KEY FEATURES - FILERS

This guide will give you a brief overview of some of the main features and components of the Financial Disclosure
Management (FDM) system. Separate Quick Reference Cards will give you a more in depth, step-by-step look at the
various processes contained within FDM.

The functions of the FDM System are personalized to your FDM role giving you instant access to relevant data. All
FDM functions are organized into separate tab categories. FDM has two main tabs for Filers, My Reports and My Info.

Financial Disclosure Management Accessing FDM

Login using your CAC Before you can log in to the Financial Disclosure Management

system (FDM), you must be a registered FDM user. Simply type in

Welcome to and OGE 450 Financial Disclosure Reports

Forgoiiour SAE JUE AL https://www.fdm.army.mil into your browser address bar and then
Fi | Z L " d-and Login using your CAC . = .
e et miopaso, e e o oo g | | click the Login button on the left side of the page.
reviewing, and managing of required financial disclosure reports. 1t

is @ secure, limited access information system. By using it and Forgot your CAC PIN?

entering your financial information you acknowledge that -

guthorized users may wiew your information. Authorized users or USIng YOur CAC

include your report review chain, assistants you appoint, and FDM Login with User Name

administrative personnel. All such personnel are bound by law,
: o ¢

regul Login Using: [rmy-4K0 s If you have a CAC, click Login (Login Using your CAC) on the
ith:
persor) Login with User Name e | user Name: FDM Login page.
User Name: I—IZ Using Your User Name and Password
..., | Password: e ey You can also access FDM by typing in your User Name and
Unautherized st i may be punishable under the Computer Fraud and Abuse Act of Password* Be SUre to select your approprlate aUthentlcatlng

source/user directory from the Login Using drop-down.

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

Note: *Your User Name and Password are typically your network
login information.

T My InfoT Resources 3 L /A

T — My REPORTS

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

My Reports is the main work area for filers where they can
Year| Reporting | Org | CurrentDue create and manage their disclosure reports.

Start This
\M 2009 Annual AMC1 | 02/17/2009

¥ you may find it helpful to have the following information
to prepare your report.

Reports Not Started)

+ élggpbyegcf]rgur previous OGE 450 (if you have OGE 450 and 278 Filers and Filer Assistants are directed to

& Tax retum Reports Not Started tab when they have been assigned to create

B sl fund statements a disclosure report in FDM. This page is the where Filers begin

MG n O e sl L creating financial disclosure reports. Once a Filer or Filer Assistant

M E TR L DICEE AT starts an assigned report, the report will move from the Reports
B Not Started page to the Filer’s Reports List page.

Reports List

The Reports List displays any reports you already have in
FDM. OGE 278 and OGE 450 Filers and Filer Assistants can opt

f s o . . L.
My Info | Resources 5 a%,\,L/ R to create a different report than the one assigned, by clicking
Reports List Reports List tab.
Welcome L X. Hamilton_22
ommon Qu ons . . .
+ Aol incumbent SF 275 Reports e due 15 Har. o et ot i The Reports List is where any filer would go to amend a
¥ Annual Post-Employment Certification is completed concurrent with SF 278 E:ﬁ,}i?ﬁ';"?;;t report that iS undel’ r'evieW,

submission online. Hotification?

¢ Is there a "combat

4 To start a new SF 278 report dick "Add New Report”. z0ne extansion” for Filer Assistant’s begin creating financial disclosure reports

I h |
4 To work on an existing report select a report from the table below. SRR Ui S

T from the Assist Filers page. If a Filer Assistant has more than one
Notification? ) ) )

SVEEE Renae —— filer, they can select the Filer through a drop-down list on the

Year Reporting Status Review Status Last Updated pa ge *

2009 Incumbent Under Review 04/08/2009 A:‘:d

2008 Incumbent Complete 04/08/2009 View

2007 Hew Entrant Complete 04/08/2008

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

My Info | Resources

Reports List

Vi~ ..

Welcome P X. Jays_1
¥® Annual OGE 450 Reports are due 15 February.

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

My OGE 450 Reports

¢ What is the FOM 24507

4 Why must I file this
report?

4 How is the information
that I report used?

4 Who may see my

report?
=3| Add New Report 4 How is my finandial
information protacted?
Year | Reporting Status | Review Status | Last Updated
= © The OGE Fu‘rm 450
reporting rules
2009 Annual Draft 04/08/2009 |55 changed in 2006.
What are the changes?)
Amend|
2008 Annual Under Review 04/20/2009 o | < What are the reporting
= rules for the OGE 4502
2007 New Entrant Complete 04/20/2009 View | & Is there an extension
for service during 2
period of national
emergency or in a
I
My InfuT T AdminT Ethics TrainingT Management RepnrtsT Resources oq O
Review Reports
Ranart Andit . . N Previnng
Data Attachments Comments Flags Trail View/Print |Review Status| Compare Reports Note

Complete - L X. Hamilton_22, 2008 Incumbent SF 278 Report

Review Status
Senior Legal Counsel o How DoI...

Report Progress Due Dates & Extensions
Assigned: Yes Current Due Date:  05/15/2008
Filer Started: 04/08/2009 Report Due Date: 05/15/2008
Filer eSign and Submitted: 04/08/2009
Amended: View/Edit Due Date & Extensions
Submitted for Certification: 04/08/2009 Mo extensions have been recorded.
Completed: 04/08/2009

Disclosure Report Reviews

Review Chain Audit Trail
Reviewer | Currently Assigned . Reviewer End - -
Role Reviewer T T Reviews |2Signed/Signatures

Supervisor Winnie X Bago B | Organization

Supervisor SLC | Gladys X Frydey B |Organization

Ethics Jays 17, P X. 5=

Counselor Sledd, Bob X. =

Ethics Sledd, Bob X. =

Counselor

Assistant

Senior Legal Gladys X Frydey B |Organization

Counsel Jays 17.P X, =

Ethics Sledd, Bob X. =

Counselor Sledd, Bob X. =]

Ethics

Counselor

Assistant

DAEQ Adam X Baum B |Organization | 04/08/2000 | 04/08/2000
Baum, Adam | Baum, Adam X.
X DAED
DAEO

¢ What is the differencel
between Review Date
and Signature Date?

¢ What is the Amended
date and how does it
differ from the
Submitted Date?

4 When should an
Additional Reviewer b
added?

4 Glossary

Report Data

Report Data is the main area used for preparing a financial
disclosure report. Filers and their Assistants can access Report
Data by clicking View, Edit or Amend beside a financial
disclosure report on the Reports List page.

Other useful Report pages are:

Within Attachments, a Filer can add,
replace or delete attachments and
Reviewers can view any associated
attachments. Attachments can also be
added to a report after the report is
complete.

Attachments

Within Comments, Filers and Reviewers
can record their comments on a financial
disclosure report. Filers can edit
comments if the financial disclosure
report has a draft status. Comments can
also be added to a report after the report
is complete.

Comments

Within Flags, Filers and Reviewers can
review any financial disclosure report
flags, to note any missing or invalid
information.

Flags

The Audit Trail tracks and time stamps all
changes made to the report.

Audit Trail

Within View/Print, a Filer or Reviewer
can view and print a financial disclosure
report, flags, comments, job description.

View/Print

Review Status page shows the progress
of a financial disclosure report, which
includes signing status, a list of assigned
reviewers and their role as well as their
review and signature date.

Review Status

In FDM, you can easily compare changes/
differences between a prior report and
the current report. This feature is only
available if you pre-populated from a

Compare

previous report.
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My INFO

The My Info tab provides you access to manage your contact
preferences, specify Assistants and view your FDM roles and
My Reports | [ Pesmerees related org units.

Contact Info
Contact Information
Last Name: [Lee |
First Name: [Brock |
middle Initial:
Grade: (Enter grade as ©O7, G513, etc)
5 o s D D o S ) (s St ST 6 R eEhees Contact In fO rma ti on
Address Line 1 : |acer ]
address Line 2 : [adar2 | coprionan The Contact Information page contains your personal contact
Cite/orovince oy information, such as e-mail address, phone and mailing address.
ate : A -
Country: T Information on this page can be updated and saved at any time.
Zip code: (o000 | -[oome ] cetprs cpuonats This page displays the first time a FDM user logs into the system
Telephone: o -
e-mail: [_mciame_S@us army mi I for editing and/or verification.
Confirm e-mail:  [s_sdams_S@us army.mi |
My Assistants
1 1 ' U i 1 UUY ) ) .
Use the My Assistants page to appoint an assistant to help
My Reports Resources og . . . .
e assicant : with the report creation process. Filer Assistants can only create
Ssistants . . .
! . a draft report for the Filer’s they are assist. They cannot eSign or
Under Review - Brock Lee, 2008 Incumbent SF 278 Report . .
My Assistants amend a report for a filer in FDM.
¢ What can an Assistant
dao?
My SF 278 Filer Assistants :
¢ Who are the "Legal
Reviewers in my reyview
=] add assistant ahe 7
Lyans, Dan D. P el
My Profile
¥ The My Profile page displays your FDM roles, Org Unit
ST Janddd NS relationships, and Assistants, if any. Displays information about
firikopoits Resources 0g 0 your FDM role and identifies which org units you have access to by
My Profile FDM role
My Profile Note: For more information about editing your logins in FDM,
please see QRC Login Credentials.
Edit Logins Audit Trail
General Org Unit Information
My Roles
I am a member of Org Unit OGC/RC
& 278 Filer
As 278 Filer, T have...
Lyons, Dan D, as SF278 Filer Assistant
Security and Privacy Motice | Help | Accessibility | Developed byt CECOM LEMC



https://www.fdm.army.mil/documents/FDM_QRC_Login_Credentials
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