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¥ Go to Reports List to start a different report or to work on an existing
report.
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Welcome OGC 278Filer1

|o What is the Annual
Post-Employment
Certification and
Notification?

¥ Annual Incumbent SF 278 Reports are due 15 May.
¥ Annual Post-Employment Certification is completed concurrent with SF
278 submission online.

|¢ Why must 1 file this
© To start a new SF 278 report click "Add New Report”. report?

<4 To work on an existing report select a report from the table below. |¢ Do I have to file if T
am a "fracked"
Brigadier General?
My SF 278 Reports {
|o Do I have to file if T

=} Add New Report am s Reserve

Component officer?

This guide covers the basic steps for filing, viewing and
amending an OGE 278 report in FDM.

ADDING AN 278 REPORT

1. To create a new OGE 278 report, go to either:

a. The Reports Not Started tab, if you have been assigned a
specific report to file in FDM and click Start This Report.

or

b. The Reports Listtab, if you need to create a different
report than the one assigned and click Add New Report.

Getting Started
2. Review the information on the page and then click Continue.
Special Government Employee & Filer Category

3. Select if you are or are not a Special Government Employee
and your Filer Category and then click Continue.

Reporting Status

4. Select the appropriate Report Status and click Continue.

Year Reporting Status Review Status Last Updated WptFrn ey fin
zone extension” for
09 | NewErtrt Dl WL | Gatata] ;:{;‘Em‘rﬁil:.‘ The following screens vary depending upon the Reporting
Notification” Status you selected.
9 Glossary
- Incumbent filers select a report to use to Pre-populate.
- New Entrant filers select if you are a Reserve Component.
- Termination filers fill enter your Termination Date.
- Incumbent and Termination filer enter your Termination
Date.
T My [nfnT Resources i a{ 7N > s
Reports List The OGE 278 has four different report statuses:
[ |
Report Data
Gotting Start=d | EEEEE 1 e | 10 10 1 1 Incumbent Select Incumbent if you filed a report in the
feperting Status revious year and are still in the same position
What is the reporting status for this report? i ;ﬁ:; p y p
¢ Incumbent [Use this if you worked more than 60 days last year in a position which R as when vl filed v last disclosure report.
required filing of an SF 278. (This includas individuals temporarily promoted to such a . .
position or who were temporarily detailed to such a position.J] s An Incumbent report is due annually, no later
¢ MNew Entrant [Use this if you are a new Federal government employee as you start a + Who . .
e o s S i e o oA or vy e e than May 15th following the covered reporting
expected ta work more than 60 days in a covered position in a calendar year you may [ T
not need to file. Consult your legal advisor.]] in == calendar year.
0 Termination [Use this if you are leaving your Government position.] M F:{EE:
L %‘{J’é"é’;&‘éf@"%g%’g}"iﬁZ’Lj‘?'&‘g&&iL‘“‘f’iﬁiiﬁ?”&i”é:ﬂ.fﬁfé‘5’;.2&“!?615“?‘3;K‘l'l;. e Note: If you plan to leave your position
1 Selattad, the Riar mUAE ObEun an extension from the legal adviser to ava:
Q?&?.'{’é-’n“:éSLE%&L?@“@?Z?&.?%&; "Sihtg)?”s‘i;’fh?éL"'n‘.?nli""&'u”:;‘é?a”nﬁ%ﬁS oo © el before May 15th (the due date for the
incumbent and termination Rler?(at ngnt). el .
e | o= Incumbent), you probably should file
a Termination instead of an Incumbent

report. Please consult your legal advisor.

Select New Entrant if this is the first time you
are filing a disclosure report or if you have over 30
days break in service between covered positions.
The New Entrant report is due within 30 days of
assuming the position.

New Entrant

Termination | Select Termination if you are leaving a covered

position, which required you to file an OGE 278.
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Draft - L X. Hamilton_23, 2000 Incumbent SF 2 /5 Report

[Zss=e | [_other incams | [ rransacions | [, =w | [ issuties | [ Asresmens | [ cosrd

Checkpoint

> Your report information has been saved.
> Please submit your report by 05/15/2009. Timely filing avoids a $200 late
filing penalty.

The information contained within this report is based upon your previous report.

Please review your current report and make any necessary modifications. You
have the hnal responsibility for ensunng the accuracy of all Nformation N the

el

Please note the comments from your previous report to guide you in completing
this one.

Complete - L X. Hamilton_23, 2008 Incumbent SF 278 Report

Cisted in reverse cnr. orascy
Author ine =
Rrole Eem on em Text

Author

Supplemental | Pepsilco was
reportad as

Hamitan_23, L Fier | 01/01/2000| Report
.

a
Eransaction.
Frydcy, Giadys X. | Reviewer | 041/01/2000 | Transaction | €6 Ploase

Captial update ths
Markars rransaction
- GwT Information.
Frydey, Gladys X. | Reviewer | 04/01/2008 |  Asset ce Fleass be
Captial sure to
Markats inciuda the
v awner o

this asset.

Incumbent/Termination is available as a
convenience to those filers who will leave
Government Service only on/after 16 May
and who will file no later than 13 Aug. When
selected, the filer must obtain an extension
from the legal advisor to avoid needing to file
an Incumbent (by 15 May) and a separate
Termination report (on or within 30 days after
the termination date.

Incumbent/
Termination

— N

Report
Data

[Sther Income] [Franzactions| [Gifts, etd [Labilities] [Sareements] [Fasitions] [Eornpensatian]

Pre-Populate Report

o why should
muost recent
repart to pre:
roy new repo

@& Pre-populate my report with the report I have selected belows -
this option allows you to use the data from a previous report as a
starting point for the new one. Neote: ¥virtually all incumbents should use
this option.

Report

o Glossary

& 2008 Incumbent - Under Rewiew

Don't pre-populate my report - this option allows you to create a
report with no data input,

<4 Back Continue &
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Common Questions

Common Questions contain relevant financial disclosure
reporting questions and answers.

Checkpoint

5. If you do not have any existing reports in FDM, the
Checkpoint page displays a reminder message regarding the
date this report is due. Review the information on the screen
and then click Continue

Pre-Populate Report

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

Note: You can only pre-populate from reports created after
12/2/2006 in FDM. Any reports created before this date,
will not be available to be selected for pre-population.

6. Select an existing report to pre-populate this report or select
Don't Pre-populate and click Continue.

7. Review the Due Date, Contact Information pages and click
Continue. The report now has a draft Review Status.

Position History

You must list all covered positions held with the Federal
Government during the applicable reporting period.

8. Click Add New Position to add information about the
position for which you are filing this disclosure report
otherwise, click Continue.

Attaching a Job Description
9. Click Add Job Description to upload a Job Description.

Report Data

Information in the Report Data sections relates to the Filer,
spouse and dependent children. You must click through all
sections of the OGE 278 being sure to select No even if you do not
have any information to disclose for that section.

The process for entering report data is the same no matter
what type of information you need to report.

Assets
10. Select Yes, and then click Continue.

11. Type the appropriate asset information and then click Save.
Underlying Assets
Some assets are collections of other assets that must also

be reported. FDM’s “underlying asset” feature/tool allows you to
keep those assets together for reporting purposes.
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Draft - A X. Franken_22, 2011 Incumbent OGE 278 Report

Gatting Started | [Assats | [ Other Income | [ Transactions | [ Gifts, atc | [ Liabilities | [ Agrew Position

Report Ready for Submission

@ If [ decide to review
my raport one last
time, how do I gat
back here to submit it?|

+C you have entry of your
2011 Incumbent report.

¢ The next step is to submit the report to your Senior Legal
Counsel and/or Supervisor for their review.

¢ Glossary

4 Timely filing avoids a mandatory $200 Iate filing penalty.

Submit Now
Submit Later

Financial Disclosure Management
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Report Data | Attachments  Comments Flags Audit Trail View/Print | Review Status Compare

Draft - L X. Hamilton_23, 2009 Incumbent SF 278 Report

Getting Started | | Assets | | Othar income | | Transactions | | Gifts. atc | | Liabilities | | Agresmants | | ositions,

eSign Report
View this report
Step 1: By esSigning...

1 hereby certify that the report data I have entered and all files I have
attached are true, complete, and correct to the best of my knowledge.

I certify that I am aware of the Annual Post-Emplovment Certification and
Notification to Senior Officials on Post-Government Emplovment Restrictions
under 18 USC § 207, and that I have not knowingly violated those restrictions
that apply to Federal personnel while they are in Federal service.

In accordance with the Digital Signature Act of 1999, I recognize that my
eSignature (Electronic or Digital Signature) shall be given the same legal status
as a signature made with a pen. I further recognize that the eSignature may
not be denied legal effect, validity, or enforceability solely because it is in
electronic form. I here by consent to the use of eSignature.

I understand that my eSianature is applied to the information that I have
provided and not the presentation formatting of the information on the screen
or printed page.

Step 2: Submit my report to... Step 3: eSign your report

[0 cladys X Frydey (Senior Legal Counsel) view this report

O] winnie X Bage (Supervisor)

Be sure to click Add Underlying Asset beside the
appropriate asset on the Assets page or be sure “This is an
Underlying Asset” is selected on the Add Asset page.

FDM has a report progress bar that is customized to the type
of report you are preparing. The progress bar tabs correspond to
the appropriate sections of the OGE 278.

- Other Income

- Transactions- New Entrant and Nominee filers do not

have to complete the Transaction section of the OGE 278
disclosure report.

- Gifts - New Entrant filers do not have to complete the Gifts
section of the OGE 278 disclosure report.

- Liabilities

- Agreements

- Positions

- Compensation - Only New Entrant and Nominee filers

must complete the Compensation section of the OGE 278
disclosure report.

eSign

The Report Ready for Submission page alerts you of any
incomplete or missing information.

Review your report flags and correct any errors before
submitting your report. 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 your report. Contact your legal
advisor if you have flags and have questions about appropriate
action or need to submit the report with the flags unresolved.

OGE 278 Filers can submit the report with the errors if you
must meet a deadline.

Reviewing Flags
12. Select Review My Flags and click Continue.
13. Click Edit beside any flagged area to adjust that entry.

14. When complete, click eSign.
Report Ready for Submission

15. On the Report Ready for Submission page, select Submit
Now to submit your report for review to your SLC and
Supervisor.

16. Click Continue.

Note: You can also opt to select Submit Later if you cannot
complete your report at this time.

eSigning an OGE 278

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

17. Select the reviewer(s) who will review your report and then
click eSign. If the names of your legal advisor or Supervisor
are incorrect, please contact your legal advisor before

eSigning.

Note: Click View this Report to view and print your report prior
to submission.
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welcome L X. Knox_29

Common Questions

« What is the Annual
Past-Employment
Certification and
Hotification?

B Annual Incumbent SF 278 Reports are due 15 May,
¥ Annual Post-Employment Certification is complated concurrent with SF
278 submission online.

+ Is there a "rombat
4 Tostart a new SF 278 repart click "Add New Repart”, zone ‘ettani:n;fm ‘
4 Towork on an existing report select a report from the table below, ;Z,Tt?;n‘:\iw:anzwa
Certification and

My SF 278 Reports Notification?
4 Gloszary

=3 Add New Report

Year | Reporting Status | Review Status | Last Updated

Amend
0302i2007 I:”

2007 Incurmbent Undler Review

Security and Privacy Notice | Help | Accessibility | Developed by: G-E LOMG

When you eSign, an e-mail message is sent to your selected
reviewers indicating that your report is awaiting their review.

VIiEW/PRINT YOUR REPORT

At any time, you can view and print your financial disclosure report.

1. On the My Reports | Reports List page, select the
appropriate report.

2. Click the View/Print tab and then click View/Print again.
The disclosure report displays in a separate browser window.

Printing a Report
3. Select File | Print and then click Print.

CoOMPARING REPORTS

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

1. Click Compare.
2. Review the report changes.

3. Click Report Data and then eSign to eSign your report.

AMENDING A REPORT

Amending a report voids your last digital signature on the
OGE 278 report. You must digitally sign the OGE 278 report
again once your amendments are complete. FDM notifies all the
reviewers who completed an initial review of your report prior to
this amendment informing them that your OGE 278 report has
changed since it was last submitted.

As with drafting or editing your OGE 278 report, you must
go to eSign to complete the amendment process. You must Re-
certify your changes and re-sign your report.

1. On the Reports List Page, click Amend beside the appropriate
OGE 278 report.

2. Make the appropriate additions/corrections.
3. When complete, click eSign.

4. Submit and eSign your report.
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Draft - L X. Hamilton_23, 2009 Incumbent SF 278 Report
Add Comment
© What i
Comment on Report (Limit 500 characters) Recor
. © When
Date: 04/01/2009 Author: L X. Hamilton_23 —
the SH
¢ Glossd
(500 Characters Remaining of 500)
=T
T My lnfuT Resources S i p 5 0
Reports List
Report Data  Attachments |Cummenls Flags Audit Trail View/Print Review Status
Complete - L X. Hamilton_23, 2008 Incumbent SF 278 Report

Comments

(listed in reverse chronol. | order]

Author Comment | Line
Role pate on Item

5LC (Sanior

Comment Leaal Covnsal)?

Author =

Category

 Wha is an EC (Ethics
Eart Gomment || |” o

Hamiton_23, L| Filer |04/01/2009| Report al|Pepsico
X was
erraneously
reportad 35

o What is the diffzrance
betusen a comment
on = Report and =

a comment on 3 line

transaction. item?

Frydey, Giadys |Reviewer |04/01/2008 | Transaction Please View Transaction|| |e What is the SF 278 of
X.

G
Captial update the Record

Markets transaction b @y
information.
Frydey, Gldys |Reviewer|04/01/2009| Asset G Please be View Asset |
X, Captial sure to
Markets include the
owner of
this asset.
Add Report Comment

My Info | Resources

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

Complete - L X. Hamilton_23, 2008 Incumbent SF 278 Report

Attachments
Date Originat T - .
Attached FPIEiar ype ame ategory Notes,
04/01/2008 |Hamiton_23, L X.|Job Description|FOM JOB DESCRIPTION.dog
Add Attachment

ADDING REPORT COMMENTS

Comments can be added to specific line items or to the OGE
278 report itself as substantive or non-substantive comments.
Comments (and attachments) can also be added to a report after
the report is complete (see next section).

Adding a Line Item Comment

1. Click Add a Comment beside the appropriate line item you
added. The Add Comment page is displayed

2. Type the appropriate information and click Save.
Adding a Report Comment

1. Click Comments in the My Reports submenu. The Comments
page displays.

2. Click Add Report Comment.
3. Type the appropriate information and click Save.

Supplemental Report Comments and
Attachments

At times, reviewers may request OGE 450 filers to provide
additional report information even after the report review is
complete (e.g. a disqualification, an ethics agreement.) Consult
your ethics counselor for assistance before using this feature.

In FDM, Filers and their assistants can add this supplemental
information through report comments and report attachments
once the report is complete.

1. On the Reports List Page, click View beside the appropriate
OGE 278 completed report.

You can add either additional report comments or
attachments to your completed report.

Supplemental Report Comments

2. Click the Comments sub-tab and then click Add Report
Comment.

3. Type your comment and then click Save.

At this point you can edit the comment you just added or add
any additional report comments. Report comments cannot be
deleted.

Supplemental Report Attachments

1. Click the Attachments sub-tab and then click Add
Attachment.

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

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

4. Once you have found the file, click Upload.

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

Filing an OGE 278 5



	Filing a SF 278
	Getting Started
	Report Status
	Checkpoint
	Pre-Populate Report
	Compare a Pre-populated Report

	Position History 
	Attaching a Job Description

	Report Data
	Assets
	Underlying Assets

	Wrap-Up
	Reviewing Flags
	Report Ready for Submission
	E-signing a SF 278


	View/Print Your Report
	Printing a Report

	Comparing Reports
	Amending a SF 278 Report
	Adding Report Comments 
	Adding a Line Item Comment
	Adding a Report Comment 
	Supplemental Report Comments and Attachments
	Supplemental Report Comments
	Supplemental Report Attachments



