ReEviEwWING AN OGE 450

Reviewers use FDM to review financial disclosure reports efficiently online. FDM assists reviewers in identifying conflicts (or
potential ones) between a filer’s official duties and his/her private financial interests and affiliations. This Quick Reference Guide
highlights the key reviewer features in FDM. For example, the Compare feature highlights changes when a filer prepopulated the
current report from a prior one in FDM.
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Under Review - Ben X, 0'Drille, 2008 Annual OGE 450 Report
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REVIEWING A REPORT

Using FDM, reviewers can check reported financial interests
for completeness and identify any that may conflict with the
Filer's official duties. In addition, reviewers can check that a
report is administratively accurate and complete. The FDM’s
“Flags” tool helps prevent many common mistakes before the
Filer submits his/her report.

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.

- Assign allows you to assign a report that the Filer has
already started.

- Remove Assignment allows you to remove the report
assignment if it was assigned erroneously. If the report

Review Status is Not Started or Draft, the report is
removed from FDM when the assignment is removed.

1. Click View beside the appropriate report. The Getting
Organized page is displayed for the OGE 450 report you are
reviewing.

Reviewing Report Flags

Review any report flags to be sure all errors and omissions
are addressed. A yellow flag indicates that information is missing
but is not required in order to submit the report.

2. Click Flags.

3. Review the report’s flags. When complete, click either
Report Data to return to the details of the OGE 450 you
are reviewing or View/Print to view and print the financial
disclosure report form.

Comparing Reports

In FDM, you can easily compare changes/differences
between a prior report and the current report. The Compare
feature is only available if the Filer pre-populated 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.
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Report Data

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

My Reports | Assist Filers | My Info Admin | Management Reports | Resources og 0
Revievs Reports
Report patal Attachments| IR [ic=| | ucit Trail] [Visr/Print| [Ravizs stats | |Previous Reports Comments

Under Review - Ben X. 0'Drille, 2008 Annual OGE 450 Report
Comments

Common Questions

PR o “d";.m‘ i PO Ea— WmmT Comments can be added to specific line items or to the OGE
Lycns, DD, [Revewer | 10/0G/2008 | Repcrt Trere a3 rumer of [ 450 report itself as substantive or non-substantive comments. A
I | e comment should be included as part of the OGE 450 of record, if

met‘mmp'st‘vu‘ it is a substantive comment that provides additional information,

[ Edit Commant |

conficts of interest. . . . .
e ienen oliess a clarification, or a correction that materially affects the data
If the issues are unclear

slesse col me st o reported on the OGE 450 and should be available whenever the
certifiy your report until . .
S ssun are sdiressin report is reviewed.
Lyons, Dan D Reviewer | 10/03/2008 | Agreement | Krol You must also report:
e g s

e ot oo (I Comments and attachments can also be added to a report

section of your repart,

(A roport Comment after the report is complete (see Supplemental section.)

[View Agreement]

Adding a Line Item Comment

8. Click Add a Comment beside the appropriate line item.

9. Review any existing reviewer or filer comments.

Note: Only select Include as part of the OGE 450 of Record
if you want to include this comment as an official part of

the disclosure report. This function is only available for
450 Certifiers, their ECs and Assistants.

10. Type your comment and click Save.

AP OEN Adding a Report Comment
My Info Admin | Ethics Training | Management Reports | Resources \ | /' .~ -
Review Reports 11. Click Comments in the Review Reports submenu. The
Report Data || Attachments || Comments || Flags || Audit Trail || view/Print ]| Review Status || compare [ Previous Reports [[Notes| Comments page displays
Under Review - Cara X. Mello, 2011 Annual OGE 450 Report p g p y .

Getting Started | [ Non-Investment Income | [ Assets | [ Lisbilities | [ Outside Fositions | [ Agreements ][ Gifts |

Reviewer's Wrap Up

12. Click Add Report Comment.

This report is under review. The next steps to finish the review of this report are: ¢ Whatam 1

e 13. Type the appropriate information and then click Save.
% Click "%er\rt‘lr\‘:te; ‘S’zﬁrrsgaeeatn the report's Review Status. ::‘:;;;al disclosure
* eSlg: the report if yuu' are a designated signer. & Glossary

# Notify any subsequent reviewers.
Sign

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

15. Click Continue.

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

eSigning an OGE 450

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

oS Sromrr— Cvm— H i b meporte 16. On the Review Status page, click eSign. A message
Review]Reports displays confirming your review.

Report Data | Attachments Gomments Flags | Audit Trail  Yiew/Print [Review Status| Previous Reports

uUnder Review - Ben X. O'Drille, 2008 Annual OGE 450 Report

Review Status 17. Click OK.
‘

i

18. Click eSign. An e-mail message is sent to the next set of

Report Progress Due Dates & Extensions B B . . . e B .
Created: 10/03/2008 Current Due Date: 02/1542008 reviewers indicating that the report is awaiting their review.
Filer eSign and Submitted: 10/03/2008 Disclosure Due Date: 02/15/2008 when should =)

Amended: A Gio]
Completed: Mo sxtensions have besn recorded.

. Gloszan v

esign | [End Rewiew
Disclosure Report Reviews

Show Review Chain Controls | | Review Chain Audit Trail
: Assigned y Reviewer End 0
v /
Role Reviewer e Type Reviews 9
Supervisor Dan D Lyons B9 | organization
Supervisor SLC | B X Ross 4 =0 | Organization
450 Certifier |8 X Ross 2 6= | organization
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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.

Finunciui Discivsare Management

Request Filer Amend a Report

sienart it | Attachments || Comment<]| | e |

Under ieview - Raine X. Storm, 2010 Annual OGE 450 Report

450 Certifiers and their ECs 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.

10/04/2010
10/04/2010

Note: Legal Reviewers can only request an amendment if the
report has a status of Under Review.

P 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 Exceptioins display of
reports will reflect the most recent Note on a report. If thatis
the “amendment requested” note you will see it as shown below.
To determine if an amendment was requested for a specific
report:

e e R N R A T e TR )

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.
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My Tufu Adusin | Managsment Repurts | Resvurces 0g O

Review Reports

Report Data Attachments Commen ts Flags  Audit Trail View/Print Raview Status  Previous Reports |Notes

Not Started - Ty X. Coone, 2008 Annual OGE 450 Report

[ R T

Instructions: Use this page 10 make Notes for 1010w-Up SCUGN Or Other USS & YOu review this report

Notes  (Limit 10,000 charactars)

UrZ3r2U0E by HoSs_3, B A - [Filer Isted an asset: “Schwab IRA” without reporting its underlying holdings. Asked Filer to
e and adu Ui undorlyinw boluings usiig Schw b TRe - anderying BolUing Do
Euplaincd Filer should not report diversifiod mutual funds hold in thoir Schwab 1RA

9372 Characters Remainin o of 10000
<Dack Ciosotiotes ] [ Betsto riotes |

Date Received by

i 1732008

=Signed in FOM b
Ecn x. ODrile
Empluyee Signature  [User D 18D6B0D656480579

1n/=mInR

Part I: Non Investment Income
his report has no reported Non-Investment Income

Part I: assets

Asset Name Type of Asset Owener No Longer Held
. Family Dollar Stock, bond, aption or security ssif
B Metlife Incu Life Insurance (not term) Self

wiells Farga & Co (Nvse) Stock, bond, option or security seif

Part T1: | iahilitins
his fopur L has no repurled Liabilites

Part III: Outside Positions,
Organization

Type of Organization Position  No Longer Held

[ RAhirar for Humanity, Desan Ciry, M0, USa Nan-Brofit ar valiuntaer Oroanizatinn vnlunreer
@ The position provided is ‘Other
Part Iv: Agreements or Arrangements
Type of
Parties Apfecmentor  Terms ot Agreement or

Arrangement
L Kroll Inc., New York, Ny, USA Continuing participation in
employer's severance
plan for next 36 months

ust also report your
sSeverance Information as
receivabls in the Other Income
section of your report.

Lyons, Reviewer 10/3/Z008 darsement
Dan o

Reviewing an OGE 450 Report

Notes

450 Certifiers have the ability to attach an electronic “post-
it” note to a report to indicate that there are items that require
a follow-up before the report can be certified. Once a Note is
added to a report, the report is moved from the 450 Certifier’s
Worklist to the Manage Exceptions list. To add a Note to a Filer’s
report:

1. Select the Notes tab.
2. Click Start/Add More Notes.

3. Type your Note content and then click Save. The report is
now located on your Manage Exceptions list.

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

1. Click View beside a disclosure on the Reports List page.

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

Printing a Report
3. Select File | Print and then click Print
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My Reports | Assist Filers | My Info Admin | Management Reports | Resources

Review Reports

Review Reports - Worklist View Mode
. oraunit view Mode

— Search

My Roles:  Form Type: Year:  Reporting Status:  Review Status: Action:
Supervisor W] [ALL 1w [a ]| [a ]| [esin v

Last Name
Starts With: Last Name: First Name:

= | I |
search | | meset

5 printer-Eriend!

e

N in | My Review/
i } i porting v 2
assioned| Filera |Orq Unit|supervisor| E2EB |y, | Reportin Days in | MEssen
Status Date
My Role: Supervisor
[view |
. Under Review esign ]
Lyons, Dan
no | Sbdle. |Baltmore |Lvons. Dan | ogeasn |zons | annual Amended o 18/63/2008 | esign
en ¥ |RO o
a 1o Ij
Reviem

e e o

' al J D g anaqe
My Reports | Assist Filers | My Info Admin | Management Reports | Resources

Review Reports

Report Data Attachments Comments Flags |Audit Trail| Yiew/Print Review Status Previous Reports

Under Review - Ben X. O'Drille;, 2008 Annual OGE 450 Report
Audit Trail

Common Questic

+  Glossary
(listed in reverse order)

Date Role Name Event
10/03/2008 14:08 | Fier O'Drile, Ben X. |E-Signed
10/03{2008 14:08 | Fier O'Drile, Ben X, | Recertified Report
10/03/2008 14:06 | Filer ©'Drille, Ben X, | Added Income
10/03/2008 14:06 | Fier O'Drile, Ben X. | Amended Report
10f03/2008 14:06 | Reviewsr |Lyons, Dan D.
10/03/2008 13:50 | Reviewer |Lyons, Dan D, | Added Comment
10/03/2002 13:48 | Reviewer |Lyons, Dan D, | Added Comment
10/03/2008 13:42 | Filer O'Drile, Ben X. | E-Signed
10/03/2008 13:42 | Fier O'Drile, Ben X. | Submitted Report
10/03/2008 13:29 | Fier O'Drile, Ben X, | Created Report

Ended Review

Security and Privacy Notice | Help | Accessibility | Developed by: CECOM LoMC

REVIEWING AN AMENDED OGE 450
If a filer amends or changes the OGE 450 after your review, you
should review the changes and eSign the report again.

1. On the My Reviews / Reports List tab (or if the report has a
note attached, select My Reviews / Manage Exceptions),

2. In the Search area select the following and click Search.
- ROLE - Supervisor, 450 Certifier
- FORM TYPE OGE 450
- YEAR - The report year
- REPORTING STATUS- All
- REVIEW STATUS - Under Review
- ACTION - eSign

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

2. 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.

3. Click Audit Trail. The Audit Trail page displays.
Reviewing a Report’s Events

4. Click View Event beside the revised line item.

Reviewer’s eSign

5. Click Report Data and then eSign to record your review by
eSigning the amended report.

Click Continue. The Review Status page is displayed.

Review the report and signoff progress.

eSign the report.

© O N O

Click Report List to continue reviewing financial disclosure
reports in FDM.

Reviewing an OGE 450 Report
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SUPPLEMENTAL REPORT
COMMENTS AND ATTACHMENTS

ancia osure Manage s
LRy -

S [E R"p"r‘““: Admin | Manngcment fepore "%\V 08 At times, reviewers may want to include additional report
Report Data  Attachments |Comments] Flags Audit Trail View/Print Review Status information even after the report review is complete (e.g. a

Complete - Myles Long, 2006 Annual OGE 450 Report disqualification, an ethics agreement.) In FDM, Supervisor reviewers,

st i revmree e 450 Certifiers and their ECs/Assistants can add supplemental report
Author | Author] pate |Corment US| category | CommON® Fenl™ (| comments and report attachments once the report is complete.
Lang, Myles Filer |09/18/2008| Report Supplernental | This is a 2
il Hzgtecs=ll 1 On the Reports List Page, click View beside the appropriate OGE

entered after |[Edit Comment

- gl
the report has esean

450 completed report.

been
completed.

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

Supplemental Report Comments

Security and Privacy Notice | Help | Accessibility | Developed by CECOM LCMS

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

3. Type your comment and then click Save.

ancic osure Manageme P CE L
PR CoR— Gy ey %\T} At this point, you can edit the comment you just added or add any
y Info | My Reviews min | Management Reports | Resources 7, | g5 S 0g 0 .
Reports List additional report comments. Report comments cannot be deleted.
Report Data | Attachments | Comments Flags Audit Trail View/Print Review Status
complete - Myles LZ:tg, ﬁaos tﬁ\nnual OGE 450 Report Supp'emental Report Attachments
aenments
ke F: 4. Click the Attachments sub-tab and then click Add Attachment.
each stock and rmutual
atharined |Originato Troe ez ey [ | e 5. Select the Attachment Type and then type a brief description of
19/15/2008 |Long, Myles |1ob Description |supplemental attachment doc |Supplemental '1‘::’;" your file in the Notes field.
6. 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
Securi ity and Privacy Notice | Help | Accessibility | Developed by: CECOM LCMC attaChments or add a new attaChment'
Discla c pp— The Manage Exceptions tool allows 450 Certifiers to track Filer and
tcmina S T e Cuconions Supervisor Reviewer compliance and to manage reports that require
e SrorT T meea mhee Aeen any special action(s). Reports display on the Manage Exceptions list if:
i R
soavon | [moset | - OPEN NOTES - The Report has existing Notes or a National Emergency/

e 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
°°°°° o [ 2 2 (or re-submitted if their report in FDM) and the Supervisor has not
eSigned.

1to 4 ora

2021/2008 -
By Ross 2, 0

To complete your review of a report with notes from the Manage
T T 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 450 Report 7
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DELETING A REPORT

450 Certifiers and their ECs can delete or remove OGE 450
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.

e .l : - the report has a Review Status of Draft.
[Report Data || Attachments || Comments || Flags || Audit Trail]| View/ Print | [Rewiew Status || Previous Reports | Noted i i
Under Review - Cara X. :I:‘I’Iioe,vvz(;::“:\l:w Entrant OGE 450 Report - the report has a Review Status of Under Review.

5 [pp—— © rvowpor. .. IRt ) B

i o= i Note: Once a report is deleted from FDM, it cannot be
— Report Progress ————————————— Due Date & Extensions =

Assigned: Mo |aszian Current Due Date: 08/31/7010 recovered.

Filer Started: 09/02/2010

Filer eSign and
st 09/03/2010
Saboied No extensions have been recorded.
Amended:

To delete a report from the Reports Worklist View or Org Unit
view:

Completed:

[Admin cloee | Delete

: 1. Click My Reviews | Review Reports.

view =riy A== notry| Heyewer [ EnS | lesiancdss 2. In the Search area select the appropriate filers and click
Supervisor TraningFDM X Supervisor =4 Organization
R T T Search.
450 Certifier Toree X Vic = Organization
S— — 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.

Finunciul Jiscivsure Management

O
“\‘:(.
Admin | Ethics Training | Management Reports Resnur(es\JI/

R oo 6. Select Yes, permanently delete this report checkbox and
Report Data H Attachments H Comments H Flags H Audit Trail H View/Print ” Review Status ” Previous Reports ” Nntes‘ . -
Under Review - Raine X. Storm, 2010 Annual OGE 450 Report then click the Confirm button.

Confirm Permanent Report Deletion - Warning

The report is now permanently removed from FDM.
g Warning! You are about to permanently delete a report from FDM.
DELETED REPORTS CANNOT BE RECOVERED.

Review the retention rule in § 2634.604 Custody of and denial of public access
to confidential reports before permanently deleting the report from FDM.

[ ¥es, permanently delete this report.

Reviewing an OGE 450 Report
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