REVIEWING AN OGE 278 REPORT

The review process begins in FDM when the reviewer receives an automated e-mail message indicating that they can beg
review process. In the Department of Defense (DoD), the Joint Ethics Regulation (JER) 7-206 requires Supervisors review 278s
(except for Termination reports). Non-DoD agencies using FDM need not use the Supervisor role in FDM 278.

This QRC highlights select reviewer features in FDM. 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. 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.

Normally the Filer or another reviewer will cause FDM to e-mail a notice that an 278 is ready to review. That e-mail should
contain instructions to login to FDM, https://www.fdm.army.mil, and go to the My Reviews | Review Reports tab, Worklist
View. There, either change or accept the default settings and click on Search to see all reports ready for your action in any of
your FDM role(s).

LOCATING 753 REPORTS TO
REVIEW

FDM has two Reports List views Org Unit and Worklist. The
Worklist is the default view for all FDM reviewers. OrgUnit View
Mode lists disclosures by Org Unit. Most reviewers will use FDM’s
Worklist to see which reports are ready for review.

| [ Admin | Cthics Training | Management Report= | Resources I/ ¢ L0
Review Reports

e ey r— 1. Click the My Reports | Review Reports tab.

Using the Worklist

o] [ass] 2. In the Search area select the following and click Search.
- ROLE - Supervisor, SLC or DAEO

- FORM TYPE - 278

My Kole: Semior Legal Counsel

Yes | 2zeflerz. clo x| cl0 2010 | Incumbent [ Complete o 10/0s/2010

- YEAR - the report year
- REPORTING STATUS- All
- REVIEW STATUS - Under Review

o 278Flers, CI0 X | CI

Yes | 278Fiers, Demo

e SF278| 2010 | Incumbent | Rogar

T - ACTION - eSign

Note: The Action setting narrows the display to only reports ready/
available for your eSign action.

Continue to the Reviewing a Report section.

=t I R T e e s Using Org Unit View

Review Reports

Rcvicew Rcports - Org Unit View Modc

Use the Org Unit view to list reports by Filer Org Unit.

1. On the Review Reports page, click Org Unit View.

2. Check the Role box and ensure you are in the appropriate
role, i.e., Supervisor, SLC, or DAEO.

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

4. Select Show My Filer’'s Reports to see a listing of all of the
reports you are responsible for reviewing.

5. Under the Search area, select the following and click Search.

| sr278| 2010 o |10/05/2010
5 criers ciox|me | Sumeeroc | o - FORM TYPE - 278
ves |2z8Fien. crox|cio OC. | sra76| 2010 | meumbent | NOE,

YEAR - The report year

REPORTING STATUS - All
REVIEW STATUS - All
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My Info Admin | Ethics Training | Management Reports | Resources:

Review Reports.

Report Data Attachments Comment ts | Flags| Audit Trail View/Print Review Status Compare Previous Reports Notes

Under Review - Marty Graw, 2009 Incumbent SF 278 Report

Common Questions

Red Flags

Transactions

Asset Name. ‘ Type of Asset | Owner|

Type of
reypeof | |Date|Amount

Divest|

Beach Renta|, Long Beach
Isand, NJ, USA

# The Date of the transaction is required when reporting a single transaction.

Real Estate

Joint

Purchase

4 An Amount is required when reporting a transaction.

Joint ‘Sa\e

Charbtte Russe Hokding Seearg e P

4 The Date of the transaction is required when reporting a single transaction.

¢ An Amount is required when reporting a transaction.

Gifts |
‘ & The Gifts section of the report must be filed out by flers with Incumbent reporting status. ‘

My Info Admin | Ethics Training | Management Reports | Resources.

Review Reports

Report Data Attachments Comments Flags Audit Trail View/Print Review Status |Compare| Previous Reports Notes

Under Review - Marty Graw, 2009 Incumbent SF 278 Report
Disclosure Report Comparison

e [Commiet 2008 et \

[Comparizon pate [February 25,2008 16693 |

=

changed T2 | Added ® | peleted ® | unchanged ¥

Assets

0
Other Income: 0 0
Lizbilties 0 1
0 [
0 0

Agreements
Posttions

1
3
2
1
1

Current to Previous Disclosure Totals

Current Disclosure Report

Previous Disclosure Report

Transactions
Gifts 0 2
Compensations = =
ok reported

Legend
& strke through = Change  ® & faded toxt = Delete @ & blue text= Added

REVIEWING A REPORT

Depending upon the filtering criteria you select, all reports
that have been signed and submitted by your assigned filers are
displayed.

Reviewing Options

- Use End Initial Review to signify that you have conducted
an initial review of a financial disclosure report.

- Use eSign when you have completed your review and are
confident there are no conflicts of interest.

- View allows you to review the financial disclosure report
online.

- Submit to DAEO - The Submit to DAEO button does not
display until a FDM Supervisor and Senior Legal Counsel
reviews and eSigns an OGE278. A DAEO or DAEO EC will
not be able to eSign and complete a disclosure report until
it has been submitted to DAEO. However, a DAEO or DAEO
EC can “pull” a report forward for their review if necessary
by clicking Submit to DAEO button when necessary.

- Assign/Remove Assignment - A reviewer has the ability
to assign a report that has been started/submitted or
remove a report assignment.

1. Click View beside the appropriate report. The Getting
Organized page is displayed for the 278 report you are
reviewing.

Reviewing Report Flags

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.

2. Click Flags.

3. Review the report’s flags. When complete, click either
Report Data to return to the details of the OGE 278 you are
reviewing or View/Print to view and print the financial
disclosure report form.

Comparing Reports

Reviewers can easily compare changes/differences between a
prior report and the current report. The Compare feature is only
available if the Filer prepopulated from a previous report.

4. Click Compare.
5. Review the report changes.
6. Click Report Data and then eSign to eSign the report.

Note: FDM reviewers (i.e., supplemental or additional) can request a
copy of a Filer’s previous report for comparison. To request a copy
of a Filer’s previous reports, click the Previous Reports tab and
then click Request a Copy. E-mail requests are automatically
sent to the Filer’s current organizational legal reviewers.

Reviewing an OGE 278 Report 2
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My Info Admin | Ethics Training | Management Reports | Resources poa

Review Reports

Report Data| Attachments Comments Flags Audit Trail View/Print Review Status Compare Previous Reports Notes

Under Review - Marty Graw, 2009 Incumbent SF 278 Report
Add Comment

Common Questions

o What s the SF 278 of

Transaction Record?

Asset Name [ Type of Asset | owner [ Type of Transaction | Date | Amount | Divest |
[Beach Rental, Long Beach Isand, 10, UsA | Real Estate [somt_[purchase 1 |

4 When should a
comment be part of
the SF 278 of Record?

% Glossary
Comment on Transaction (Limit 500 characters)
Date: 02/27/2009 Author: Eileen Left

SF 278 of Record: [ (include ss part of SF 278 of Record)
|Please add date and amount of this transaction.

(453 Characters Remaining of 500)

Security and Privacy Notice | Help | Accassibility | Developad by: CECOM LCMC

Q al U 0 - anage
My Info Admin | Ethics Training | Management Reports | Resources 00

Review Reports

nnnrll)m‘ Attachments Comments Flags Audit Trail View/Print Review Status Compare PreviousReports Notes

Under Review - Marty Graw, 2009 Incumbent SF 278 Report

Getting Startad | [ Aesets | [ othar inome | | Transations | [ G ot | [ Usbiies | [ Agresmants | [ porors | IRV
Reviewer's Wrap Up
Common Questions

This report is under review. The next steps to finish the review of this report are: o whatem1
etermining vhen
reviewing a Filer's
& Review the report's flags. financial disclosure
# Click "Continue” to proceed to the report's Review Status.
© Complete your review.
© eSign the report if you are a designated signer.

© Notify any subsequent reviewers.

© Gloszary

Security and Privacy Nofice | Help | Accessibility | Developed by: CECOM LCHC

a al U 0 - anage
Admin | Ethics Training | Management Reports | Resources 0g 0
Review Reports

Report Data Attachments Comments Flags Audit Trail View/Print |Review Status| compare Previous Reports Notes

Under Review - Marty Graw, 2009 Incumbent SF 278 Report
Review Status

@ How Dor.. =
be

[l senior Legal Counset
Report Progress Due Dates & Extensions

) Current Due Date: 05/15/2009

Assigned: Yes £k
Report Due Date: 05/15/2000
Filer Started: 02/26/2000
Filer eSign and Submitted: 02/26/2009
e No extensions have been recorded. © Gloszary
Submitted for Certification:
Completed:
esign| | End Review
Disclosure Report Reviews

Show Review Chain Controls | | Review Chain Aucit Trail

Reviewer Role | Currently Assigned Reviewer | Notify | Reviewer Type | End Reviews | eSigned/Signatures
Supervsor Warren Peace & | organzztion 02/26/2009  |02/26/2009

Peace, Warren | Peace, Warren
Supervsor | Supervior

Supervsor SLC Eieen Left & organization
Senor Legal Counsel | Eleen Left | organization
DAEO Paige Tumer =0 organzztion

Report Data

Reviewers may click Continue and advance through the OGE
278 section by section if desired. The advantage of this approach
is that you may add an individual comment to a specific item.

7. Select the appropriate report data sections and make any
necessary comments.

Comments

Comments can be added to specific line items or to the 278
report overall as substantive or non-substantive comments. A
comment should be included as part of the 278 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 278.

Comments and attachments can also be added to a report
after the report is complete (see Supplemental section.)
Adding a Line Item Comment
8. Click Add Comment beside the appropriate line item.

9. Review any existing reviewer or filer comments.

Note: Only select, Include as part of the OGE 278 of Record if you
want to include this comment publicly with the financial disclosure
report.

10. Type your comment and click Save.

Adding a Report Comment

11. Click Comments in the Review Reports submenu. The
Comments page displays.

12. Click Add Report Comment.

13. Type the appropriate information and then click Save.

eSign
14. When you have completed your review, click eSign.

15. Click Continue.

eSigning an OGE 278

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

16. On the Review Status page, click eSign. A message displays
confirming your review.

17. Click OK.

18. Click eSign. An e-mail message is sent to the next set of
reviewers indicating that the report is awaiting their review.
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| T T Adrmin | cthics Training |

Review Reports

Seaer]

NI/

&

[Report Data || Attachments ][ Commen =] [ Flag= || Audst Tran || view print | Review Status || Previous rReports ||

Report
Review Status

tM| senior Legal Counsel

— Report Progress

Due Date & Extensions
Current Due Date: 08/14/2010

Assigned: No Assign
10/07/2010

Filer Started:
i 10/07/2010

Filer eSign and Submitted:

Amendead:

Submitted for Certification:

Completed:

Request Filer Amend

| [£nd initiat Review| [sSign
Disclosure Report Reviews

Show Review Chain Controls

Review Chain Audit Trail

End Initial

Notify Review Dates

= esigned/Signatures|
Type gaed/So
Organization

Role Reviewer
Public X =
o

Supervisor

Supervisor SLC| Brock X Lee
Brock X Lee

Organization

Organization

Senior Legal
nsel

B BE

DAEC CIO D DAEO Organization

Under Review - CIO X. 278Filer4, 2010 New Entrant (08/14/2010) SF 278

Common Ques

Statue|[rrevious weports || notes.

(08/14/2010) SF 278 Report

(3952 Cliaistturs Rursiving of 200003

[=Back )

Ending Initial Review

A reviewer can End Initial Review indicating that they have
conducted an initial review of a financial disclosure report. Ending
Initial Review is not the same as eSigning a report as it does not
sign the report. You can still add comments to the disclosure
after you have ended your initial review.

19. On the Review Status page, click End Initial Review. A
message displays indicating that if the filer amends this
report you will need to review the report again.

20. Click OK to end your initial review. The Review Status page
is displayed.

Note: The Days in Review counter does not stop when a reviewer clicks
the End Initial Review button. Days in Review only stops after a

certifying authority eSigns and Completes a report.

Request Filer Amend a Report

DAEOQOS and Senior Legal Counsels can request 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 prepopulates into an e-mail that
the reviewers sends to the filer through the reviewer’s e-mail
application. Once the reviewer clicks Request Filer Amend, the
report is only accessible on the Manage Exceptions page.

Note: Legal Reviewers can only request an amendment if the report has

a status of Under Review.

21. On the Review Status page, click Request Filer Amend. The
Add Report Comment and Note page is displayed.

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

23. Click Continue. Your e-mail client opens with a default
message to the Filer about amending their report in FDM.

24. Click Send.

Determining if an Amendment was Requested

The Notes column on the Manage Exceptions display of
reports will reflect the most recent Note on a report. If that is the
“amendment requested” note you will see it as shown below. To
determine if an amendment was requested for a specific report:

25. Go to My Reviews | Manage Exceptions.
26. Click View beside the appropriate report.
27. Click the Comments tab to review the amendment request.

Note: A report that has an Amendment Request will remain on the

Manage Exceptions list until the report is certified in FDM.

Reviewing an OGE 278 Report 4
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Notes

The Notes tool allows reviewers to attach an electronic
“post-it” note to indicate that there are items within the filers
report that require a follow up before the report can be certified.
P i M Once a Note is added, the report moves from the Reports Worklist

Review Reports

e e T e e e s ]| to the Manage Exceptions List. TTo add a Note to a Filer’s report.

Under Review - Marty Graw, 2009 Incumbent SF 278 Report
Notes

- 28. Select the Notes tab.

otz for follow-up action or other use 3 you review this repart

———————— 29. Click Start/Add More Notes.

Instructions: Us this page o ma

Notes have been created.

Notes:  (Limit 10,000

[272772005 Ly Lo, Eieer

30. Type your note and click Save. A message is displayed
indicating that this report moved to the Manage Exceptions
List.

31. Click on Back to return to the report.

Note: Although you can eSign a report with an open note, it is a good

business practice to close or delete the note before you eSign and
Complete.

(9524 Charactars Remaining of 10000)

Closing and Deleting Report Notes
To remove a report from the Manage Exceptions list, a 450
Certifier can either close or delete the existing report note(s).

- Closing a report Note indicates that the report is ready for
final review.

- Deleting report Notes, removes all report Note text.

VIEWING/PRINTING A REPORT

Executive Branch Personnel PUBLIC FINANCIAL DISCLOSURE REPORT
CURR R REVIE

ENTLY UNDE

wh R aESee Nrh i e At any time, you can view and print a financial disclosure
oroiz001 ey TP 2008 e n tan 30 days

Tast Rarue [Firsc o anc e kot s required iobe
Reporung, Name o Very e thelast oy o he report'

. ‘period, shall be subject

e PS—— oo Reporing Periots 1. Click View beside the appropriate report on the Review
oot ; S | i e :
bt e e Reports | Reports List page.

year up 1o the dite you . Partllof
Sechedulz D & not applicabe

Tite of Psition(s) and Datets) il

Termination Filers: The re

2. Click View/Print and then click View/Print again. The

o
T s
at the date of ermination, Part llof . . . .
e vatoe et e uppe e 2 L CON T Comt o Gt Mo o e oG5 G e G S & i . report displays in a separate browser window in PDF form.
0 Feneis Eoaltrmation | O O Nominees, New Eatrants and
Condldstes for Drestdent and
divideal ite (Moneh, Dy, Year) L o . - -
T Y, e . HINT! You may open the disclosure report on the View/Print tab and
Marty Graw 02/26/2009 -
oD e R S then move to the specific Report Data section of the report (click
Odmbrian (e T #1 daysaf the dare of fikng, . .
T chedate -t i Report Data, then click the Report Progress Bar section, e.g.,
A e [o s i e s e e O s g, O, 269 )Z”‘:ﬁ%"’i%;l?“; Assets, Other Income) to advance to a specific section of the OGE
oftedazef o 278) to add a comment or check Flags.
ot S e o, 5, e Sehedute € Pt e o
Cornme e by b
po— sttt i steet) O gt i o

[ |— Printing a Report
i cansons 3. Print the PDF form by selecting File | Print and then click

User ID: EFE4FA2FBSS0CT04 0GE Use Only

(Coeck s comments s comumses s o st ] Print.

YATE 0010708484
Ao 101 G

e . number of days

Supsrasdes Prar kit Whkh Camnat b Lhed.

CURRENTLY UNDER REVIEW o

Reviewing an OGE 278 Report
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Financial Disclosure Management

RO ... ciice raiimn | Manonement ieports

Filers Manage Exceptions

Review Reports - Worklist View Mode

Common Questions

¢ What doss it mean to
"End Review'?

%Drgunﬂ View Mode

end R
[ Search ¢ What does Amanded
My Roles: Form Type: Year:  Reporting Status: Review Status: _Action:
[ senior Legal Counsel 1| [ALL  v] [ALL | ] [a [ ] i

" Prograss mean?

Starts With: Last Name: First Name: # Howdo [ see the
& | I J e 11 hace mora

than one role in FOM?
| Search | | Reset | ¢ What does Complete
Report mean?

o Glossary

Ttems per page:

o Under Review
Yes |G, Marty | CERDEC | G222 SF278 (2009 Incumbent | Amended 4
02/27/2009
Yes | Graw, Marty | cerpEC |BERCE: SF278 [ 2008| Incumbent: | Complete 02/26/2009

SF278 2009 | Incumbent | Not Started

Ttems per page:

Report Data  Attachments Comments Flags [Audit Trail| View/Print Review Status Compare Previous Reports Notes

Under Review - Marty Graw, 2000 Incumbent SF 278 Report
Audit Trail

orger)

Date Role Event
02/27/2009 16:34 | Reviewer | Left, Notes closed
02/27/2009 16:33 | Reviewer | Peace, Warren | E-Signed
02/27/2009 16:33 | Reviewer | Peace, Warren | Ended Review
02/27/2000 16:33 | Filer Graw, Marty E-Signed
02/27/2009 1G:33 | Filer Graw, Marty Recertified Report
02/27/2009 16:32 | Fier Graw, Marty | Edited Transaction
02/27/2009 16:32 | Filer Graw, Marty Edited Transaction L ]
02/27/2000 16:32 | Filer Graw, Marty Amended Report.
02/27/2009 1G:30 | Reviewer | Left, Eileen Ended Review
02/27/2009 14:56 | Reviewer | Left, Eileen Notes created
02/27/2009 14:03 | Reviewer | Left, Eieen Added Comment [ViewEvent
02/27/2000 12:56 | Reviewer | Left, Eleen | Added Comment [ViewEvent]
02/27/2009 13:43 | Reviewer | Tuiner, Paige | Relumned Lo Under Review fiom Submilled Lo DAEO
02/27/2009 13:23 | Reviewer | Turner, Paige | Submitted to DAEO without required signatures
02/26/2009 09:09 | Reviewer | Peace, Warren | E-Signed
02/26/2009 09:09 | Reviewer | Peace, Warren | Ended Review
02/26/2009 00:08 | Filer Graw, Marty E-Signed
02/26/2002 09:08 | Filer Giaw, Marly SubrriLled Reporl
02/26/2009 09:06 | Filer Graw, Marty Created Report.
ancial U osure Manaqe
My Info Admin | Ethics Training | Management Reports | Resources 0g 0
Review Reports

Report Data Attachments Comments Flags ‘Alldil Trail‘ View/Print Review Status Compare Previous Reports Notes

Under Review - Marty Graw, 2009 Incumbent SF 278 Report
View Audit Trail Event

Edited Transaction

After
Asset Name: Typeof | oumer|  Tvpe of Date Amount | Divest,
Asset Transaction
Beach Rental, Long Beach Isnd, NJ, $15,001 -
A RealEstate  |Joint | Purchase 03/03/2008) %5y

Before
[ Asset Name [Type of Asset|Ouner Type of Transaction| Date| Amount [Divest|
[Beach Rental, Long Beach Isand, 1L, USA |RealEstate _|Jont | Purchase | [

Re

wing an OGE 278 Report

ReEVvIEWING AN AMENDED OGE 278

Once a Filer “amends” a report, you will receive an e-mail
notification to again review it and record your eSignature.

1. On the My Reviews / Reports List tab (or if the report has a note

attached, select My Reviews / Manage Exceptions), under the
Search section, select the Role, Form Type, Year, Reporting
Status, Review Status, and Action or search by Filer Name.

2. Click Search. Results from your search criteria are displayed.

Crossed out Review Dates indicates that the report was amended
and needs to be reviewed once again.

3. Click View beside the appropriate report.

Audit Trail

Review the Audit Trail to review report events and to verify if your
recommended changes where made by the Filer.

4. Click Audit Trail. The Audit Trail page displays.

Reviewing a Report’s Events

5. Click View Event beside the revised line item.

Reviewer’s eSign
6. Click Report Data and then eSign to record your review.
7. Click Continue. The Review Status page is displayed.
8. Review the report and signoff progress.

9. eSign the report.

Submit to DAEO

10. If you are an SLC and have eSigned, the report is automatically
Submitted to DAEO and the DAEO receives An e-mail message
is sent to the DAEO advising that this report is ready to be
complete.

Note: Further changes by the Filer are prevented once this option is selected.

To view other training materials, click on https://www.fdm.

my.mil/learnin nter/learnin nter.htm
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My Info [ My Reviews | Admin | Management Reports | Resources 7, | ol 0g0

Reports List
Report Data Attachments

« Q D ’, anaqge

Comments| Flags Audit Trail View/Print Review Status

Complete - Myles Long, 2006 Annual OGE 450 Report
Comments .
+ What is the differance
betyeen 2 corament on
2 Report and 2
comment an a line
item?

(listed in reverse
Comment
on

| arder)

Author|
Role

Line
Item

Author Date category ':D'T“E':f“t

Long, Myles Fler [09/18/2008| Report Supplemental| This is a
supplemental
comment
entered after

the report has

+ What is the OGE 430 of
Record?

Edit Comment

4 Glossary

een
campleted.

Add Report Comment

Security and Privacy Notice | Help | Accessibility | Developed by: GECOM LGMC

S ‘);_é
e
Management Reports | Resources 37 &Y g

Comments Flags Audit Trail View/Print Review Status

My Info | My Reviews | Admin
Reports List

Report Data | Attachments

Complete - Myles Long, 2006 Annual OGE 450 Report
Attachments

Common Questions

in ing
each stock and rautual
fund separately?

Date -
Attached 9

Type Name Category |Notes

o Ellszery
[epioce ]

Delete

02/15/2008 Long, Myles | Job Description |supplemental attachment.doc |Supplemental

Add Attachment

Security and Privacy Notice | Help | Accessibility | Develaped by: CECOM LCMC

My infa Admin | Mana aemenr e parrs | Recourcas

Manage Exceptions

Reports that need special Actlon

cawenl| (ese|

Daltimere
=)

sl Aannual

Balimore
B Annual

Mow
Entrant

Items per page:

SUPPLEMENTAL REPORT
COMMENTS AND ATTACHMENTS

At times, reviewers may want to include additional report
information even after the report review is complete (e.g. a
disqualification, an ethics agreement.) In FDM, Supervisor reviewers,
SLCs, DAEOS and their ECs/Assistants can add supplemental 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
a 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
4. Click the Attachments sub-tab and then click Add Attachment.

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

Click Browse to locate the file you wish to upload and then click
Upload.

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

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 display on the Manage
Exceptions list if:

- OPEN NOTES - The Report has existing Notes or a National
Emergency/Combat Zone extension has been recorded for the report.

- LATE - The Filer has not submitted the report by the report’s due date.

- LATE - 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.

To complete your review of a report with notes from the Manage
Exceptions list:

1. Click Notes beside the appropriate report.

2. Review the existing notes. When complete, you can click either
Close or Delete Notes to indicate that the report review can
now be completed.

3. Click OK to the confirmation message.
If the report is ready for certification:
4. Select the Review Status tab.

5. Click eSign and Complete. Your review has been recorded.

Reviewing an OGE 278 Report 7



Financial Disclosure Management

vy Tnfo | Y Admin | Ethics Training | Management Reports | Resources \ L/ ¢ 1 [ U0 N
Review Reports

Report Data || Attachments] | Comments| | Flags || Audst Trail || View/ Print | [Review Status]| Previous Reports || notes |

Draft - OGC 278Filer2, 2010 Incumbent SF 278 Report
Review Status

Common Questions.
|o whai =
€ How DoI... -

— Report Prog

Due Date & Extensions 2
Current Due Date: 05/17/2010 |o whe
A

Assigned: Yes

ENer SYarted TOHOY(Eug View/Edit Dus Dats & Extansions| |o slossary

Fllekasioland Sabmitted: No extensions have been recorded.
Amended:
Submitted for Certification:

Completed:

Admin Closs | [Daiste| [Compists wie Signaturs|

Disclosure Report Reviews

Show Review Chain Controls | | Review Chain Audit Trail
5 End Tnital =
Role Reviewer L Type Review Dates [SSigned/Signatures
Supervisor Public X = Organization
o
Supervisor SLC| Brock X Lee = | Organization
Senior Legal Brock X Lee = Organization
unsel
LAEO L 8] X DAEQ = urganeation
g2 i =
My Info Admin | Ethics Training | Management Reports | Resources 55 IR -

Review Reports

Report Data HAttachments H [« H Flags ‘ ‘ Audit Trail H View/Print H Review Status H Previous Reports H Notes ‘

Draft - OGC 278Filer2, 2010 Incumbent SF 278 Report

Confirm Permanent Report Deletion - Warning

1
A Warning! You are about to permanently delete a report from FDM.
DELETED REPORTS CANNOT BE RECOVERED.

Review the retention rule in § 2634.603 Custody of and access to public
reports before permanently deleting the report from FDM.

Yes, permanently delete this report.

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

Cancel

DELETING A REPORT

DAEOQOS and their ECs can delete or remove 278 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 View beside the report you wish to delete.
4. Click on the Review Status tab.

5. On the Review Status page, click on the Delete button. The
Delete Confirmation page is displayed.

6. Select Yes, permanently delete this report checkbox and
then click the Confirm button.

The report is now permanently removed from FDM.
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