MANAGING ASSISTANTS
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T FDM legal reviewers can appoint an assistant to help monitor

disclosure reports in FDM. FDM reviewer Assistants are generally
paralegals appointed by a Senior Legal Counsel in the system.

Reviewer assistants can perform the same functions as the FDM
° reviewer they assist with the exception of eSigning a report.
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Filer Assistants

Some Filers take advantage of a feature to appoint one or
more Filer Assistants to start or draft the report for the Filer.
Assistants may create, view, edit, delete reports in Draft state,
and only view other reports. Assistants may not submit a report
nor make any changes after a Filer has submitted (eSigned) a
report. Only Filers may amend reports (those a Filer first eSigned,
then amended).
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2. Click Add Assistant in the appropriate section.

Note: The Add an Assistant search, searches within the Global
Directory Service.

3. Type at least three letters of the Last and First name or use
their e-mail address and then click Search.

; e Note: For better results, enter an e-mail address when possible.
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display multiple people with the same name, ensure you
select the proper person to add.

Add a SF 278 Filer Assistant

Instructions: Use search criteria to find your SF 278 Filer Assistant
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When removing an assistant in FDM, the assistant is only
removed as your assistant in FDM. They are not removed from
the system.

1. On the My Assistants page, click Remove beside the
appropriate Assistant’s name.

2. Click OK to remove the assistant’s name from your list.

The removed Assistant receives an e-mail message indicating
that you removed them as your assistant in FDM.
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