REVIEWING AN OGE 450

Finonciol
Disclosure
Management

LocATING OGE 450s 1O REVIEW

FDM has three report list views: Work List
view mode, Org Unit view mode and Manage
Exceptions.

+ The Work List displays a list of reports that
require reviewer action.

+ Org Unit View Mode lists disclosures by Org
Unit.

+ Manage Exceptions displays a list of reports
that need special attention.

Using the Work List

Use the Work List as a reminder of the reviewing
activities you need to complete.

1. Go to My Reviews | Dashboard.
2. Under Work List View Mode, click the
number link next to your reviewer role.

Note: Click the Next Role button to view
results in another FDM role that you
may have.

: R A :;. ‘
@mm by Expred Reports | AdinConer | Ethis Trning | Hanagement Reors

d llme-' Reports

Dashboard

» The count displayed is for the year 2020.
= In order to view the reports from previcus years, go to Work List or Manage Exceptions.

« The work list and the manage exceptions counts indicate the number of reports that need an action on your part.

Click here to go to 5
Org Unit View Mode. - — — =

Work List View Mode Manage Exceptlons

& s &

o — —

Next Role

i &

C Security and Privacy Notice | Help | Accessibility | Develop#d By: CECOM LCMC

Click the number link to go Click the number link to go
to Work List View Mode. {o Manage Exceptions.

Financial Disclosure Management

m ., -- | My Expired Reports | Admin Center Ethlcs g . Management Reports

d Re'llle- Reports

Dashboard

= The count displayed is for the year 2020.
= In order to view the reports from previous years, ge to Work List or Manage Exceptions.
« The Supervisor count includes reports for your Supervisor - Additional role.

« The work list and the manage exceptions counts indicate the number of reports that need an action on your part.

Go To Org_Unit

Work List View Mode Manage Exceptions

o e _ _

Next Role

5

Security and Privacy Notice | Help | ity, | Developad by: CECOM LCMC

p >
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3. The report list displays. You can use the J s et | st e [0 v Gomred Rapors | mincontar | e e Raports | Hotfcat

provided filter columns to narrow your search:
Review Reports - Work List View Mode
+ My Roles - Supervisor or 450 Certifier Work List View Mode 7]

Qrg Unit View Mode

+ Year - the report year

. Reportlng StatUS = A” My Roles: Form Type: YEAR: lRe orting Stat‘us: lReviewStatus: l
__450 Certifier v ﬂ_css 450 v | [[za20 v ]| [[ALC ~ ALL ~
+ Review Status - Under Review e

Blank Reports(s): ]

¢ Action - eSign

Last Name Starts With: Last Name: First Name:
. \ 1| \l
+ Blank Reports(s) -click the checkbox to

display reports that contain no reviewable %

data. Use this option to expedite the show 10— entries

reviewing process of reports that require ) ) S [ Py ) s ey

m|n|mum t|me to Cert|fy_ ) Filer ) Supervisor 'L(I]r:igt T::: ;’ear ;pt:::::g vRe\riew-status Due Date R::’risef: 'R::Ifsw '[F)Ia:; ewew[ftlg"ature
My Role : 450 Certifier

Viewing Blank Reports Only - _ #]

o Mdmmelo S IG5 220 fniy  Cecsges 10022029 3

Blank reports are filed reports with no asset, gift,
agreement, liability, income, outside position,
transaction or compensation reported by the Filer.
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Using Org Unit View Financial Visclosure ranagement

@mm oy Exired Report | AdminGenter | Ethcs Trming

Use the Org Unit view to list reports by Filer Org Review Reports

Unit. Dashboard i)

1. Go to My Reviews | Dashboard.

s The work list and the manage exceptions counts indicate the number of reports that need an action on your part.

H H H = Th it displayed is for th 2020.
CI ICk on the Go to org U n It Iln k' « In eor'cdoeurﬁto \Iriszx\?\é:e Irgap?)rrts fer:;agrevious years, go to Work List or Manage Exceptions.

2.
3. Select a reviewer role in the Role box.

-~ — > omm
4.

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

Work List View Mode Manage Exceptlons

5. Select Show My Filer's Reports to see a ® e ot
isting of all of the reports you are responsible — —
for reviewing.
. > o Next Role
6. Under the Search area, select the following —— o
and click Search. > “Sscurity and Privacy Notice | Help | Accessloiey | Develogsd By: CECOM LOMC

Click the number link to go Click the number link to go
+ Form Type - OGE 450 to Work List View Mode. to Manage Exceptions.

* Year - The report year

+ Reporting Status - All

+ Review Status - All

Continue to the Reviewing a Report section. Review Reports - Org Unit View Mode (SIS

[~

:
e Dl e rcs ol i ety i L _SCAECERext Level Down

@ Show Filer's Reperts for
O Show My Filer's Report [ Include Filer's Reports for Org Units assigned to other 450 Certifiers

Form Type: Reporting Status: Review Status:
OGE 450 v 2020 ¥ ALL M ALL ~]

Last Name Sta{ 2020 Last Name: First Name:
[ M| \
Show entries
Initial  Excess My
H #0rg % form % Reporting & = Days In $Review ¢ Filer  Review/Signature
Filer Unit Supervisor  Type Year Status Review Status DueDate Review  Days Days Date
Kevin Under Review - @
0GE
Lastnsme, Sub Lostrame, Don o 2020 | Annual Amendment in 02/18/2020 141 0 100
Robin Org Progress
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Manage Exceptions

My Reports | Assist Filers [ e oy el ey iaci| || Aclmm s Ceastr | (i xsrmem | |

The Manage Exceptions List is a tool in FDM used by
Certifying Officials to manage disclosures for compliance or
disclosures that require special attention. In this way, the

Certifying Official’s Worklist displays only those disclosures

that require their review and signature. Disclosures remain

Review Reports - Manage Exceptions @

on the Manage Exceptions List until the issue is resolved
and the note is either closed or deleted, or the Certifying —
Official e-signs the report. —
3 $ $ $ ‘Reporting % = DaysIn % Review  + Excess
. . . Filer Org Unit Supervisor POC(s) Year Status Review Status Due Date Review Days Filer Days
Legal officials (450 Certifiers, SLCs and DAEOs) under the e "’ ’
Manage Exceptions tab when any of the following actions botiromes |, | altmemer: | Tatiname: Ui it o D
) (+] Robin Sub org Den Comsandra 2015  Annual Amendment Requested 02/17/2015 100 43 56 E].
occur: <]
+0 Not The discl h isti L
pen Notes - The disclosure has existing or open olmmme fmn st e g L R s T 5 oD
note that has not been closed.
+ CZ/NECZ Extension - A National Emergency/Combat o piname, | Koin | Lestiame, | Lasame | 015 | anual | ot Started 02/15/2015
Zone extension has been recorded for the disclosure. ) oE
Under Review -

& Lastname, | Kevin Lastname,  Lastname, T e " o

+ Filer Has Not e-Signed - The Filer has started the
disclosure but has not e-signed it by the disclosure’s
due date.

+ Supervisor or SLC not e-Signed - More than 30
days have passed since the Filer has submitted the
disclosure (or the Filer has resubmitted the report)
and the Supervisor or SLC has not e-signed.

+ Filer has not Started the Report - The Filer has not
started entering data into their disclosure report.

1. Go to My Reviews | Dashboard.

2. Under Manage Exceptions, click the number link next
to your reviewer role.

3. Under Search, select your Role (if you hold more
than one role in FDM), the Year, and then click on the
Search button.Your search results display.

Note: You also have the option of selecting ALL under

both Search options to see all roles and all
years.
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EXPORTING A REVIEW LIST

ncial Disclosure Management

_ £ 7a A
isist Filers | My Expired Reports | Admin Center | Ethics Training = Management Reports | Notifications
Use the Export feature from the Worklist, Org Unit View Mode v Report _ ) '
or Manage Exceptiosn to create a list of reports in Excel or a Review Reports - Work List View Mode [T
.csv document.
1. After generating a report from the Worklist, Org Unit View
Mode or Manage Exceptions, click Export then select : TR RS R S Excel
fier v [oGE 450 »| ||[2020 »] | [[ALL ~ (AL -
Excel or Data Only (CSV). ] Data Only (CSV)
. . Blank Reports(s):
2. Click Save to save the file to your computer. bauired ) N D ]
e Starts With: ] [‘Lasl Name: ] [Firsl Name: ‘]
Working in Excel
3. Open the file in Excel.
Eentries
. Y nitia XCess
Note: You can use any of Excel’s features/tools to sort and ¢ |eom [vom|s [weommn|s X T
ﬁlter your data. Supervisor Unit Type Year Status Review Status Due Date Review Days Days Date
: 450 Certifier
Filtering Data in Excel [iA]
4. Click the arrow in the column heading you wish to filter.
5. Select the items you wish to filter on.
Sorhng Data in Excel Manage_Exceptions_202009011751 - Excel

. FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT
6. Select the column header drop-down arrow that you wish

to sort on and then select Sort A to Z and then click OK.

The data is sorted by the selected column. B c D E F G H I
rg Unit |- | Supervisor|-| POC - | Yed - Reporting Status - | Review Status [~] Due Dat{~|Days In Review
Printfing a Report I 8l sotAto? [
Evin Sub Org Lastname, Don  1776; 3015‘ New Entrant Il sonZewa 05/12/2020 132
1. Generate a report and then Export to Excel. fvin Sub Org lastname, Don 1776; D017 _{New Entrant Sort by Color 3, e
bvin Sub Org Lastname, Don  1776; 2019 | New Entrant 06/27/2020
2 SeleCt File then Print Bvin Sub Org Lastname, Don  1776; 2014 New Entrant 06/28/2020
) ) byinSub Org lastname, Don 1776 2019  New Entrant 05/22/2020
S . Bvin Sub Org Lastname, Don  1776; 2020  Incumbent Text Filters » |05/15/2020
aving a Report
LyinSub Org lastname, Don 1776 2017  Annual Search L vapsfa017
LyinSub Org lastname, Don 1776 2018  Annual ] (Select All 02/15/2018
. enerate a report an en £Xport to £xce b - 7 Draft -
Bvin Sub Org Lastname, Don  1776; 2020 Annual [Z] Not Started 02/18/2020 132
2. SeleCt File then Save . evin Sub Org |Lastname, Don  [1776; (2015  [Annual [ Under Review - Amendment in Pragre |02/17/2015 (91
-] Under Review - Amendment Requeste
[[] Under Review - Filer Signed
[l Under Review - Supervisor Signed
[ (Blanks)
< >
Cancel
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Expired Reports | Admin Center | Ethics Training | Management Reports  Notifications

REVIEWING A REPORT ' —

Using FDM, reviewers can check reported
financial interests for completeness and identify
any that may conflict with the Filer’s official : Com

. i . |@ Review Status Qe
duties. In addition, reviewers can check that a [t |

Under Review - Supervisor Signed - 450Filer_3z24 X. TestMan, 2018 Annual OGE 450 Report

= What are

report is administratively accurate and complete. e __ (Reponrpmocmess) (vEnaTEe. | (o
The FDM'’s “Flags” tool helps prevent many E P— Yes & Comentbue 150y | | DapeinRaview: 202 emea

. . . . iler Started: Date: Status: uUnder REViEV_V' Review?
common mistakes before the Filer submits his/ [orst | ol s esgn and o221 | | e | e

View/Print ; | [nformation | : " =
h erre pO rt. |:| A”‘E”"jed-d Request Filer Amend | Filer Ame
Completed: No extensions have been o it o |1
o L . quest Additional Information | §
Review Status Retained: No & i recorded. = When sh

reviewer
Compare Additional

Reviewing Options (oo epors i

+ Use Submit Intermediate Review to signify ) R ———— - st
that you have conducted a review of a e e WJ‘M
financial disclosure report. S|P (22 e o

+ Use Request Additional Information to w i e " St
communicate any questions, concerns or 9 o L = TM,V

https://fdm-qa01 VD

needed clarifications with the Filer.

+ Use Request Filer Amend to request that the
Filer make a change to their 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.
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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.

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

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.

1. Click Compare.
2. Review the report changes.

3. 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.

N WIGEN i
ired Reports. Ethics Training | Management Reports  Notifications D%
| Review Reports

®
[l | 350 Certifier
E

| Report Data
| Attachments
| Comments

| View/Print

| Review Status

| Compare

| Previous Reports
| Notes

Under Review - Amendment in Progress - Ty Coone, 2018 New Entrant OGE 450 Report

Red Flags
Assets And Investiments Income

Asset Name Type of Asset Owner No Longer Held
asdfasdf Retirement Plan or Account (e.g., 401(k), IRA) None

™ It is required to spedify if the asset was still being held.
Yellow Flags

Assets And Investments Income

Asset Name Type of Asset owner No Longer Held
asdfasdf Retirement Plan or Account (e.g., 401(k), IRA) None

Filer may need to identify the underlying holdings/assets of this type of asset

Common|
Questions]

+ What are flags?

« Glossary

‘Security and Privacy Notice | Hel | Accessibility | Davaloped by: CECOM LCMC.

itps://fdm-qa01

Under Review - Amendment in Progress - Ty Coone, 2018 New Entrant OGE 450 Report

| Report Data
| Attachments
| Comments
| Flags

| Audit Trail
| View/Print
| Review Status

Compare

Previous Reports

| Notes

Disclosure Report Comparison

Click here for printer-friendly format RYENTEGTTS

Complete 2019 Annual

Compare-to Report.

Comparison Date June 02, 2021 16:29:01

Change Summary

Changed {3 Added () Deleted (&) Unchanged [|
Assets 2
Non-Investment Income

1

0 1

Liabilities 2 0
1 0
0 1

o oo oo
oo o omn

Agreements

Positions

Current to Previous Disclosure Totals

Current Disclosure Report Previous Disclosure Report
Gifts. 0 0

(LEGEND:)

‘ B & strikethrough =Change @ & faded text = Delete (@ & blue text= Added

= What are flags?

« Glossary

Common
Questions
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Report Data

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

Comments

Comments can be added to specific line items

or to the OGE 450 report itself as substantive or
non-substantive comments. A comment should
be included as part of the OGE 450 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 OGE
450 and should be available whenever the report
is reviewed. Comments and attachments can also
be added to a reportafter the report is complete
(see Supplemental section.)

Adding a Line ltem Comment

5. Click Add Comment beside the appropriate
line item.

6. 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.

7. Type your comment and click Save.

Adding a Report Comment

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

9. Click Add Report Comment.

10. Type the appropriate information and then
click Save.

l My Expired lepwt!l Admin c;.ur| Ethics Training | Management Reports | Notifications

-0allcac cleve army

Under Review - Amendment in Progress - 450Draft_i42 OGE, 2015 Annual OGE 450 Report

Getting Started Non-Investment Income Assets

Liabilities

Report for Yourself, Spouse, and Dependent Child:
s A liability that exceeded $10,000 at any time during the reporting period (annual filer) or exceeded $10,000 at the end of the
reporting period if a new entrant filer.
Do not report:
« Any liability, such as a mortgage, a student loan, W credit card account, from a finandial institution or business entity granted
on terms made available to the general public.
s Loans secured by automobiles, household furniture, or appliances, unless the loan exceeds the purchase price of the item it
secures.
« Liabilities that you owe to your spouse or to the parent, sibling, or child of you, your spouse, or your dependent child.

[ Continue

Reporting Period: Consult the ethics counselor for specific period covered.

Type of Liability Debtor

[ e iabitity |
‘Add Cornment |

mil/EDM dieclog ghtabeinner- | Continue I

Name City State Country

Citibank New Yark Ny usA Other Debt Joint

Reviewing an OGE 450 Report 8



eSign

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

2. Click Continue.

eSigning an OGE 450

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

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

4. Click OK.

Click eSign. An e-mail message is sent to
the next set of reviewers indicating that the
report is awaiting their review.

Submitting Intermediate Review

A reviewer can Submit Intermediate Review to
mark that they reviewed a report. Submitting
Intermediate Review does not eSign the report.
You can still add comments to the report after
you have Submitted Intermediate Review.

1. On the Review Status page, click Submit
Intermediate Review. A message displays
indicating that Submitting Intermediate
Review is not the same as eSigning.

2. Click OK to complete the action.

Note: The Days in Review counter does
not stop when a reviewer clicks the
Submit Intermediate Review button,
nor does it impact any clock in FDM.
Days in Review only stops after
a certifying authority eSigns and
Completes a report.

s PR S v
e e oo e o e (4
e

Under Review - Supervisor Signed - 450Filer_o8 DISA. 030 New Entrant OGE 450 Report

Esign Report

View this report
Step 1: By eSigning...

By eSigning this report, you are confirming that you have reviewed this report and there is no apparent conflict of interest. If there is a conflict
of interest it must be resolved prior to eSigning this report.

In accordance with the Digital Signature Act of 1999, 1 recognize that my eSignature (Electronic or Digital Signature) shall be given the same
legal status as a signature made with a pen. I further recognize that the eSignature may not be denied legal effect, validity, or enforceability
salely because it is in electronic form. I hereby consent to the use of eSignature.

1 understand that my eSignature is applied to the information that 1 have provided and not the presentation formatting of the information on
the screen or printed page.

Step 2: BNotify filer that review is complete

Step 3:  eSign your report
View this report

Y

TOTNETTT e
[0 v cxpira Reports | mamincener | s Trining | wanagement eports ocatons S

Under Review - Supervisor Signed - 450Filer_324 X. TestMan, 2018 Annual OGE 450 Report

i Report Data
‘ Attachments
‘ Comments

‘ Flags

‘ Audit Trail

‘ View/Print
e
‘ Compare

‘ Previous Reports

‘ Notes

nttps://fdm-qa01 I/FDM/di

Common
Review Status Questions

« What are Days in

P 5 % : S Review?
[ REPORT PROGRESS | DUE DATE & ‘ | CERTIFIER REVIEW |
(EXTENSIONS + When should a
- reviewer Submit
— Yes & CumentDue  (o15501g Days in Review: 3023 Intermediate
Filer Started: 02/21/2020 Status: Unales Kedten By
Initial Filer eSign and " - StpenvisorSigned
i T 02/21/2013 View Due Date Initial Review + When should a
ubmitted: Information End Date: reviewer Request
Amended: Request Filer Amend | i Filer Amend?
Completed: o No extensions have been Request Additional Information | i
Retained: No & i recorded. + When should a
reviewer Request
Additional

- : Information?
Reject

Intermediate

Review Date?

Review Chain Audit Trail w osure Report Reviews

Submit Intermedite Review

« What is the Initial

i Review End Date?
Required Explanation view End Date

Intermediate

Currently Assigned  Reviewer o ..

Reviewer Role

Reviewer Type Signatures
Dates « Whatis the
Amended date
Suparizar Super 323 X Testan Orgammstion  2/21/2020 22172020 R and how does It
Super 32 Super 323X (2] differ from the
Supervisor Supervisor Submitted Date?
Suparisor SLC DAEO 303 X Testhian Organization i Yner stonld an,
Reviewer be
added?
450 Certifier 450C 322 X TestMan Organization )
e S B e7r % Tesivan (& - Glossary

Reviewing an OGE 450 Report 9
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R e q U es‘l’ Ad di'l'i O n O I | n fo rm O 'I'io n H)TlE ’red R?puf'tj | Admin Center | Ethics Training [ Managem‘nl Reports Notifi

450 Certifier and their ECs can Request Additional ; Under Review - Supervisor Signed - goFiler._g24 X. TestMan, 2018 Annual OGE 450 Report

Information about a Filer’s report after the Filer [

has submitted it for review. This allows the Craportonm | . o)
certifier to communicate any questions, concerns e | S P
or needed clarification via an email to the Filer T _ (Reomtemocmess) (ouE bATE & P G M
and prevents anyone from taking any action = —— Ve " Ta— T oS
on the tr?portfuntil tthe certifier velrifiez that the e . 3321?22?3 |m o ft:m e ey zhwh )
request for information was completed. i Submitted: e End Date: | i
1. On the Review Status page, click Request — Retained: No & recofiéi i ::Mh."lz

Information?

Additional Information. The Add Report el
Previous Repon:s
H * Whatisan
Comment and Notes page displays. T | P —— Disclosure Report Reviews R

2. Type any addltlonal |nf0rmat|0n In the . ReviewetRole Cur[ently Assigned Reviewer ll‘:t‘ﬁ:":fdia‘e R_equired EiE i :V:vaiéxé:sg‘;
comment about the requested information Romenet T¥P= Dates asatares . Whatis the
. . Amended date
then copy and paste this comment into the S Tt mm  wmmm &)= an o docs
Notes text box. == Submitted Dat
Supervisor SLC DAEQ 303 X TestMan Organization I Wheinius:aou'd £
3. Click Continue. Your email client opens with ‘.i‘:jtdw'b
a default message to the Filer reguarding the 7 559 Garer a0 sty Ot = —

request for information.
4. Click Send.

Verifying that the request was satisfied

After the Filer contacts the certifier (outside of
FDM) regarding the request, the certifier returns
to the Review Status page of the report to
confirm the reciept of information.

5. On the Review Status page, click
Information Request Satisfied. The Add
Report Comment and Note page displays.

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

7. Click Continue After Closing Notes to close
the Notes or Continue Without Closing
Notes to keep the Notes open.

Reviewing an OGE 450 Report



Request Filer Amend a 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

Under Review - Supervisor Signed - 450Filer_324 X. TestMan, 2018 Annual OGE 450 Report

is requested. The reviewer can also add this Report Data . Qoo
Review Status
comment as a Note for the report. The P - Wt arsDaye
amendment request information then prepopulates e —(FEPouivRoGRess) . (oweas | oy
into an e-mail that the reviewers sends to the filer Flags Assigned: ves & CurentDue 43161201 Days in Review; 3023 L
. . . . . Date: Status: erReview - eview?
through the reviewer’s e-mail application. Once Audit Trail s e T PR G :

H H . Submitted: 02/21/2013 | View Due Date {Eﬂlsﬂéﬁtﬂlﬂw + When should a
the reviewer clicks Request Filer Amend, the View/print Armenced: [ ioformaton | T . revener Regug
report is Only access'ble on the Manage EXCGptIOﬂS e e atium gggﬁq\:;e:d. - o ;qea(:::jt:géinnshaueheen Request Additional Information | i - When should a
page. Compare ' ﬁdfdttl“‘

« Whatisan

Intermediate

Review Chain Audit Trail Disclosure Report Reviews Review Date?

1' On the ReVieW Status pagel C”Ck RequeSt it ol Cur[ently Assigned Reviewer ;l;t‘lssi:ar:’ediate R_equired I i :‘ngaiébi:é:sgla\
Filer Amend. The Add Report Comment and Feviewer TS Dates it  whatistre
Note page |S displayed. Supervisor Super 323 X TestMan [} %;’21%22» ‘E”E‘ :;%?:x%nﬁei

5 i Submitted Dat:

2. Type any additional information in the S— — + e shou
comment about the requested amendment and Revewer be
then copy and paste this comment into the , 450 Garter s30C 32k Temtasn  organcatin 2 ey

fdm-ga01.sec.c3sys.army.mil/FDM/discl d/prog tab-7 =

Notes text box.

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

4. 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 that is the "amendment requested”
note you will see it as shown below. To determine
if an amendment was requested for a specific
report:

5. Go to My Reviews | Manage Exceptions.
6. Click View beside the appropriate report.

7. Click the Comments tab to review the
amendment request.

Reviewing an OGE 450 Report



Notes

450 Certifiers have the ability to attach an
electronic “postit” 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.

Reviewing an OGE 450 Report
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Under Review - Supervisor Signed - Alf Romeo, 2019 Annual OGE 450 Report

| Report pata Notes

‘ Attachments
‘ Comments Start / Add Notes | Cancel Changes

‘ Flags ]

‘Inlﬁucﬂanl: |
‘ Audit Trail ] \Nots: (Limit 10,000 characters)

‘ View/Print - 06/23/2021 by OGE, 450C_15 - Please contact me before Friday regarding Asset entry 2.
‘ Review Status
‘ Previous Reports

(9912 Characters Remaining of 10000 )

Close Notes || Delete Notes

[ Complete - ABCo3 Sec, 2019 Annual OGE 450 Report

|Repm o View/Print
| Attachments View/Print Official Copy &
FDM e450 Report RYE1ailil
| Comments ] Attachments:No Attachments were Found
| Flags 4
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At times, reviewers may want to include
additional report information even after the

Text

Reviewer
[ Edit Comment |

report review is complete (e.g. a disqualification, )
an ethics agreement.) In FDM, Supervisor

reviewers,450 Certifiers and their ECs/Assistants

can add supplemental report comments and — . ’
report attachments once the report is complete. e s

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.

Under Review - Supervisor Signed - 450Filer_328 X. TestMan, 2012 Annual OGH

Rereet Doia Attachments

3. Type your comment and then click Save.
. . . . | s No attachments are required when filing an OGE 450. If you do have something to attach, click "Add Atta
At this point, you can edit the comment you just '
added or add any additional report comments.

Report comments cannot be deleted.

| Flags
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View/Print

No data available in table

Review Status

Supplemental Report Altachments

Previous Reports
4. Click the Attachments sub-tab and then click Notes
Add Attachment.

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

Security and Privacy Notice | Help | Accessiblity | Deveioped by: CECOM LCHMC

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 attachments or add a new attachment.
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DELETING A REPORT e (R e e iy eees

450 Certifiers and their ECs can delete or remove
OGE 450 reports that are unneeded, erroneous,

and/or “Admin Closed.” This feature allows you e ) Common
to get rid of abandoned Draft reports left in FDM o | Heview Status e

Review?
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after a Filer was deleted, as well as incomplete | comments Bl a— | Bifestons ) [

reviewer Submit
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Amended: i Filer Amend?
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Additional
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Retained: No a i recorded.

A report is eligible for deletion if:

e

+ the report has a Review Status of Certified IR

+ Whatis an
Intermediate
Review Date?

‘ Notes

Complete and the date is six years after the —

Intermediate = What is the Initial

. . eviewer Role Currently Assigned  Reviewer LI Required planation Review End Date?
last Filer eSign date. RowerRol  hmiawer Twe DS ot S
Amended date
o Super 223 X Testhian Organization | 2/21/2020 v EH|ER and how does it
+ the report has a Review Status of Completed et R @fe] | amonse
without signature and the date is six years smemas  menevses o " et
after the report completion date. wooie g oenen T ol

ftpsi/#fdm-qa01, I/FDM/di:

+ 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 Review Status beside the report
you wish to delete.

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

5. 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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