports in Excel to see the data the way you
want and to find information quickly. Each FDM Data tab is organized into different
columns identified by header cells with drop-down arrows beside each column
header.

Note: Filtered results can be cleared at any time to re-display all rows that the

filtering temporarily suppressed.

To filter an exported report:
1. Click Enable Editing button at the top of the Excel page.

2. Select the column header drop-down arrow you wish to filter on. The Filter menu
displays.

¥ A ¥ Feviewt rogresssummany-Export.dss [Aead-Only] - Bacel 7 E =
FILE HOME INSERT PAGE LANOUT FORMULAS DATA REVIEW WIEW ACROBAT
. - —
L J,‘- 278 AgencyhgencyExt, DLA 1471 ¥ /.' 1. Selsct the dropdown
© armow to display auto =
A = 8 C filter nption; o -

278 AgencyAgencyEnt, DLA_1471 X New Entrant OGE 278 Draft

278 AgencyCbiExtsMoDate, DLA_1470 X Incumbent,/Termination OGE 278 Mot Started

278 AgencyCZExtMoDate, DLA_1472 X Termination OGE 278 Mot Started

278 AgencyExt 30, DLA_1465 X Incumbent OGE 378 Mot Started

278 CombatExt 180, DLA_1476 X Termination OGE 278 Mot Started
7 278 CombaiExt 30 ind SLC, DLA_1473 X t kennady_1 — e —— ] Submitted to DAED

278 CombatExt 60, DLA_1475 X t_kennady_1 Tt Eilters [ 2. Desalect (Select All) and 278 Mot Started

- — — enly selact tha eptions you — —

Amendmeant in Progress, 278 1055 R training_278 [ = wish to view and than click s Under Review Amendment in
1 Amendment in Progress, 378 1055 R training 178 L —= oK. ination OGE 278 Under Review Amendment in |

Amendment in Progress, 278 1053 R training 278 i f"salﬂ‘t"‘"i. “L-m— 278 Under Review Amendmentin |
 Amendment in Progress, 278 1053 R training_278 DS 1-1-1 SOR. 2017 Termination OGE 278 Under Review Amendment in
! board members, 278 1554 R fdmsandbox o,z 2017 Termination DGE 273 Draft

BothSigs, 278_1063 R training_278 Clowasac 2017 Incumbent OGE 378 Undo Submitted to DAED
° BothSigs, 378 1063 R training 178, -0 oA soR Test 2017 [Mew Entrant OGE 278 Undo Submitted to DAEQ
: Completa, 278_107T1R training_278 2017 Incumnbent OGE 278 Complete
7 Completa, 278_10T1R training 178 2017 New Entrant OGE 278 Complete
: Complete, 278_1071R training 178 2017 Termination DGE 278 Complete
: Complete, 278 1071 R training 278 2017 Incumbent/Termination OGE 278 Complete
1 Cws, 278 1073R training 278 I oK Cancel 2017 Incumbent OGE 278 Completed Without Signature!

CWs, 278 1073 R training 278 (2017 New Entrant OGE 278 Completed Without Signature:| |
: CWs, 278 1073 R training 278 194 us.army.mil OLA SOR Test 2017 Termination DGE 278 Completed Without Signature!
1 CWs, 278 1073R training 278 194 us.army.mil OLA SOR Test 2017 Incumbent/Termination OGE 278 Completed Without Signature!

Draft, 278 1037 R training 278 1@us.army.mil DLA SOR Test 2017 Incumbent OGE 278 Diraft
- Draft, 2B 1037 R training 278 1@us.army.mil 0L SOR Test 2017 New Entrant OGE 278 Diraft

Filing an OGE 450
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Uncheck the box beside Select All to quickly deselect all data.

4. Check the boxes beside the data you want to filter and then click OK. The data
will be filtered, temporarily hiding any content that does not match the selected
criteria.

ReviewProgresssummary-Exportalsx [Read-Only] - Excel = [}

XS o |

FILE HOME
AZ h ji

INSERT

PAGE LAYOUT

FORMULAS DATA

278 AgencyAgencyExt, DLA_1471X

B

REVIEW

VIEW ACROBAT

Filer Name ﬂFiIerEmaiIAddrEss nﬂrg Unit

2 |278 AgencyAgencyExt, DLA_1471 X t_kennedy_11@us.army.mil DLA 2 2017 New Entrant OGE 278 Draft

3 |278 AgencyCbtExtsNoDate, DLA_1470X t_kennedy_10@us.army.mil DLA 2 2017 Incumbent/Termination OGE 278 Mot Started

4 |278 AgencyCZExtNoDate, DLA_1472X t_kennedy_12@us.army.mil DLA 2 2017 Termination OGE 278 Mot Started

5 (278 AgencyExt 30, DLA_1469 X t_kennedy_S@us.army.mil DLA2 2017 Incumbent OGE 278 Mot Started

5 |278 CombatExt 180, DLA_1476 X t_kennedy_l6@us.army.mil DLA2 2017 Termination OGE 278 Mot Started

7 |278 CombatExt 30 ind SLC, DLA_1473 X t_kennedy_13@us.army.mil DLA 2 2017 Incumbent OGE 278 Submitted to DAEQ
4 |278 CombatExt 60, DLA_1475 X t_kennedy_15@us.army.mil DLA 2 2017 New Entrant OGE 278 Mot Started
13 | board members, 278_1554 R fdmsandbox@test.com DLA1 2017 Termination OGE 278 Draft
33 |military, 278_20 john.r.fredericks.ctr@mail.mil DLAL 2017 New Entrant OGE 278 Submitted to DAEQ
31

2]

Note: You can also access filtering options from the Sort & Filter command on
the Home tab in Excel.

You can apply multiple filters by selecting the drop-down arrow in multiple columns
and deselecting/selecting specific data in the column to display.

To clear a filter:

5. Click the drop-down arrow for the filter you wish to clear and select Clear Filter
from in the Filter menu. The previously hidden data will redisplay.

Filing an OGE 450
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LeEGACY REPORTS

Registered Filer Summary

The Registered Filer Summary 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 reports in FDM.

+ Printer Friendly To print Management Reports into a convenient, easy-to-read
format, locate the ‘Printer Friendly link after generating a report.

R R T

Periodic Repors 0CE Agency Repors_ Legcy Repor

Registered Filers Summary

Hm Certifier [checpe ) How Dol...

Select an Org Unit and Scope

Org Unit: | My Orgs | [-SELECTNext Level Down v

O Show Firs o My Orgs
® sy My Filers & Includs Flers for Org Units assignad to other 450 Certifiers

Set Report Filter
Form Type:  Year

CGE4Dw My |Genzrate Report

Report Results

Total OGE 430 Filers: 325

OGE 450 Filers not yet assigned a 2022 repart ; 212 Submitted 2022 OGE 450 reports :
Drafted 2022 OGE 450 reports :
Not Started, assigned 2022 OGE 450 reports :

Field Description

Total OGE Filers Count of Filers with specified form type role.

OGE Filers Not Yet Count of Filers without a report assignment for the specified

Assigned a report form type.
Submitted OGE Count of reports with a status of Under Review, Submitted
reports to DAEO or Complete.

Drafted OGE Reports Count of reports with a status of draft.

Not Started, Count of reports that are assigned with a status of Not
assigned reports Started.

Filing an OGE 450
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Disclosure Report Detaill

The Disclosure Detail Report provides reporting and reviewing status detail by org
unit, form type and year. Use this report to track review progress of Filers’ reports.

5NN I
Reports | Assist Filers | My Reviews | My Expired Reports | Admin Center | Ethics Training
z
Disclosure Report Detail
]
8| 450 Certifier |chanas © vownor..
£
Select an Org Unit and Scope
Org Unit: |My Orgs | [-SELECT-Next Level Down W
) Shew Filers for My Orgs
® Show My Filers B Include Filers for Org Units assigned to other 450 Certifiers
Set Report Filter
Form Type:  Year: Reporting Status:  Review Status:
OFE 450 w 05 v [& v v Generate Report
Legend
- Report awaiting Filer eSign
*F . Reviewer is other than person assigned for the Grg Unit
CWS - Completed without Filer's eSignature
SO - Reviewer Signed outside of FDM Ik
Report Results Export to Excel S printer Friendly
. . : . . _ . Signed By
Year Filer Filer E-mail Date Status Review Status Supervisor
Supvr 450 Certifier 450 Certifier EC
2023 450 CompletePurge, DLA_1451 X ryan.eraborg.ctr@mailmil Annual Net Started DLA, Supervisor_1425
2023 LOBEDA, DONALD G donald,g.lobeds. civ@armymil New Entrant Net Started Tobiss, Scott
2023 LOBEDA, DONALD G donald.g.lobeds. civ@army.mil Annual Not Started Tobias, Scatt
2023 Raborg, Ryan R ryan.craborg.ctr@army.mil Annual Draft Tobias, Scott
2023 JOHNSON, FLOYD korren.hansen@comeast.net 08/11/2023 Annual Under Review - Supervisor Signed  OGE, Supervisor_1415  08/11/23
Total: 4 5 eSigned: 1 0 ]
Amendment in
Progress: 0
Completed w/e Filer's eSignature: - 0
Reviewer Signed Outside of FDM: ] (] 0
Summary Results jdoes not indude assigned, not started
Reporting Status Total Draft Under Review Complate
New Entrant 10 0.00% 0 000% 0 0.00%
Annual 4 1 25.00% 1 X00% 0 0.00%
Toksl 5 1 20.00% 1 000% 0 0.00%

Field Description

Year
Filer
Filer E-mail

Submission Date

Reporting Status

Review Status

Supervisor

Signed by (Supry,
SLC, ect.)

This is the filing year of the report.
Displays the first and last name of the Filer.
Refers to the Filer's Email address.

Date report was submitted.

The report type: New Entrant, Annual, Incumbent,
Incumbent/Termination or Termination report.

Current review state of the report: Not Started, Draft, Under
Review, Under Review Amendment in Progress, Submitted to
DAEO (for 278s only) or Complete.

Lists the Filer's Supervisor.

Displays the date that a reviewer has signed a report, if
applicable; field remains blank if reviewer has not signed.

Filing an OGE 450
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Filing an OGE 450

Amendment in
Progress

Completed w/o
Filer’s eSignature

Reviewer Signed
Outside of FDM

Total

Draft

Under Review

Submitted to DAEO

Complete

Count of reports in which corresponding Filers are currently
making amendments (adjustments or corrections).

Count of reports that were certified without a Filer’s
eSignature.

Count of reports certified outside of the FDM website.

Count of reports by type.

Count and percentage of total reports that are currently in
progress without signatures or certifications.

Court and percentage of total reports that were signed and
submitted for review.

Count and percentage of total reports in which Filer's SLC
has eSigned and submitted the report to the DAEO for
review.

Count and percentage of completed report reviews.
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Filers with No Disclosure Reports

Filers 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. This report
facilitates the annual data cleanup process prior to the upcoming filing season. Use
this report to track delinquent filers and manage Filer-org unit associations.

A\ ©

My Reports | Assist Filers | My Reviews | My Expired Reports | Admin Center Eth'«ls Training |
)

Filers with No Disclosure Report

"
0| 450 Certifier  |cranse € How Do1...
i

Select an Org Unit and Scope

Org Unit: My Orgs = |DISA 1-1 | [-SELECT-Next Level Down v

) Show Filers for DISA 1-1
® show My Fiers 8 Include Filers for Org Units assigned to other 450 Certifiers

Set Report Filter
Form Type:  Year:

OGE 450 w 2022 w Generate Report

Report Results & printer Friendly

Org Unit Filer Filer E-mail Reporting Status Current Due Date Fssigned? 450 Certifier 450 CERTIFIER E-mail
DISA 1-1 Abu-Laban, Abulak: gov Unknown - N Manellz, 5al_15 ‘scott.m tobias. civiZarmymil
DISA 1-1-2 Alito, Samuel 5 lito@FDMSandbax.com Unknown N Sac, ASD16E ASD1EE. seciBus, army.mil
DIsA 1-1-2 Peacs, John_78 ASD173.zec@us.army.mil Unknown N Sec, ASDISE ASD166.seci@us,army.mil
DISA 1-1-1-2-1 Sec, ASD132 ASD13Z.sec@us.army.mil Unlnown N Sec, ASD165 ASD165.sec@us.army.mil
DI=A 1-1-2 Sac, ASD133 ASD38.sec@us.army.mil Unknown N Sac, ASD1EE ASD1EE. secBus, army.mil
DISA 1-1 Sec, ASDI44 ASD144,sec@us.army.mil Unlknown N Manellz, 5al_15 scott.m.tobias. crv@army.mil
DISA 1-1-11 Sec, ASDI45 ASDH45 secEus.army.mil Unknown N Sec, ASD165 ASD165.secBus,army.mil
DISA 1-1-2 Sec, ASDI46 ASD146.sec@us.army.mil Unknown N Sec, ASD16E ASD166.seci@us,army.mil
DISA 1-1-2 Sec, ASD173 ASD173.sec@us.army.mil Unknown N Sec, ASD156 ASD166.sec@us army.mil
Total o

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

Field Description

Org Unit The Org Unit where the Filer is a member.
Filer Displays the first and last name of the Filer.
Filer Email Refers to the Filer's Email address.

The report type: New Entrant, Annual, Incumbent,

Reporting Status Incumbent/Termination or Termination report.

The due date of the Filer’s initial submittal of the report,
extensions included. Specifically, February 15th for Annual

Current Due Date filers and May 15th for Incumbent. For New Entrant and
Termination filers, the due date automatically calculates to
30 days from the date of assignment.

Filing an OGE 450
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Filing an OGE 450

Assigned

SLC
SLC Email

DAEO

Indicates whether the report is assigned or unassigned.
Assigned reports are assigned during the automatic
assignment process or are manually assigned. Unassigned
Report Assignments are initiated by the filer or filer
assistant. Assigned = Y = Assigned; N = Unassigned.

Displays the Filer’s SLC.
Displays the Email of the Filer’'s SLC.

Displays the Filer's DAEO.
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Supervisor's Org Units

The Supervisor’s Org Unit report provides a listing of Supervisors and the org units
they are assigned to in FDM. This report facilitates the annual data cleanup 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.

77 R

My Reports | Assist Filers | My Reviews | My Expired Reports | Admin Center Eﬂiérahim |
'

n
| 450 Certifier |cnangs
[

Select Organization Unit and Scope

Supervisor's Org Units

Org Unit:  [B=ta Org "

(o} Show Supervisors for My Orgs

® Show My Supervisors Indude Supervisors for Org Units assignad to other Supervisors

Set Report Filter

Last Name Starts With: Last Name:
A4

First Name:

Reset | Generate Report

Report Results

Supervisor's Name Email

Manella, Sal_16 E scott.m.tobias, civi@army.mil

Beta Org OGE, 51C_1412 7 3 No FDM-=0GE -=Bsta Org

Shprinter Friendly
Ho. No.  Org Unit
Assigned Org Unit Org Unit's Senior Legal Counsel of of has Sub Org Unit Location
Members Filers Org Units?

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

Field Description

Supervisor’s Name
Email
Assigned Org Unit

Org Unit’s Senior
Legal Counsel

No. of Members
No. of Filers

Org Unit has Sub
Org Units?

Displays the first and last name of the Supervisor.
Displays the Supervisor’s Email address.
Displays the org unit in which the Supervisor supervises.

Displays the SLC of the org unit in which the corresponding
Supervisor supervises.

Displays the unique number of reviewers in the org unit.
Displays the number of Filers in the org unit.

Displays ‘Yes' if the org unit has subordinate org units in
same hierarchy.

" . . Displays the hierarchical location of the org unit and
Filing an OGE 450 190
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Currently Overdue OGE 450 Annual Reports

The Currently Overdue OGE 450 Annual Reports can be used by DAEOs, SLCs 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, or the
reporting due date has already passed.

SN

My Reports | Assist Filers | My Reviews | My Expired Reports | Admin Center Ethics Training |
)

Currently Overdue OGE 450 Annual Reports as of 09/18/2023

| ions: Ganerste this report to ses 3 list of aszigned Annual OGE 450 Repons that have not been submitted (.2, e-signed) by the fler 2= of today's date. The presumptive Annuz DGE 430 Report due date is mid-Fehruary.

Search
|_ Year: ,m Generate Report

Total Number of Overdue Reports: 3

Report Results

Filer Filer's Position Current Due Date E)(Ee'r::):d(s) Last Extension Reason Open Notes

[Filers of 450 Certifier: GAITLEY, SCOTTD and POC(s): Sec, Asd: \

450 CompletePurge, DLA 1451% 2152023 N N
[Filers of 450 Certifier: Tubias, Scott M and POC(s): Tobiss, Scott M ; WALLACE, KATHRYN \
Raborg, Ryen R The Bass 2/15/202 N N
|Fi|ersnf45l] Certifier: Tobias, Scott M and POC(s): Vacant ‘
LOBEDA, DONALD & 2152023 N N

‘Security and Privacy Notice | Help | Accessibility | Develaped by: CECOM LCMC

Field Description

Total Number of

Overdue Reports Count of all overdue OGE 450 reports.

Filer Displays the first and last name of the Filer.
OGE 450 Certifier Displays the name of the Filer’'s 450 Certifier.
Filer’s Position Displays the Filer’s job title.

The due date of the Filer’s initial submittal of the report,
extensions included. Specifically, February 15th for Annual

Current Due Date filers and May 15th for Incumbent. For New Entrant and
Termination filers, the due date automatically calculates to
30 days from the date of assignment.

Displays ‘Y’ (yes) if Filer has been granted an extension and

Extension(s) Granted displays ‘N’ (no) if Filer has not.

Filing an OGE 450
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Last Extension

Displays the reason for latest extension.
Reason

Displays ‘Y’ (yes) if Filer has open notes in their report and

Open Notes displays ‘N’ (no) if Filer does not.

Filing an OGE 450
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Score for 450 Certifier

This report shows 450 Certifiers their review progress with regards to the Office of
Government Ethics’ 60-day review rule. FDM displays for 450 Certifiers a summary
table and a Success Score. The Review Progress Summary is available under

Management Reports | Review Metrics.
£ NN T

D e G (O L o a2y

p-micnepnnsocuguqnepnds Legacy Reports

Review Progress Summary - Success Score for 450 Certifier

oot o o e N

Agency: [DI3A W |Generate Report

Report Results &b printer Frisndly
Weekly OGE 450 Reports Success Score for Manella, Sal_16 E (as of )

Click on "Repart Help” for more information on how to interpret information on the repart and how to improve the succass score.

Note about the Success Score: Offica of Governmant Ethics regulations set 2 standard of &0 days for Ethics Officials (E0s) to complete or at least preliminarily review financial
disclozura reports (e.g., OGE 278, OGE 450). The higher the Success Score the mare reports reviewed or completad vithin the standard, {1,000 is the highest possible score indicating

Report Year Certifier Score DISA Score E0 action on zll reports within 60 days of the Filer's 2Sign.)

23 0 0
2022 0 0

Not Submitted Submitted by Filer

Draft or Amendment In-
Progress

Total Reports Assigned (not
admin closed)

03 0 0 0 0 0 0
022 1 1 0 0 0 0

Report Year Mot Started Needs Supervi i Needs Certification Completed

Not Completed Mot Completed
Mo Initial Review With Tnitial Review Completed
= = = >60 Days >60 Days
Reparcesr s B EECNEE >60Days =LIiTE [tnital Reviews <=60 Days) (1ritial Revizw 60 Days)

2023 0 0 0 0 0 0 0
022 0 0 0 0 0 0 0

Field Description

Report Year The filing year of the reports.

Refers to the OGE’s set standard of 60 days suspense time
for ethics officials to complete a review. The higher the score
(1,000 being the highest), the more reports which were
reviewed and completed.

Certifier Score

Displays the average combined Certifier Score for the

‘Org Unit’ Score .
agency you are in.

Total Reports

Assigned Count of reports assigned to Filers in your org unit.

Not Started Count of reports not started by Filers in your org unit.

Count of reports that are started but not submitted as
well as disclosures that are in the midst of Filer edits or
corrections.

Draft or Amendment
In-Progress

Needs Supervisor Count of reports that have not been signed by Filer’s
Signature Supervisor.

Filing an OGE 450
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Filing an OGE 450

Needs Certification

Completed (by
Review Status)

Not Completed

No Initial Review

Not Completed
With Initial Review

Completed

Court of reports needing a 450 Certifier signature.

Count of reports eSigned by the 450 Certifier.

Count of reports that were not completed without initial
review within the 60 days suspense time for reviewers.

Count of reports that were not completed with initial review
within the 60 days suspense time for reviewers.

Count of reports that were completed with initial review
within the 60 days suspense time for reviewers.
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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
OGE 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 2018 must be recorded in FDM on the Ethics
Training tab NLT 31 Dec 2018.

Type of Ethics Training

There are two types of ethics training:

+ Initial Training -- All Filers who are required to file an OGE 450 or OGE 278 New
Entrant Report are to receive initial ethics training within 9o days after entering
a covered position in a new agency.

+ Annual Training -- All personnel required to file the OGE 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.

Management Reports
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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. In FDM, select Ethics Training | Not Trained.
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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.

Click on the checkboxes beside the Filers you wish to notify.

Click on the Notify Filers button. The Notify Filers screen is displayed.
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m My Expired Reports | Admin Center EH-E Tran-g Management Reports

c ITral-ell I Exceptlnns ITranl.g Reports

Notify Filers

To:

S.Alito@FDMSandbox.com;

CC: (Optional)

. L)
Stanley.a.kupp@us.army.mil Vv
Separate sach e-mail address with a2 semicalon(;)
Subject:
L)
W
Message:

Motify Cancel

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.

Filing an OGE 450
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RecORDING 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 check box 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.

e

Fecerd Ethics Tews reg Do b

4. Enter the date of training.
Select the method of training (more than one check box can be selected.

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.

Filing an OGE 450
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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.

Filers Trained

|

Search
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[ =T B Trainingy Typs H D Uit Filzr Bad{c)

O | Testhako, 4505kr 473 4 Irikinl SubS.0L AETE 450 Filer m

O | Teathste 450Fisr 374 4 ks SubBo.O0L METR 450 Fikar m

O | Tnathstn.ammisr 37358 Lrikinl SublrR Ol AFTR, 430 Piiar e=n

D | mathets, smmnisr 3788 ritial EublO.OL SETY, 420 Filar e=n

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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3. When complete, click on Save.
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REMOVING A TRAINING RECORD

To remove a training record:

1.
2,

Select the Ethics Training / Trained tabs.

Click on the check box next to the Filer whose training record you wish to remove
(more than one can be selected at a time).

Click on the Remove Ethics Training button. A message displays confirming
that you wish to remove this training record.

Financial Disclosure

EI 430 Cartificr
- OK I Cancel

Search

Admin com  You are 2bout to remewve Ethics Training record for the selected Filer(s).

Click: 'O to confirm or 'Cancal' to cancel this action.

g Unili Wy Omms » | Automation | | -SELECT-Mexr Level Down w |

Calendar Last Mame

! Ehove Filers for Automation
W Show My Flers Inchede Filers for Org Unite assigned to cther 850 Certifiers

Years Starts Withs  Last Marme: First Mamar
2021w ~] | ]
| serh |
Filers Trained
Tlo8of 8 & rows seledbed Itams por page: EEER ﬂ
Bemowe Fhhics Tralning
I Marme s Training Type s Owg Unit Filar Rolefs)
B Zestfitg, eS0fler 3734 Initial SubE0.01 #ETR 45D Filer
™ Testduby, 450Fi=r 374 & sl Subf].0] &ETA A5 Filmr
M Testaute_sseslar 5734 Initial Sub&1.01 &STR 450 Filar
4. Click OK. The Filer's name is removed from the Trained List and returned to the

Not Trained List.
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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 Ethics 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 OGE278 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 OGE 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. Click on the check box 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.

Record Ethics Traiming Exception
Calewadla HiEL
Wadir:
Training il Arnaal
Typa: o e . i z &
f 3
SgrRncy: L
O Linim Gubds 01 _4ETH
REasan For Excegplioon: (Lo 50 crarscter
&
. ma e Pa
|Facord Excaption Foes |
EE] E-Hal Addrass
Terdutc, 450G 973 & FOTart g0t OL 5 madl camn
Evczusal Fror Snrusl BEthics Training shewld ba rere. S0E sat forth [mitsd tralang
L a=daie e
ZTE Filwrs yea 3 OFR 2 B35 TGa)
[rraraiin g J00B PEhE5: T b
30 Flmrs nms 3 OFF TESS TOSC)

4. Click OK. The Record Ethics Training Exception screen is displayed.
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PR B Ay
o Reporte | b toke | oy Reiome | iy ExpieedReperte | A Cemter ||| Mansgement Roport

| Trained | Exceplions | Training Reports

Record Ethics Training Exception

Calendar 2018

Year:

Training @ Initial ) Annuoal

Type: Initiza| training is reguired for first-time govermment emplayees. IF you

are
uncertain whether to choose Initisl or Annual ethics training, consult

yaur
{2gency ) legal affice.

Agency: FDM

Org Unit: FDM

Reason For Exception: [Limit 150 charactars)

(150 Characters Remaining of 150)

MName E-Mail Address

Mouse, Mickey MMouse@state.gov

Excusal from Annual Ethics Training should be rare. OGE sets forth
limited training exceptions:

276 Filers see 5 CFR 2638.704(=)
hi :ffedocket.access.gpo.govicfr 2008/ /jangtr/Scfrz638.704.htm
450 Filers see 5 CFR 2638.705(d)
[} edocket.access.gpo.gov/cfr 2008/jangtr/Scfr2628.705.htm

Sawe Cancel

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.

Filing an OGE 450
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REMOVING AN EXCEPTION TO TRAINING

To remove an exception to training:

1. Select the Ethics Training / Exceptions tabs. The Exceptions page is
displayed.

2. Click on the check box 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.

4. Click OK. The exception is removed and the Filer is moved back to the Not
Trained page.

Ethics Training Exceptions

-
hll| 350 Certifier

Search

OFg UM My Drgs - :DLA 1.1.1
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c] DA, 450amendad 33 DLA f.4-1.3.1 450 Filar FRaason for axcaption m

1o Lofi 1 row selacted Ttems por page: [[EEED
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CHANGING OR VIEWING AN EXCEPTION
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.

You can change the Reason for Exception.

If changes were made, click on the Save button. You return to the Exceptions
page and any changes made are saved.

My Reviews | Wy Expired Reports | Admin Cenber Hanagenent Reports  Notfications -

Ethics Training for Filer: DLA, 430Amended_32
View/Edit Ethics Training Exception

Calendar Year! 2021

tial 0 Annua
raiving & reguined for fist-dme gevernoent smaiopaes. I yow ane
ko chones Initlal or Anaval sbhics fralrine, cosask: | our

Traiming Typa: @ In

Agency: =<}

g Witz CLs 1-1-1-2-1

Floaean For ENCaption: (Lot 495 chaacters]

Reason for exception.

(329 Craractens Raraining of 250}

Excusal from Annual Ethics Training should be rare. OGE sets forth limibed training exceptions:
273 Filars saa 5 CFR 2638.704(a]
g (iadocket aececs 000 gowTel 2008 jangir SerOE 16,708 hiw
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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 CFR 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.

Management Reports
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PurRGE REPORTS

To remove expired reports:
1. Click on the My 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.

Note: Once a report is purged, it can no longer be accessed in FDM.

T g p— | L e e ©

i View Expired

My Expired Reports - Purge

R
[l 450 Certifier
E

% Click "Search” to view your expired reports.
# Click "Purge Expired Reports” to purge all reports not retained.

To Preview Expiring Reports:

% Change "Expiration Date" to display reports expired/expiring as of a future date (up to 60 days from today's date).
% Important: You must enter an Expiration Date on or earlier than today's date to activate the "Purge Expired Reports” button.

Search

| Form Type: OGE 450 Expiration Date:‘ 09/18/2023 (MM/DD/YYYY)

o Before you purge: Make sure you have marked all reports that need to be retained on the report’s Review Status screen. Access reports on the My Review|Review Reports
tab, Org Unit View mode. View the report, click on its Review Status tab, and click the "Retain” button to keep a specific report and exclude it from the purge.

Purge Expired Report(s)

[My Expired Reports as of: 09/18/2023

Total Number of Reports Not Retained: 4

Filer Report Status Expire Date Retained
Raborg, Ryan R 2016 Annual OGE 450 Draft 10/12/2022 No
Raborg, Ryan R 2016 New Entrant OGE 450 Under Review - Amended 10/19/2022 No
Sec, ASD131 2017 Annual OGE 450 Not Started 08/07/2023 No
Sec, ASD143 2016 Annual OGE 450 Under Review - Filer Signed 08/02/2022 No

Filing an OGE 450
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RETAIN REPORTS

A DAEO, 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.

Click View beside the report and then go to the Review Status page.
4. Click Retain in the Report Progress box. The report will be retained in FDM.

Under Review - Amended - Ryan R. Raborg, 2016 New Entrant OGE 450 Report

Review Chain Audit Trail

Disclosure Report Reviews

Intermediate

i ¥
Reviewer Role et

Supervisor Seott M Tobias

Required

L=i=m Signatures

Type Dates

Explanation

Common
Review Status Tl
» What ars Days in
Raview?
(REPORT PROGRESS | DUE DATE & EXTENSIONS | CERTIFIER REVIEW |
+ When should a
reviewer Submit
Assigned: Yes 2 Current Due . Days in Review: 2525 Intermediate
h . Date: 11/0s/2015 Status: Under Review - r——
Filer Started: 10/19/2016 Amended g
Initial Filer €Sign and
f 10/19/2016 View Due Date Informatiol Initial Review End - When should =
Submittad: /18/ = BRI Dats: reviswer Requast
Amended: 10/18/2016 Mo extensions have been i Filer Amend>
L
e '
—— - Request Additional Information B3 + When should a
Retained: No - 1 e s
Additional
Information?
Y ————— | o™

Intermediate
Review Date?

= What is the Initial

Review End Date?

= What is the

Amended date
and how does it
differ from the

Submitted Date?

BHAVIN MODHA Organization » When should an

Sal 15 £ Manella

vvvvvv be
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