Supervisor Quick Start–Review an OGE 278 or 450
FDM emails a Supervisor to review a report as a Filer completes and eSigns it.  Try to review reports within 10 duty days.  Office of Government Ethics regulations require agency ethics officials review and certify reports within 60 days of receipt unless additional information is required.
After login at https://www.fdm.army.mil/FDM (and completion of the Contact Info screen – first time annually and first time FDM users), Supervisors go to/start on the My Reviews | Review Reports tab – Worklist View Mode.  

[image: image1.png]Filers | Remind Filers Remind Supervisors

Review Reports - Worklist View Mode

—Search
My Roles:

Form Type:

Year:  Reporting Status: Review Status: _ Action:

[Supervisor =1 [ALc

Last Name

=1 [oe =] [a 1 [ac

=1 [acton Rearea

First Namy

[
sooron | (et

=

0to0of0

Assigned | Filer | Org Unit | Supervisor

Form Type

tems per page: EIEA|

Year | Reporting Status | Review Status | Days in Review

S printer-Friends

My Review/ Signature Date

Click Search to view a list of your reports.

Common Questions

nd Raview

What doss Amendad

What doss
Amendment in
Progress mean?

How do 1 s2s the
reports assigned to
e if 1 have more
than an rals in FOM?

What doss Complete
Report mean?

Glossary





Click “Search” (in the center of the screen above the green bar) to see all reports that require Supervisor action for all years.  Scroll down the resulting list to the report to view OR change the filters (My Roles, Form Type, Year, Reporting Status, Review Status, Action) as desired.  Supervisors may also use the Last Name Starts With tool and then click Search.
(Note:  to see your report(s) as a Filer, select the My Reports tab (not shown above, to the left of the My Info tab).
Review Purpose: Supervisors (or other reviewing officials) review the financial disclosure report to check reported financial interests for completeness and identify any that may conflict with the Filer’s official duties. Here are some questions to consider in your review based on what you know about your Filer:

· Do/could any of the Filer’s official duties affect the listed assets or interests, outside positions and/or agreements/arrangements?
· Did the Filer adequately name the reported assets? An asset name of “stock,” “mutual fund,” or “Fidelity investments” is not specific enough.
· Did the Filer report his/her spouse’s assets and income?  If the Filer reported his spouse is a partner or employed did the Filer also report retirement benefits?
· Did the Filer report private or non-government employment?  If so, did the filer report any post-employment arrangement or agreement such as severance pay or continuing ownership of a 401(k) plan?
· If the Filer accepted a reportable gift during the reporting period, is it reported?
· If the Filer has any part-time, non-Government employment, did (s)he report it?
· Has the Filer mentioned leaving Government employment?  If so, did the Filer report a future employment agreement?
· Is there anything reported that you question, think is incomplete, or will keep you from conducting an accurate and thorough financial conflict of interest review?
Consult the assigned Ethics Counselor if you have questions or need assistance. Find the Ethics Counselor – inside a report, click on its Review Status tab to see the assigned 450 Certifier or SLC for the report.  Click the name shown to open a popup window with that Ethics Counselor’s email address.

Normally you scroll down the list of reports in the table to the one(s) to eSign.  Depending on the Search filters and the disclosure report Review Status, Supervisors will see one or more of these options for each disclosure report listed:

View – opens the report for viewing (use to review the report contents before eSigning) 
 eSign – enables you to record your eSignature as Supervisor on the report 

 [Optional] End Initial Review – allows recording that you reviewed the report but did not eSign it (use if you are not ready to eSign or finish with the report, e.g., you want to indicate you reviewed it, but may want additional information from the Filer).  Remember to eSign to advance the report to the Ethics Counselor.
Click View to open the disclosure report and proceed through it using the Report Wizard.  
Note:  Filers’ reports “prepopulated” from an earlier report in FDM will have a “Compare” tab and scrollable page view showing all changes a Filer made from the prior report.  
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At the bottom of the Compare display, click the eSign button (not shown) to indicate you completed your review unless you desire to add comments to the report. Click the Comments tab to go to the Comment area or click other tab menu items to move elsewhere in FDM. 
Note: annually review your list of Filers (Admin | Filers tab, click the Show My Filers radio button) to see all your Filers and decide if all listed should file. Consult your supporting Ethics Counselor as needed.  During the year, as new employees arrive and occupy a position requiring a financial disclosure add them as Filers and assign the New Entrant report (unless they are transferring from a similar position where they already filed this year).
Resources:

· Watch a short narrated demonstration on reviewing an OGE 450 in FDM: https://www.fdm.army.mil/documents/FDM_REVIEWING_AN_OGE_450_Report_For_Website/Reviewing_an_OGE_450_TOC.html 
· Review an OGE 450 Quick Reference: https://www.fdm.army.mil/documents/QRC_Reviewing_an_OGE450.pdf
· Watch a short narrated demonstration on reviewing an OGE 278 in FDM: https://www.fdm.army.mil/documents/FDM_REVIEWING_A_SF_278_FOR_WEBSITE_53/Reviewing_an_SF_278_TOC.html 
· Review an OGE 278 Quick Reference: https://www.fdm.army.mil/documents/QRC_Reviewing_a_278.pdf. 
Get Help

· FDM access or assistance: FDM Help Desk: (732) 720-6454; (443) 861-8679, DSN 848-8679; available 8:00 AM to 5:00 PM Eastern Time, Monday – Friday. Email: usarmy.APG.cecom.mbx.FDMSpt@mail.mil. 

· Click on the report’s Review Status tab to see the assigned Ethics Counselor for the report:  

· “450 Certifier” for OGE 450s

· “SLC” for OGE 278s

Click the name shown to open a popup window with that Ethics Counselor’s email address.
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