FiLiNG AN OGE 450 REPORT

This guide covers the basic steps for filing, viewing and
amending an OGE 450 report in FDM.

My Info | Resources

welcome Alf X. Romeo ADDING AN OGE 450 REPORT

¥ Click "start This Report" button to start the assigned report,

Reports Not Started

vear| RePOMting | g gy ( Current Due 1. To create a new OGE 450 report, go to either:
Start This 2008 anna Baltirnore: 02/15/2009 . .
RewnJ RO a. The Reports Not Started tab, if you have been assigned a
b Go to Reports List to start & diffrent report or to serk an an specific report to file in FDM and click Start This Report.

existing report.

or

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

ancic Dsure Manageme Getting Started
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(D M 2. Review the information on the page and then click Continue.
Welcome Alf X, Romeo d
L | OGE 450 Repaort: due 15 Feb 8 + Wha =
e Epers are de Lo rERnA b ot Special Government Employee
¢ To start a new OGE 450 repart dick "add New Report”, repa)
SRl onlanexnnalisnatke et Clisaa b inpid sk eb Elheou i 3. Select if you are or are not a Special Government Employee
My OGE 450 Reports Pk and click Continue.
 How
Year | Reporting Status Review Status Last Updated .TE;Q Reportlng Status
2007 New Entrant Under Review 09/23/2008 Bmand] el
- View | .+ wh 4. Select the appropriate Report Status and click Continue.
rule pp p p

The following screens vary depending upon the Reporting
Status you selected.

o . D . anaqe

- Annual filers select the year covered by this report.
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Reports List

Report bata] - New Entrant filers enter your appointment date and your
=TT T T T | notified to file date.
eporting Status .
The OGE 450 has two different reporting statuses:

What is the reporting status for this report?

@ Annual OGE 450 [Select reparting status “Annual™ if you have filed an OGE
450 (or 450-4) before while in your current duty position or you filled an OGE

entrant?
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450 (New Entrant or A I3or 450-5) and d to thi il ithin 30 i 7 i
o e o e pasvion e o e on BoE88] " Annual Select Annual if you filed a report in the
N Ents it OGE 450 [Select rti status "N Ent " if did not B . . e
© fle an DGE Form 450 (31 on OGE Form 450-Allast vosr for this position (or you previous year and are still in the same position

moved to this position - break in servise - more than 30 days after l=aving a
position where you filed an OGE 450 or 450-A).]

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.
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New Entrant Select New Entrant if this is the first time you
are filing a disclosure report. The new Entrant
report must be filed within 30 days of assuming
a new position.
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Report Data | Attachments Comments Flags Audit Trail | View/Print Review Status Common Questions

Draft - Myles Long, 2009 Annual OGE 450 Report

[ Worinwastment inmsma | [Aszats | [ Lsbirias | | _Cutsids posions | [ Agresmerts | oz ] [wran Up |
Checkpoint =

Common Questions contain relevant financial disclosure
reporting questions and answers.

> Your report information has heen saved
> Report needs to be submitted by: 02/15/2009

i W o Checkpoint
e s
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
ity and Privacy Notics | Help | Accassibility | Developed by: CECOM LOMC CIiCk Continue.
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Reports List
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Wor-Invastment Incame | [[Ass=ts | [ Liabilities | [ Outside Positions | [ Agresments | [&ifes |
Pre-Populate Report

f + why shoul
@ Pre-populate my report with the report I have selected below - this Srevious re
option allows you to use the data from a previous report as a starting point e m
for the new one. Note: Virtually all filers should use this option and choose their report?
most recent report.
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Report

@ 2007 New Entrant - Under Review

() Den't pre-populate my report - use this option ta start a new report.

0 0 » D G INaqge
My Info | Resources

Reports List

Report Data| Attachments Comments Flags Audit Trail Yiew/Print Review Status Compare
Draft - Alf X, Romeo, 2008 Annual OGE 450 Report

Getting Started PR | ooccts | [ Lisbilities || outside Positions | [ agreements || gifis |
Non-Investment Income
" o * What are s
Instructions: Report for yourself. (1) all sources of salary, fees, commissions, and other sarned income arester than e o
$200, (2) honoraria orester than $200, and (3) other non-investment income such as scholarships, prizes, and gambing | | sheuld suo
income greater than $200. Report for your spouse: (1) all sources of salary, fess, commissions, and other arned income
greater than $1,000, and (2) honararia greater than $200. o iy spause
outside the;
: i eamed $75
Reporting Period: 01/01/2007 through 12/31/2007 e remartin
Source of Income Type of Income Recipient Do I have 4
employer o
X Edit Income

krol Inc., New York, MY, |Pension Plan Payments (other than Federal Self Delete moomal|| * 1 am emEl
usa Government ) time 2z 2 p
Add Comment 5 local callg

paid anly §
- teaching orf

A Tncome T
college on

Contact Information

If this is the first time you are filing a report in FDM, the
Contact Information page is displayed which contains information
regarding your name, address, telephone number, position/title,
e-mail address, etc. All fields must be filled in before you can
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
12/21/2006. 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 My Report and click Continue.

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

Note: "No” does not pre-populate from the previous report.

Report Data

Information in the Report Data sections relate to the Filer,
spouse and dependent children. You must click through all
sections of the OGE 450 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.

8. Select Yes and then click Continue.

9. Type the appropriate non-investment income information
and click Save.

10. Click Continue to move to the next Report Data section.
The following Report Data sections are included in an OGE
450 financial disclosure report.
- Non-Investment Income
- Assets
- Liabilities

- Outside Positions

- Agreements
- Gifts
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RepnnData‘ Attachments Comments Flags Audit Trail View/Print Review Status Compare

Draft - Myles Long, 2006 Annual OGE 450 Report

Getting Started | [ Non-Investment Income | [Assats | [ Liabilitis | [ Outsids Positions | [ Agresmants |

Report Not Ready for Submission

Common Quest

+ How da 1 get back hers

The following issues have been detected in your report: to submit oy repert

Red Flags - Your report has 3 Red Flaa(s), vou must correct flagged entries
before submitting your report, Questions - contact your legal
advisor,

+ What are flags?

+ Hou do T reviss my
report's flags?

« Wthat happens i1 do
not file by the required

# Press continue to review your Red F\ags.

+ Are there any penaltiss
for an incomplete or
false report?

Continue» | | oy do 1 request an

extensian?
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Reports List

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

Draft - Myles Long, 2006 Annual OGE 450 Report

Common Questions

Red Flags  What are flage®
. Glossary
Assets and Investment Income
Asset Name Type of Asset Owner No Longer Held |
Beach House, USA Real Estate Joint

# Itis required to specify if the asset was still being held.

¢ The city of the real estate is reguired,

@ The state of the real estate is required
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Report Data| Attachments Comments Flags Audit Trail View/Print Review Status  Compare

Draft - Myles Long, 2006 Annual OGE 450 Report

Getting Started | [ Non-lnwestment Income | [Assets | [ Lisbilities | [ Gutside Positions | [ Agreements

Report Ready for Submission

o If I dacide to ravisw my
report one last time,
how do I get back hars
ta submit it?

© Congratulations, you have completed entry of your 2006 Annual report.
© The next step is to submit the repart to your Supervisor for their review,

+ What happens if I do

. not file by the required

© Submit Now paile By dm g

" Submit Later + fre thers any panalties
For an incomplete or
false report?

extansion?
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Draft - Myles Long, 2006 Annual OGE 450 Report

Getting Started | [ Non inwastment income | [(Bzets | [izbiiies | [ outsids postion: | [ Asresmert ]

eSign Report

Wiew this report
+ Are th s panaltias

Step 1: By eSigning. . aLnLTRee e

+ How do 1 review m:
I hereby certify that the report data [ have entered and all files I have attached R s
are true, complete, and correct to the best of my knowledge -

+ alossar Y
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 3 signature made with 3 pen. I further recognize that the eSignature may not
be denied legal effect, validity, or enforceability solely because it is in electronic
form. I hereby consent to the use of eSignature

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

Step 2: eSign your report
View this report

esign

Wrap-Up

During Wrap-up, FDM 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 must be provided before the report can be
submitted. OGE 450 filers cannot submit a report that has red
flags. A yellow flag indicates that information is missing but is not
required in order to submit your report.

Reviewing Flags

11. Click Flags at any time to review a listing of your Red and
Yellow flags.

12. Click Edit beside any flagged area to adjust that entry.

13. When complete, click Wrap-Up. The Report Ready for
Submission page is displayed.

Report Ready for Submission

14. On the Report Ready for Submission page, select Submit
Now to submit your report for review by your Supervisor
and 450 Certifier.

15. Click Continue.

Note: You can also opt to select Submit Later if you cannot

complete your report at this time.
eSigning an OGE 450

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. Click eSign. Your report has been submitted.

Note: Click View this Report to view and print your report prior

to submission.

An e-mail message is automatically sent to your reviewers
indicating that your report is awaiting their review.

g an OGE 450 Repo
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OGE Farm 450, 5 CFR Part 2654, Subpart T
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Executive Branch CONFIDENTIAL FINANCIAL DISCLOSURE REPORT

Report Year 2008

Repurliny Status Al Report Data

Employee’s Name Long, Myles Mon-Imvestment Income

Position /Title Project Manager AT

Liubilitivs

Grade Gs13
Outside Pasitions
Agency ar
Branch/Unit and Address CERDEC Arrangemente
fadrt Gifts and Travel

2
City, K, US#, 00000-0000 Reimbursements

000-000-0000

Wurk Phune

E-mail Address rvles lona@us. army.mil
Date of Appointment

if Special Government Employee
(SGEY

If an SGE, Mailing Address (Humber,
Street, City, State, 21F Code)

no Review Status

Date Reveived by

ety 9/17/2008
eSigned in FOM by
Fyles Long

Employee Signature  |User ID: 6254115BSFO3SACF
5/17/2008

Type of Income Recipient
Salary (other than Federal Government) Self

1 Monmouth University, West Long Branch, NJ, USA

L5
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Report Data  Attachments Comments Flags Audit Trail View/Print Review Status |Compare |

Under Review - Myles Long, 2008 Annual OGE 450 Report
Disclosure Report Gomparison

[Compemoms g

[ under Review 2006 Annual |

| comparison pate | september 17, 2008 16:23:09

Change Summary

Ehﬁged Ad(_nii—)ed Deged un(Enged
Assets o o o 2
NorIwestment
Income @ © @ g
Liabilities o o o 1
Agreements o o o 1
o o o 1

Pasitions

[current to previous Disclosure Totals

|Current Disclosure Report | Previous Disclosure Report |

|aifes | 0 1

Legend
12 & strikethrongh = Change @ & faciod tovt - Delste @ & blue text= Added

@ = caution {41 = Unchanged
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Reports List

Welcome Alf X. Romeo
»  Annual OGE 450 Reports are due 15 Fehruary.

4 To start a new OGE 450 report click "Add New Report”.
4 To work on an esisting report select a report from the table below.

My OGE 450 Reports

=] add New Report

Year | Reporting Status Review Status Last Updated

[Amend|
2002 Annual Under Review 09/23/2008 Tview |
2007 New Entrant Complste 09/23/2008 | Wiew |

ViEW/PRINT YOUR REPORT

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

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

2. Click View/Print 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.

CoMPARING 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 Wrap up to eSign your report.

AMENDING A REPORT

Amending a report voids your last digital signature on the
OGE 450 report. You must digitally sign the OGE 450 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 450 report has
changed since it was last submitted.

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

1. On the Reports List Page, click Amend beside the
appropriate OGE 450 report.

2. Make the appropriate additions/corrections.

3. When complete, click Wrap-Up.

4. Submit and eSign your report.
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Reports List

Report Data  Attachments ‘Cnmmenls Flags Audit Trail View/Print Review Status Compare

Under Review - Alf X. Romeo, 2008 Annual OGE 450 Report
Add Comment

Comment on Report (Limit 500 characters)

Date: 10/28/2008 _ Author: &lf X. Romeo

Save cancel

Common Questions
@ what is the GGE 450
 Racard?
o When should 2

cornment be part of
the OGE 450 of

Security and Privacy Notice | Help | Accessibility | Developed by: CEGOM LOMG

S

i FY O
i
My Info | My Reviews | Admin | Management Reports | Resources /A v

SR 0g 0

Reports List

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

Complete - Myles Long, 2006 Annual OGE 450 Report
Comments

(listed in reverse order)
Author Comment | Line Comment
Author e Date T | Category
Lang, Myles Filer |09/18/2008| Report Supplemental | This is 3
supplermental
comment
entered after
the repart has
been
completed.
Add Report Comment

Common Questions

+ what is the difference
between a comment on
a Report and 2
comment an a line
item?

 What is the OGE 430 of
ecord?

« Glossary

ADDING REPORT COMMENTS

Comments can be added to specific line items or to the OGE 450
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

450 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

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC
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Reports List
Report Data |Attachments| Comments Flags Audit Trail View/Print Review Status
Complete - Myles Long, 2006 Annual OGE 450 Report
Attachments .
* May [ submit rmy
broker's statement
instead of entering
each stock and mutual
Date - fund separately?
Attached [OFiginator|  Type Name Category |Notes I
[Replace
09/15/2008 |Long, Myles |Job Description |supplemental attachment.coc | Supplemental [Dsiste |

Add Attachment
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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.
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