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YOUR ROLE As A POINT oF CONTACT (POC)

Many organizations have an established network of POCs who are responsible for managing OGE 450 financial
disclosure filing activities. As a POC for an organization, command, or activity, you have very importantresponsibilities in
FDM. Your duties in FDM are similar to how you manage Filers and reporting activities today, except now you can manage
them online and in one place.

In FDM, POCs are responsible for a variety of tasks but primarily loading and managing OGE 450 Filers and
Organizational data into FDM and keeping OGE 450 Filers and their Supervisors aware of the filing season and deadlines.

Task In FDM

Identify Organizations and Supervisors Add Org Unit and their respective Supervisors
Identify Filers who enter your organization who need to = Register Filers in FDM
file

Identify and communicate the type of report that needs Assign Filers a report to File in FDM
to be filed

Track Filer Reporting Activities Run management reports and send reminder notifications

Your local legal office will initially identify and establish the top level Org Units and POCs for your organization/ installation
in FDM. The legal office will also assign the DAEO, Senior Legal Counsel (SLC) and 450 Certifier roles for your Org Units.
Once you are added as a POC, you can begin managing Filers and their reporting activities in FDM.

POCs have the ability to add or delete subordinate organization units, add new Filers who enter the organization and
remove Filers who leave the organization, assign and/or change Supervisors for your subordinate organization units,
assign required activities (the requirement for Filers to complete a specific report), and generate management reports.
POCs cannot assign DAEOs, SLCs or 450 Certifiers.

All FDM users must be assigned a specific role by an existing FDM user. Some FDM users can have overlapping
responsibilities and multiple roles to help expedite the disclosure process. A user’s location in the role hierarchy reflects
the authority and responsibility they have in FDM.

ORGANIZE FILERS PRIOR TO DECEMBER 31

As the POC, it is your responsibility to make the necessary corrections to the Org Units and Filer lists in FDM. Supervisors
should be able to help you identify employees who are required to file and OGE 450.

Automatic assignment of reports can create additional administrative work for POCs if your Filers are not organized
properly before December 31. It is recommended POCs begin reviewing and updating their Filers in FDM no later than
November 1. Everyone who is required to file an OGE 450 report and has been registered in FDM will be automatically
assigned an Annual OGE 450 Report on December 31.

To ensure consistency, review the list of last year’s Filers and update to reflect both employees no longer working for you,
and new employees who fit the filing criteria. Having said that, Managers/Supervisors should review that list, and make
the final determination regarding who of their employees meet the OGE criteria, and are required to file.
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POC TIMELINE

Description
October 1 Ethics Idenity POCs Ethics Officials should contact their organizational POCs and request
Official a positive response if they are still the financial disclosure form POC.

If possible, a POC should provide an alternate name or replacement
name when appropriate.

NLT October | Ethics Inform and Train Ethics Officials should inform and train POCs on their new
15 Official POCs responsibilities within FDM.

Note: During the initial year of FDM, the task of front-loading Filers and
org units may be considerably time-consuming. It is recommended
that POCs are notified and begin executing their FDM tasks several
months in advance of the filing season

NLT October | POC Review/Update Gather Filer, Review Chain and Org List information and enter into the
31 Filer Spreadsheet | Filer Tracking Spreadsheet.

Notify Filers and Supervisors that the FDM registration process has
begun for upcoming filing season.

NLT POC Update/Add Org Determine Filer-to-Org Unit-Groupings.

November 18 Units & POCs/
Supervisors to
FDM

Categorize Filers into organizations or departments based on their
need to file a disclosure report and by their supervisor.

Org Units are simply an electronic version of your agency organization
structure. You can create sub-Org Units to complete the organizational
structure.

Large agencies should plan on this task consuming a significant
amount of time during its initial year of FDM, as each Org Unit has to
be manually entered into FDM. For each subsequent year, information
for Org Units need only be modified as appropriate, as the information
will already be stored in FDM’s database.

NLT POC Move/Add Filers Once Filers are identified and grouped via the Filer spreadsheet and
December 31 the Org Unit structure is established in FDM, begin adding Filers to
FDM.

You can add multiple OGE 450 Filers at the same time.

NLT POC Record Ethics Record Initial or Annual Ethics Training in FDM throughout the year,

December 31 Training as it occurs, to ensure your records are kept up to date. NLT 30
December, print out the list of Trained and Not Trained Filers for future
reference in preparing the SLC 220 report.

December 31 | FDM Auto Assign FDM automatically assigns everyone who is required to file an OGE
450 report and has been registered in FDM an Annual
OGE 450 Report on December 31.

NLT January | POC Notify Filers to File A POCs should initially notify OGE 450 Annual Filers of their report
15 assignment

POC User Guide 5



Financial Disclosure Management

Checking for
Outstanding Reports

FDM Management Reports provide POCs with a tool for monitoring the filing and review
progress of disclosure reports. Use the Management Reports in FDM to check if the
Filer has any assigned or incomplete reports before you move or delete any of
your Filers.

If a Filer has an incomplete report with a Draft or Under Review status, notify:
+ the Filer’s supervisor if he/she has not signed yet.

+ the Filer’s 450 Certifier to complete the report or delete the report if it was
filed erroneously.

If the Filer has a Not Started report but the Filer’s role has been removed from
FDM, go to Admin | Filers and un-assign the report so it will no longer display on
your management report.

PERIODIC REPORT TYPES

You can choose between five standard Management Reports in FDM:

Review Progress Summary

The Review Progress Summary Report tracks disclosure reports review
progress.

Due Date Tracking

The Due Date Tracking Report tracks disclosure reports that are not currently
submitted (i.e., eSigned) by the Filer as of today’s date.

Daily Extension Tracking

The Daily Extension Tracking Report tracks disclosure reports that have

extensions as of today’s date.

Ethics Training Tracking

The Ethics Training Tracking Report tracks Ethics Training information recorded
for Filers that were in your Org Units during the selected calendar year.

OGE AGENCY REPORT TYPES

Annual Ethics Training Report

Annual Ethics Training Report track Ethics Training information recorded for
Filers that were in your Org Units during the selected calendar year.
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Generating a
Management Report

To access Management Reports:

1. Click on Management Reports | Periodic, OGE Agency, or Admin
Reports.

2. Select the type of Management Report you wish to generate.

3. Select the appropriate report filter(s).

Including/Excluding additional Org Units in your View

You can opt to include or exclude specific Org Units from your Management
report by selecting one of the “Set Report Filters” and select SHOW MY or
SHOW ALL.

1. Click Generate Report.

After you have generated your management report, click Export then select
Export to Excel or Export to .csv.

Working in Excel
1. Click Open to open the file in Excel.

2. Click the Enable Editing and then select the DATA tab to sort and filter the
data.
Note: You can use any of Excel’s features/tools to sort and filter your data.

Filtering and Sorting Data in Excel
To filter data:
1. Click the arrow in the table header of the column you wish to filter.

2. In the list of text below the search bar, uncheck the Select All box at the top
of the list, then check the boxes of the items that you wish to display in your
table.

3. Click OK. The data will be filtered, temporarily hiding the content that does
not match the selected criteria.

To sort data:

1. Select the column header drop-down arrow that you wish to sort on. The
Filter meu displays.

Select Sort A to Z and then click OK. The data is sorted by the selected column.
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PRINTING A REPORT

For Periodic and Agency Reports:
1. Generate a report and then Export to Excel.

2. Select File and then Print Report.

SAVING A REPORT

For Periodic and Agency Reports:
1. Generate a report and then Export to Excel.

2. Select Save.

POC User Guide 8
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Reports | My Info

My Reviews | My Expired Raports |

Managing Filers

ADDING (recistering) A FILER TO FDM

FDM automatically assigns every registered OGE 450 Filer in FDM an Annual
Report on December 31. Automatica report assignment makes it important that
POCs have their Org Units, Supervisors and Filers set up correctly in FDM before

the end of the year.

If you used the Add Multi button and a Filer came back under the “will not be
added” box, you can attempt to add the Filer using the “Add Filer” button. You
can also use Add Filer when you only have one Filer to add to FDM instead of

multiple Filers.

1. From any pointin FDM, click the Admin Center tab.

2,

the new Filer should be added.

Click Org Management and then select the Org Unit in the Org Tree where

Click the Org Unit Filers tab within the selected Org Unit.
Select either OGE 450 or OGE 278 Filers Panel. A list of Filers already

associated with the selected Org Unit is displayed.

search for a new Org Member.

Ethice Training

A

L T
Managemant Regorls | Resources

Click Add Filer. The search box on the right of your screen prompts you to

ALT R
= DLA
¢ AGELR Tasting
OL& ORE Mbr Tast
o OLA ORG Mbr Tast 2
+ DL& 50C
= DLA Test
Lewal B
Mew Org Unit
+ 0ac
Zam's Filars
=+ Senior Level 54
socl
= TOP LEVEL CRG
= Confidartial Filars

= Central Horth =
& Cantral North L
+ Central Narth 2

Org

Management

My Orgs * DLA ®= TOP LEVEL ORGC = Confidential Filers = Central North =

Profils Clrg Unit Members Drgl.'nil Filers H'la'h'lry

Central North

Click the apprapriate boy to view a lict of currant filess and acrees the ability b add flers_

Click Add Filerto
add the Filer to the
selected Org Unit.

[ dd Filer [EXTRAT]

Org Unit

Description  Suparvisor

S BRI
| | B[220

1

450 Filers
14 0GE 450 Filers - Central North
2 Show |10 | eatries
Org
Last*  First Unit
E-mail Hamz Name HI Name
278 Filers GFrvday@FOMSandbax com  Freday  Gladys X "E:jd
[Locate and click on the fem saa | stormy s
1 JOrg Unit that youwant |, ...
|to add the Filer to.
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Searching For a Filer

£ 5 PN = B
Ethics Training Management Reports | Resources

Log Out

| change | Org Management E

My Expired Reports

m My Orgs » DLA » TOP LEVEL ORG » Confidential Filers » Central North » ' —
Select the appropriate
Profile  OrgUnitMembers  OrgUnitFilers  History Agency Directory from
n the drop-down list.
m Central North
B3 Current 450 Filers Q, Search For Filers
~
:::g'rast Show entries Agency Directory: Army ™
Mbr Test 2 Mame * E-mail
Fryday, -mail: :
Slidys X G.Fryday@FOMSandbox.com E stanley.a.kupp@us.army.mil
Unit Sea, Stormy .
x S.Sea@us.army.mil
I:I SA
L ORG
ntial Filers v
tral North 1 ,,./"’- Middle Name:
tral North{™ . - =
winotn |t iS best practice to search for a
i Filer by email address. m
| 4sst Direct=m
It Regioni

East Eegion ™

6. Select the appropriate Agency Directory from the drop-down list.
Note: The best way to return a result for someone is to search by e-mail
address. Searching by last, first, and middle name will return more
results.

7. Type the new Filer's e-mail address in the e-mail field and then click Search.

Org Managamant @ @

Hy Orge = DA = TOPLEVEL ORC = Conhduntisl Filars = Conbral Mok =
Profite Pg Vel Members g it Filers History
Central Morth
ALT & B Current 450 Filers Q Search For Filers
= LA '
¥ ASEAR Tasting Sl | 100 = | enbrees
LA CIRG Mbr Taat | Agency Direckory: [ FF
# DLA ORG Mbr Tast 2 Hama * E-madl
4 OLA =00 oy
+ GLA Test g S redanE rEsandkes.sem E-msaid: sAanley. s kupp Eusamy.mi
Cldys o
Ll @
M g Urik Eea. P
. OGC 0 o e Last Mamas
Sarm's Filsrs :
+ Sznier Lavel 34
iy First Mame:
= TOk LEVEL (48
= Corfidantial Fiw's |
= Canirad Hasth = =
# Caniral Soeth Hididle fiame: Click the plus
% Central ¥orth . T 2
Cantral Hoeth {+) button io
s BN aoter
Gt add the Filer.
= —_—
CW Arext Direct 1 v en .,
East Amgion1 _'“"" e e
o Farth East Sagi In Last | Farst Hid '-\,\
* Soxth Gant Fagn DT Email Mama LR Nama  “uhong
e Wk Comk g
* Corp Esginesrs :r::-.-:\:}‘-» m
Cismn Difva Dirg Vi eRan by g e srmymil | Hips akanlsp o F
Matwsial Commun |
L 3

8. In the search results list, select the individual whom you wish to add by
clicking the plus (+) sign beside their name. The Filer list redisplays with the
newly added Filer.

Note: Once a Filer is added, you can assign a report for them to file in FDM.
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Filer Belongs to a Different Org Unit

If you are trying to add a Filer who is already a Filer in another Org Unit in FDM,

you will see the Move Filer page. When this occurs, if the Filer is in an Org Unit
that is assigned to you, you will have the option to select specific reports to move
with the Filer to the new Org Unit if necessary.

1. Click Return to Filers List if you do not want to assign a report to the new
Filer and you will return to the Filers page.

2. Click Assign OGE 450 Filer Report if you want to assign a report to the new
Filer.
Note: This option is typically used for New Entrant Filers. It is also used if the
System Administrator did not initially assign the Filer a current year’s
report.

REMOVING A FILER ROLE

Deleting Filers should be completed prior to the December 31 to prevent Filers
from starting reports in the incorrect Org Unit for the next filing season. Only One
Filer role can be removed at a time.
Note: You are not removing the person from the FDM system, but only the
role that they hold in the Org Unit.

1. Go to Admin Center | Org Management.

2. Select an Org Unit from the Org Tree that contains the Filer who you want to
remove.

3. Click on the Org Unit Filers tab.

4. Select the 450 Filers or 278 Filers panel. A list of Filers already associated
with the selected Org Unit is displayed.

R A FRER

Ethics Training  Management Reports | Resources

My Reporls | My Info | My Reviews | My Expirad Reports

‘Org Management

ALT A
- LA
+ AGEAR Testing
DLA ORG Mbr Test
=+ DLA ORG Mbr Test 2
& DLA 500
=+ DLA Test
Laval B
Mewr Srg Unit
+ cGo
Sam's Filers
+ sanicr Level Sa
soc 1
= TOP LEVEL ORG
= Confid=ntisl Filers
= Contral North
=+ Central North
= Cantral Horth
Cantrsl Horth
Cantral North
Cantral North
CH Asst Direct
East Regionl

& North Esst Regic

Org Management

© =

My Orgs # DLA » TOP LEVEL DRG » Confidential Filers = Coentral Morth =

ptc g i [ ot

Central North

Clhck tha appropriasa box o wiaw a het of currant filars and aocess tha ability to add filers,

430 Filars ————r—a
32 OGE 450 Filers - Central North [add Fiter | (add ruiti|
2 how |10 v ontras
org
Last*  First Unit Dieg Uit
E-mail Hame HName MI Mame Descriplion  Supervisor
278 Filars G.Fryday BFDMSandboe.com  Fryday  Gladys y | Combxad E‘"::__'I T";‘::"" | H.] .'_‘“ x | B |jr|
Borth o by
= Cenbral Centra| Tu=sday. | [

S.Gea By s.army.mil 5 L =
0 R b B T Rusby ()= )x 8| &
Shawing L ta 2 of 2 cniries 1

/L

Click the X to remove the Filer. |

POC User Guide

5. Click on the Remove 450/278 Filer (X) button in the actions column beside
the appropriate Filer.
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Removing an Assigned Report

C cnangsw |

Tree

My Orgs » DLA » TOP LEVEL ORG » Confidontial Filers » Contral North =

Org Management @

Remove Reports oplion:

&lso remove Mot Startad 450 Filer report assigments for Gladye X Fryday

Central North

Are you sure you want to remove Gladys X Fryday 25 2 450 Filer from Central Merth?

POC User Guide

Tasting
LG Mbr Test Incomplete Reports for Gladys X Fryday
& Mbr Tast 2
C Remowve Aeport?® Year Raporting Statucs Rewview Statuc Ascigring Org Assigned
ot
\'?: OGE 450 Mew Entrant Mot Started Centrol Morth es
g Nt @
Filars s Leave the checkbox checked ("Yes")
Level 54 O S oas 450 annuat | 10 TEMOVeE any Mot Started reports.
WEL ORG r:_:;l
dantial Filers e 2015 DGE 430 annuzl Mot starsad Cantral North Tas
entral North
entral Narth —
tral North amoel
:':'.r:l Marth “ "—"r :
entral North
N Azzt Diract
mst Regiond
fth East Ragic
th East Regi
6. Deleting a Filer’s role does not delete any started reports (e.g. Draft, Under
Review and Complete). The check box is checked by default to remove the
assigned report.
7. Toremove a report with the Filer role, leave the checkbox selected beside a

report and then click OK. If you want a report to stay with the review chain of
the original Org Unit, deselect the check box and select OK.

Note: If you do not select the checkbox, the Filer role is removed and the
report assignment is not removed.

Note: You may remove a Filer from your Org Unit even if they still need to
create a report in FDM. If a Filer is deleted from an old Org Unit, but
never added into a new Org Unit, the Filer will still be able to log into
FDM but won’t see the My Reports tab. The Filer should then contact
the POC or their new Org Unit and ask to be added back in to FDM.
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MOVING A FILER TO A DIFFERENT ORG
UNIT

It is very important to move your Filers to their new Org Units before the FDM
automatic assignments are generated on December 31. Only some Filers’
reports are eligible to be moved to a different Org Unit.

Moving a Filer with a Draft or Under Review Report
1. Go to Admin Center | Org Management.

2. Select an Org Unit from the Org Tree panel that contains the Filer that you
plan to move to a different Org Unit.

3. Click the Org Unit Filers tab and then select either the OGE 450 or OGE
278 Filers Panel. A list of Filers already associated with the selected Org Unit
is displayed.

e e — = —

ﬂ PO | Cnine 1 g Management m
& Org Tree My fege = OLA = TOP LEVEL OBE = Canfidestis| Filssn = Caalrad Hasth =

Central North
m Click the spproprists Bo to visss s lif of curent flar sed sccses the. sbiliy b sid e,
ALT &
~
b 238 Filera. AR = =
+ ACEAR Testing &R 0GE 450 Filers - Central Mo
CLA QRS Mbr Teat
* LA ORG Mbr Tk 2 Bhow |10 | entries
 [L8 500 211 |
% DL& Taak org
Luesl B Last*  First Umit Gy Wit
Hew g Unit E-maill Mame Mame MI Hama Duxription Supsreior m‘
& 00T
5 = N 3 Canteal Centesl Tuasdsy
Sam's Flirs 278 Filwr ErydaeEFMEandborcom,  Frecay | Gladye X Al & A &
+ Senir Level 54 | Bosthy | Korth ki -!r'"
1 M Tuesday. .« e R
5 '.I'\:EICP-LE'.I'RI. i is.sun..u.--.:,.r.l S By X Lentral :ﬂ_" "'""H"__ j E i E !
= Contdential Filare u
- | Herth Bhowing 1 to 2 of 2 antrees 1
# Ceatrel horth = i .
# Castral Korth § Click Move to move a Filer
Canbrul Kosth 2 I
Cird il to a different Crg Unit
Ceatrel horth |
CH Aok Direct
Enat Fageom i
4 Marth Faat Ragin
* Goukk Esak Rage
& ‘Wt Coact
4 Corp Erglassra o

4. Click on the Move button in the actions column beside the appropriate Filer.
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X0 r.
Hun-ncmnll: Reporks m

Org Management tr-; ]

My Orgs = DLA = TOP LEVEL ORG = Confidential Filers = Cantral North =

Central North

Browse and sclect an Org Unit from the tree and click ok,

“
ALT A&

- DLA ™
o LEELR Tasting
DLA ORG Mbr Test
& DLA ORS Mbr Tast
+ DOLA EOC
# DLA Tast

Lewel B S~
Hand iy i Click on an Org Unit in the Org Treej

+ 0G6C J o ; :
Sam'z Filars " Thig is where the Filer will be added.
+ Senior Level 54 "

sacl L
= TOP LEVEL ORG |
= Canfidential Filer
= Cantral North

4 Cenbral Rortl

o= Cenkral Mort]
Central Mot

Central Hortl

Central Mot

CH fzck Dirg

5. Browse and select an Org Unit from the tree to locate the appropriate Org
Unit where the Filer is to be added and then click OK.

T T T e

I'I.I.pm-l.dr— | I:Inr:

E POC [Charge = | 0Org Managemeant @

&aa Org Tree My Orgs = Central North > [ Use the checkbaxes in this column to
1 determine if certain reports will be moved
ﬂ | with the Filer to their new Org Unit.
SRArC
Are o GLne you want o mova Frry W& X as a 450 Filar from Central Horth o Cantral North 47
Mowe Reports option:

Review the list of reparts a=soaated s filer, Reports that can be moved with this filer are selected. Any unasmigned
= Cartral Morth reports subomatically moee with H

-

o Cenbral Morth 1 Fa
Central Morth 2
Central Morth 3
Cantral North 4]

Central North 5 Move Report? & ¥ear  Form Type Reporling Status Review Status Assigming Org  Assigred
iy ]| 016 OGE 430 Annuzl Mot Started Caneral Merth Yoz
Mew Org Unat
£ ¥ ] 013 DIGE 450 Meyw Ertrant Diraft Central Morth Was
] 2019 OGE 450 Mew Entrant Mat Started Central Borth e
045 OGE 450 snnaial Complats Central Horth Yag

6. If your Filer has past reports in FDM, the Move Reports option screen may
display. To move a report with the Filer, leave the checkbox selected beside a
report then click OK. If you want a report to stay with the review chain of the
original Org Unit, deselect the checkbox before clicking OK.

7. Click Yes. The Filer and their selected reports are moved to the new Org
Unit.

POC User Guide




Financial Disclosure Management

POC User Guide

Moving Filers: Common Issues

Moving a Filer with a Completed Report or Unassigned reports

You can move a Filer with Completed or Unassigned reports to a different Org
Unit. However, these types of reports will remain with the assigning Org Unit
(despite the Filer moving). Completed or Unassigned reports will not move to the
arriving Org Unit.

Filer’s report was assigned in a different Org Unit (or, new Org Unit
reviewers can’t find report)

The most common issue for POCs during filing season is when a Filer is
successfully added to a new Org Unit but their report assignment is with the
previous Org Unit. This sometimes occurs when Filer’s are added to an Org Unit
after reports are automatically assigned for the upcoming filing season.To correct
this problem:

1. Move the Filer back to old Org Unit. You may need to to contact the POC for
the previous Org Unit and request they add the Filer back.

2. Once the Filer is back in the original Org Unit, un-assign the report. Again,
you may need to contact the POC for the previous Org Unit and request they
do this.

3. Once the report assignment is removed, move or add the Filer to the new
Org Unit and assign the report.

Filer’s New Org Unit has Different Reviewers

If you are moving Filers to an Org Unit with different reviewers and the Filer has
a disclosure report that is Under Review, notify the current reviewers as they may
have already begun the review process.

Filer Changed Agencies

Filer reports cannot be moved across agencies. Contact FDM Customer Support
before adding a Filer to your Agency if the Filer created reports in FDM under
another agency. For example, if a Filer created reports in FDM while working in
USARMY and now needs to create a report at VA, call FDM Customer Support
and they will assist you with the move so the Filer will have access to all of their
reports.

Filer files both 450 and 278 reports

If you are trying to move a Filer who has both a 450 and 278 roles, you will not
be able to move the Filer's OGe 278 reports as only DAEOs, DAEO ECs, SLCs
and SLC Assistants have the authority to make this move.
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VIEWING FILER(S) REPORT
ASSIGNMENTS AND STATUS

Viewing Report Assignments

0rg Management @ i

Fy Orgs » LA & TOF LEVEL ONG = Confidential Filers » Central Mortks =

Profills Drg Uit Mombaors 1Org U ik Filiors Hictory

Central North

Chick the approprists box ko view @ kst of curmest flsrs and acosan the abiky W add fler.

ALT &

= OL& s Pr—
450 Fkers f y
o ASEAR Tasting 3 OCE 450 Filers - Coantral Morth Fudt |
DA ORG Ml Tean
& O CRG MBr Tek § FMhaw 10 ) snbres
& DLA S0C z
o DL Tk 0wy
Lawed B Lamt®  First el Org Uit
W i Uit E-miail Hame Mame W1 Name  Descgtion  Superssor
+ oac ¥ F |
= Cowtral Cantral Tewnday,
Samie Filsrr 278 Filers 9, FredyvBFiMSgndbon.com  Frydey | Cladys % = % 8L
e Sanlar Level =8 Hprth  Horth Ruay ¥ | |
S0 1 Central Cantral Temndar
S Tumunareyy omil -
= TOR LEVEL Cema 0 S| Bmmy K | Rorth B N .
= Confdunbial Fils -
- o -Shhh_ﬁlba-!:i!mh‘h: A i l
R e — T

= Camiteal Mocih
+ Cauntzal Kotk
& Canbrad harth . -
Ensceia s Click View to view the Filer's profile J
Cmpbtzal Ko ks
Curkal Morks
R Aok B racd
Enst Haginnl
e Morth Eawt Ragic
#F Sauth et Regh
e uimt Dot

1.  On the Org Unit Filers tab click View beside the Filer. The Filer profile
displays.

;D'r:ipla;,':a all of Fieat Hams Clactya

|the user's roles. (| Piddie mnimal x

-. ," E-Maal CFrpdarp @ DM rdbax cam
:_ I||I [ Phans D30 -000-0300

| reports and Org Units in FOM

m AesistariiECs History —— ~
- e —— Historical accounting of user'sJ

430 Corror Cantral Marth 3 Lists all affiliated assistants
+30 Filer Cenbral Harth | and ethic counselors
Reparviecr Cantral Marth 2 —

Doka i =1 g —— Ella 5
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2. Click the Reports tab in the Filer’s profile.
Note: In the Assigned column, it will display ‘Yes' if the report is Assigned.




Financial Disclosure Management

POl s -

2 Profile - Gladys X Fryday

& Fryday, Gladys X Contact Info

Last Mame Fyd ey
First Mame Gy
Hiddla Initial X
] 3 Frpia @ FIMEInohe, LM
Phane - DGl
S A g Mistary Click View to review the reporl |
__"rc:m the Review Status page

B Fryday, Gladys X Reports

Fapost Fased Rapost Shabue | Raviee Shutma § Assigeedi  Currest Dus Dabs 4 Assigads unie §

2015 03E d 5% Anraal Comiphats s 31 WIS Conitral Morh | |.H
R COE 458 Anrasd Kot Skerted Yaz SLLEINIE Corbral Mordh IH ]
2a1s SR 435 Mesv Entrant Craft Tam a0'insznaa Eentral Rerth |H. ]

POC User Guide

3. If the Filer’s report has not been assigned, click on the Assign button beside
the Filer's name.

4. To remove a report assignment on any Not Started report, click the Remove
Assignment button.

5. To view a paticular report, click on the View button beside a report. To do this
you must have the correct role in FDM.
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ADDING MULTIPLE 450 FILERS

FDM allows you to add Filers in groups of up to 100 at the at time in the same
Org Unit with the same Supervisor. However, you will need the correct e-mail
address for each Filer to add each Filer grouping to the selected Org Unit.

Adding Multiple OGE 450 Filers at a Time
1. Go to Admin Center | Org Management.

2. Locate and select the appropriate Org Unit where the Filers will be added in
the Org Tree panel.

3. Click the Org Unit Filers tab. Select the 450 Filers panel. A list of Filers
already associated with the selected Org Unit is displayed.

& 7 n
My Reviews | My Expired Reports n | Ethics Training Management Reports

Org Management @ E

it Org Tree My Orgs & FOM = DLA = TOP LEVEL ORG » Confidential Filers « Central North =
Profile  OrgUnitMembers QR ULILIEcl  History Click Add Multi to add
Seard [E——

| multiple 450 Filers.

Central Morth —
=3 ™
Click the spproprists box bo view = lisk of current filers and scomss the sbility to add filers, ",

= FOM
+ AGEAR Agency 450 Filers
i 1&0GE 450 Fllers - Central North (2dd Filer| EEETENTY
A
= DLA [Ghow | 10 | entries
=+ AGEAR Tacting 2
CLA ORG MEr Ta Org
+ DLA ORG Mbr Te Last'  First Unit iorg Uit
& DLa soc E-mmiail MName Mams NI Mame Descriplion SEperuisor
+ DLA Test
Lavel B 278 Filers G.Fryday@FOMSandbox.com  Fryday Gladys x
New Drg Unit
oo . Cantral Cantral Tussday, f i
Sam's Filers Sfeafunsmamd Sea  [8mrmr | X gt | Morth Ruby n=x8
# sanior Level 5A o
=ac 1
= TOP LEVEL ORG
= Caonfidentizl Fil
= Cenbral Hor
wp Central Mar
= Central Nar
Cenkral Nar
Central Ma
Central Mar

u D

Central Central Tuesday, I
Horth Moirth Fiibiy L]

OMETY

Showing 1 to 2 of 2 =ntrie=

=

4. Click the Add Multi button. The Add Multiple Filers page is displayed.

POC User Guide
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You have two options for uploading multiple 450 Filers: you can type or paste
e-mail addresses OR you can upload an FDM Excel template file.

Org Mansgement

My Dwge = FOM = DLA = TOR LEVEL ORE = Confidentisl Filsre = Conteal Marth =

Agarcy

kR Taghnp
ORG Hbr Tart
DO Hbr Tast
Si0aC

Test

(-]

Ding Urit

u Filarm
- Laeel 24

LEVEL ORG
Rkl Pl
Lentral Morth

Cantral Meeth
Caniral Herth
Cantral Merth
Central Horth
Cantral Heath
OH Asxt Divsc
Eart Ragiznl

| Select the appropriate Agency
| Directory from the drop-down list

Cantral Morth
Supereieors Taosd oy, Auby 3 A50 {arllﬂ-l-l_-_,-".

Prodile Brg Unit Meanbors Birg Unit Filers Histmry

&+ Add Multiple 450 Filers

Apency Drecior:

B CopyyFaste Email Addressss

Insbrections: Typa o copy ard pasta a-mai i
bales, Each sddewss requiras » yaperwte e, Evber 8 casr=um of Twmplety
LDE &-mail addresses. m

= )

= FOM

§ AGEAR hgarcy *
Dald

L R=EN

£}

* HCELR Tastieg
LA ORG Mbr Test

% LA ORG Mbr Test

1. Select the appropriate Agency Directory from the drop-down list. Please
select DoD if your Agency is USAF, USN, USMC, ect.

Option 1: Importing/Adding Filers via Type/Paste of E-mail
Addresses

Org Managameant @

My DFgs = FOM = DLA = TOPLEVEL ORG = Canfidential Filers = Ceatral Rasth =

Profils Oy Urid Membirs Oy UnitFilers Hiztory

Central North

Supmreisor: Tuasdap, by 450 Carkifinr: Dy, Senmy ¥

Armyg =

Agancy Dirschers

I g B Copy/Paste Emadl Addresses
Lawal B
":: Org Unst Inskructions: Typs or capy snd paxis a-mail sdéreses in the bex Instructionss Impart a (ot of Filirs uaing the FOM Fier Cnpart
T~ Balov, Emch wddrass requres @ 3apsrabn bna, Enbar @ masinrem of Tamplats,
=R 100 s~mail acidrsanmy. R
* Senior Laval 54 :
.;T g2 Supervizor Deme3FDMSandbox. com o
= T LEWEL D33 p_lays_Za@us.army.mil
= Canfulential Filars stanley_a.kupp@us_ ammy.mi
= Comiry| Mewth solodF dhive. Coim
e 1 roko@FOMSandbox ._l:lll
& ContralNorth braming_super_Sius. sy
Ceatrsl Karth
Caatral Rorth
CN Aank Dirsc
Eaat Megionl e
okt Type or paste Filer e-mai
i EB
+ Wit Comat addresses here and click Search.
4 Carp Emginesrs
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1. Type or paste Filer e-mail addresses in the Copy/Paste E-mail Addresses

box. You can enter up to 100 e-mail addresses at a time and only one e-mail

address per line.
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2. When complete, click Search. The Review and Confirm screen is displayed.

[ ]

Husa Oirg Ut

DL B meview and Confirm

£ams Flers

S-n:.'u--\.i’ o Imskruchionss  LUechack any irdredun) you de net sosh te add, Oy salected edesduals will ke sddad ke FRE

o

TOF LEVEL DRG

p= Confidential Fiers b [108 %] anbrims

1 L |
= Central Horth 1 I= Lask Middle &
& Caniral Horth 2 Add  FDMT E-mail Hiama Firet Mama Hiama Fhanae FLikl Rolax Erason
Centrsl Worth 2 QH

VR b Q- Firb ey

Canirs| Herth 4 = A
Cantral Merth = @ Tes Lincheck any individual whom
R aset Dirgct

i ey
East Regioni — you do not wish to add. i
= Morh Eaal Magic D"mﬂ:m " ooo- A A
* Soaih Easi Bepio o0l FOIM Uner
o ibteat Comat =
el B | e y o wee | The Reason fleld explains
Crsaingz: Do iy = -
Maturial Cormmand why certain Filers cannot
e Dbl Flars L
e —— @  er | LPolk@rOMGsidboccan i | b2 gdded via the Add
*>

[ After reviewing the listing, { Multiple 450 Filer= faature.
@ v | Click Confirm (o add the

| Filers to the Org Unit.

42 Filar,

S A5Y Cabifmr. | Alrmady s
Yau A-asal i rmy il Sharmip M oon- Agsar BEhice Har s
[ ofhrmm, FIs
FOs s
1

|- -

3. Review the listing of Filers. To add a Filer, leave the checkbox selected
beside the individual and click Confirm. Uncheck the checkbox beside any
individual whom you do not wish to add. Only selected individuals will be
added.

Note: If you were unable to add a Filer with Add Multi, verify that the e-mail
address you entered is correct. If a Filer is Already a Filer in FDM,
you will have to add them separately via Add Filer.

POC User Guide
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Option 2: Import a List of Filers (Excel file)

L~ ]
T Click this link to download the Ceniral Morth
FDOM Filer Import Template i D oL D e
- EOH
* :E;:R Apancy £ & Add Multiple 450 Fikers
& DIGA
S

e ACEAR Tartimg
[ALA ORG Mbr Tast
+ CiA ORG Mbr Test

o DiLs SOC e TR S P
ol B Copy/Paste Email Addresses L uUpload OGE 450 Filer List
Lerval B
s O 1 LIk Tnekrucklonss Typs or copy snd padde s-madl sddrazses in Sha box
+ g telow. Each mddrews requrss & ssparats lins. Enter a raximmam of
CGC

i e 100 s-mad 5dérsanae.

= Senicr Leval 55
e L
= TOF LEVEL 0aa

= Tenfiduntial filac Inkeroat Explerar ™
= Cmatral Korth
+ E::::: ::: N ':'l.-'ha1 do you want to do with FORM Bulk Add

Ewabral Rosth [ | oy | emplateslss?

Cantral Korth '-—---*"

Chi Azt Direc Gize 120 KB

Eaat Ragicand From: Fdm-pravise srmy.mil

o Marth Eack Regi
:r::;-::l'-s After clicking the By .;L &
L :—:THE_::-:::; b t[‘mplate '.'Ir'k_I Dpen or Feu il waon'l b encad autcmatically
¢ 3 Save the FDM Filer ; YR
Import Template to your
local drive, =% Save as
Cancel b G
p—
1
1. Click on the link that says Click to Download and use the FDM Filer
Import Template in the Upload OGE 450 Filer List.
Note: Use only the FDM Filer Import Template during the upload process.
The FDM template already maps the template fields to the appropriate
FDM fields.
A E & o E
First Name Last Name Middle Name {or Middle Initial Email Address Emall valid?

2 |Training X training_a50_17@us.amry.mil TRUE
1 | Training X training_450_18@us.armry.mil TRUE
4 |Training X training_as0_19@us.army.mil TRUE
5 | Training x training_850_20@us.amy.mil TRUE
& Training X training 450 21@us.army.mil TRUE
7 | Training X training 450 22@us.amry.mil TRUE
g | Training X training_450_23@us.armry.mil TRUE
3 [ Training X training_a50_24@us.armny.mil TRUE
10 | Training X treining_850_25@us.amry.mil TRUE
11 Training training_450_26@& us.army.mil TRUE
12 Training training_450_J7@us.army.mil  TRUE
13 Training . training 450 2E@us.army.mil g TRUE
14 Training Fill out the reqmred training_450_29@& us.army.mil TRUE
15 [Training Filer infﬂrmation fields training_450_30& us.anmy.m TRUE
16 [ Training S = Lraining 450 31@Us.amy.m TRUE
17 Training 450 22 X "TRUE' indicates that the e-mail TRUE
12 Training 430_33 X address is in valid e-mail format. TRUE
19 Training 450_34 % B y TRUE
20 FALSE
21 FALSE
23 FaAlISF

2. Open the Excel template and fill out the required Filer information.

POC User Guide
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Note: DO NOT change the template. Otherwise, it will not upload properly.

L T S T )

-
[« TR o
L= - s ThisPC + LocalDisk(C) + Tamp + ol e Temp I
Organoe - Plare Fokdar e o ﬂ
B Micrnscft Bl i
T—
B Thiz B ‘-l ﬁ--l o, A 2% -
i iy = 1
W 30 Ot L ,.'I 3 ! E | E
I [ecctop T -
2| Deosrnont:
Anchree Bipos p e Ervasil o chiroess FOM
& Downioads
B Mucic

= Pictures =
' Videon E _,II- G |
| LocalDisk i : After filling out the template, save
the document to your loeal drive

Film narre: | [

Sarvm m typ: E-I:H.:l'l' I‘kh?:‘.-!
Laltibilel 1

age:  Add @ lag

D'ﬁu e Thum bnai

# HidaFoldan

3. After entering the Filer information into the template, Save the document to
your local drive.

-

My Orgs = DLA » TOP LEVEL ORG #» Confidential Filers = Central North =

Prafile Org Unit Members Org Unit Filers History

Central North

Supervisor Tuesday, Ruby ¥

450 Certifiers Day, Sonny ¥

£ &+ Add Multiple 450 Filers X
fast

ast 2 Agency Direchory: oty

L

B Copy/Faste Emall Addresses

Instructions: Type or copy and pasta e-mail addrecces in tha bax Instructions: Import a list of Filars using the FOM Filar Imgort
Balow. Esch addrass requires a separate line. Enter a maxdmum of L0 Templata.

3 e-mail addresses,

POC User Guide

Filers
peth
jorth L
jorth T
orth 2
arth 4
orth 5
i r=ct
onl
Fe=gicn
Ragion

s W

m Click to downlead and wsa tha FOM Filer Import Template.

Click Import to imporfthe
FDOM Filer Impart Template.

Copy and paste e-mail address here

m

4. In FDM, click Import and then navigate to the file in your local drive.




Financial Disclosure Management

POC User Guide

. =} Chooss File te Upload 4
y Org Tre
- Y » This PC » Local Disk (C:) » Temp @ FDM v O Szarch FDM -]
garch Drganize = Mew folder = O B
Snagit files i MName ! Date modified Type [
Add New O
- Temp o OFRATIA 02 AM  File folder = -
i - — 2 Tra
5::.!: B This PC GDM Bulk &dd Templat= )‘ 2018 1039 Microsoft Exce 3 |7
I AGEAR Tectid ‘ £ D‘bjEEL‘. A Tra
LA ORG Mb 3 -
b 0Lz ORG Mb B Dektop - B
b oL soc i Tra
b DLA et B Cocuments e
Level B
Mawr Org Uit l' Beindoads a _Tra
f oo § Music 3 Tra
sam's Filars
b Senior Level | Pictures 10 {Tra using the FOM Filer Import
=oc L _ 11 ITrd
Videos
- TOF:LEVEL 4§ m 12 [Tra M Filer Impart Templabs.
- C:nﬁnlrm‘ji ::_: LGEB|D;SI({C:J . -— N
= - . 3 Tra
& Contia Select the file and click Open. I - ﬂ
+ Centrsl 5# Bk L ra -
Central
Centr| S \\\-\\ i
Central = i3 5
ke File name: | FOM Bulk Add Template \N.Istom Files (*les] -
Eostlg- = S p Jo
& Mocth Ea Ogen Cancel
* South Eal

K

& "Wast Coast
=+ Corp Engmeers (¥
Dwzen Diva Org

>

5. Open the appropriate file and then click OK in the Upload OGE 450 Filer List
box. The Review and Confirm screen is displayed.

B Review m

Instructions:  Uncheck any ind NIdLEl_}'/ not wish to add. Onby szlected individuals will be added to FDM,
-
Show | 100 | entrias
Add  In FDMZ? La=t Name  First Name Middle Mamz Phens FDM Rolas Heason '
& Yes 450 _18 Training k] a00-000-0000 FOM Ueer N
] ;x #3019 ™ The Reason field explains why
) Eraining_450_2 03 s a eyl 450_20 Tr - . .
g /a{r;_ : e L certain Filers cannot be added via
= braining 450 216 ws,a o mal 0_ 8§ .
B e |con s oaearra |01 o the Add Multiple 430 Filers feature.
= Ye= traming 450 2300 w=.a ool Shaw F.i;:l: X aoo-Jg0-000a FOM
(il YEs raming 430 230 us.army.rml Maaco Mary Jang x Q00-000-0000 FOM Wsar
[l Yes training 430 280 us.ammy.rmil whitthe Jack -4 000-000-0000 FOM Wsar e
. I : ; o ” o 430 Filar, . e
v | After reviewing the listing, click Confirm OOON0MNE |omuas | P o
o | to add the Filers to the Org Unit. Mot found in directory
Ho e Mot found in directory
] traming 430 27 @us &yl -'\ Mok faurd in directory
Mo traming 430 290 us.anmy.rmal LY Mot fourd in directory
\\ i

Agency Direchory: Dl

Uncheck any individual you do not wish to add.

6. Review the listing of Filers and uncheck any individuals you do not wish to
add. Click Confirm.
Note: Only selected individuals will be added.
Note: If you were unable to add a Filer with Add Multi, verify that the e-mail
address you entered into the template is accurate. If a Filer is already
in FDM, you will have to add them individually via Add Filer.
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Assigning Reports

Annual Filers

Since a System Administrator assigns Annual reports, it is very important that
POCs have their organization set up properly before December 31.

Everyone who is required to file a report will be assigned an Annual OGE 450
Report to file in FDM automatically. If a Filer has been added to your organization
after the initial notification, the POC will have to assign a report to that Filer.

New Entrant Filers

When a new Filer is added to your organization and they have not previously filed
an OGE 450 report, they should be assigned to file a New Entrant report in FDM.
When assigning a New Entrant activity, you will need to know the Filer’s start
date or the date the Filer was informed they should file a report.

Assigning a Report to a Filer:

1. Go to Admin Center | Org Management.

2. Locate and select the Filer’s Org Unit in the Org Tree.

3. Click the Org Unit Filers tab and then select either OGE 450 Filers Panel.

A [

My Reports | My Infa | My Revisws | My Expired Repaits | | Ethicz Training Management Reports | Resouroes oa i
org Il.aﬂg-nt us . N |
E PO (Firgs] 0Org Management @ 2
* Org Tree My Orgc » DLA * TOP LEVEL ORC * Confidential Filars = Contral North »

Profil= Org Unit Members OrE‘Unil Filers History
-
S

Central North
m Click the appropriate box to vigw a list of current filers and access the ability 0 add filers.

ALT A [£ . i
- pix Al [ Click Assign to . _
# AGEAR Tasting & DGE 450 Filers - Central North i [Add Fiim'”ﬁdd Hult]]
DLA ORG Mbr Test ass/gn a report s L )
 DLA DR Mbr Tast 2 iShow 10 ¥ | sntriss to a Filer. b
+ A 30T 2 “‘_'_'—"h‘a b
+ DLA Tast org \\
Lauval B Last*  First Uit Oy Unit \.\\
Mew Org Unit E-mail Hame Hame MI Mame Descripbion Supervisor ‘\'\
+ 0G0 r .
i Central Central Tussday
Sam's filers 278 Filers Froday @FOMSandhozcom | Fryday Gladys K Comr® Vo= e s
& Senior Leval 54 Herth  Herth Rty
wac 1 . h = Central  Contral Toestave | (5 e | o
= TO? LEVEL ORG £ ssauzarmem Bea | Bomy| X | porth | Worth Ruby |ﬂ": |i |E £|
= Corfidential Filars o
= Contral Hoet IEhowing 1 o 2 of 2 entries i
o Cantral Korth
& Central Morth
Lentral North .

4. Click the Assign button besides the appropriate Filer. The Filer Assignment
page is displayed.

POC User Guide
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Entering the Report Information

5. Select the Yearand New Entrant and then click OK./
¢ The Due Date defaults to the statutory Due Date..

E Org Tree My Orgs » DLA » TOP LEVEL ORG » Confidential Filers » Central North »
Override Due Date — Use ONLY when necessary to record the legal due date (2.g., because the date
Search n automatically assigned by FDM is not the correct legal due date), Only Certifying Officials or their EC

can override the statutory due date. A reason must be included when overriding = Due Date in FDM,
which usually just consists of indicating the appointment or termination date of the filer.

Record Extension - Use this function to record an extension to the legal due date. Report extensions
are recorded on the Review Status page of a report.

ALLE A Note: ECs may need to override 2 due date and then still record an extension - (2.g., Filer appointed

- DLA . /1, report assigned &/15, giving filer only 15 days to file - EC may override to record 6/30 due dats

+ AGEAR Testing but extend 15 days to provide filer 30 days to file).
DLA ORG Mbr Test

% DLA ORG Mbr Test 2

#+ DLA SOC

+ DLA Test B 450 Filer Assignment
Level B
Mew Org Unit o . — -

rg Unit: Central North
HoeL, rder Cladys x Frpls The report year defaults
# Senior Level SA

soc 1

to the current year.

Assignment Type:
= TOP LEVEL ORG
= Confidentizl Filers
= Central North
Year:
+ Central North 1 |

+ Central North 2
Central North 3
Central North 4 Report Status:
Central North 5
CN Asst Direct
East Regioni

Mew Entrant b

(Only a DAEO/450 Certifier or

Due Date: 11/08/2018 —0 | £ .
* North East Region e — their EC can adjust the Due Date.
= South East Region
. West Pt e Enter a reason for ing the report’s default due
<+ Corp Engineers Comments:
Deep Dive Org b

Matarizl Carmemand

(256 Characters Remaining of 256)

Notifying a Filer

& Org Tree My Orgs » DLA » TOP LEVEL ORG » Confidential F

@
Override Due Date - Use ONLY when necessary to record the legal due date (e.g., because the date C
Search n automatically assigned by FOM is not the correct legal due date). Only Cartifying Officials or their EC
can override the statutory due date, A reason must be included when overriding 2 Due Date in FOM,
which usually just consists of indicating the appointment or termination date of the filer,

» Central North »

Record Extension - Use this function to record an extension to the legal due date. Report extensions
are recorded on the Review Status page of a report,

ALT=h I Mote: ECs may need to override a due date and then still record an extension - (2.g., Filer appointed
e 120 6/1, report assigned 6/13, giving filer only 13 days to file - EC may override to record £/30 due dats
=+ AGEAR Testing but extend 15 days to provide filer 30 days to file).
DLA ORG Mbr Test
= DLA ORG Mbr Test 2
+ DLA SOC
+ DLA Test B 450 Filer Assignment
Level B
- gg‘g Org Unit Org Unit: Central Nerth
e — Filer: Gladys X Fryday
+ Senior Leval SA
soc 1

Success: Filer Gladys X Fryday assigned 2018 OGE 450 Annual Report!
= TOP LEVEL ORG
= Confidential Filers

B3 Report Assignment Notification

Central North =
o8 Castrallarth | The e-mail message
+ Central North 2 iaz : 2
Central North 3 ° S:Frydey@FDMSandbor.com can be edited by typing
Senkel ottt |over the default text.
CN Asst Direct
East Region1
+ North East Region ’
: i‘l‘:’;thciihgh" Disclosure Report Filer in Financial Disciosure
4 Corp Enginssrs lanagement (FDM). Your report is due 02/15/2018.
Deep Dive Org hd

Matarizl Crmemand

Subject: Start Your Report due 02/15/2018 (Autoratic Notice)

Message:

Please consult your legal advisor or 450 Certifier Don_16
D Manella, thomas.a.berens.ctr@mail. mil, 732-555.

ST . 5234, if you have questions about how to file a Financial
Click .Send to nOllfy [Disclosure Report, or need an extension. Also, consult
the Filer via e-mail. [your legal advisor, supervisor or me if vou do not think

ou should file such a report.

¥

6. Click Send to notify the Filer of their requirement to file or Cancel to notify
later.

Note: The e-mail message can be edited by typing over the default mes-
sage..
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Reminding Annual Filers

Once the System Administrator has assigned Annnual OGe 450 Reports to all
current Filers in FDM, the POC can then notify the Fllers in their Org Units of
their requirement to file.

SENDING AN E-MAIL REMINDER

1.

e = 7
My Reports | Assist Filers | My Info h My Expired Reports | Admin Center | i ng | Management Reports | Resources

Remind Filers

Select My Reviews | Remind Filers.

b

)
[l POC  |Change
£

— Find Filer:

Remind OGE 450 Filers

Org Umit: E;Orgs |-5ELEC'r—I'~.Iz’:t Lawval Down | » |

) Show My Filers

® Show Filer's Reports for My Orgs

Include Filers for Org Units sssigned to other 450 Certifiers

Find:

OGE 450 Annual Filers who need an Initial Notification to file
All OGE 450 Filers who hawve not started their Report

All OGE 450 Filers whe hawve not submitted their Report

L all OGE 450 Filers who are late

| Search

& Printer Friend)
1to2of2 Items per Page: [EEEE -

Confirm Filers to Receive an e-Mail

Notify

Uncheck any
Filer who
should not

get an email

y Filer's Beport | Reporting . § _
Eilar e-mail Year Status P = C

|[organization: Test org 1018

bl | Admin Closed, as0 157 ASD4.sec@us.armny.mil z018 Mew Entrant | Kupp, Stanley stanley.s.kupp@us.army.mil
(~4] AmendInProgress. 450 156 R ASD3.sec@us.armmy.mil 2018 Mew Entrant | Kupp. Stanley | stanley.a.kupp@us.army.mil

Hiotify

2,

POC User Guide

Select the Org Unit from the Next Level Down drop-down list, select OGE
450 Annual Filers Who Need An Initial Nofication To File and click
Search.

Review the list of Filers and then click Notify. The Confirm Reminder to OGE
450 Filers page is displayed.
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Review E-Mail Message

The Confirm Reminder page is used to notify a Filer that he/she has been
assigned a report to file in FDM and lists the type of report that should be filed
along with the due date.

PR Ay, DR 7 o aEenn
My Reports | Assist Filers | My Info My Expired Reports | Admin Center = Ethics Training | Management Reports | Resources =

Remind Filers

Confirm Reminder to All OGE 450 Filers who have Not Started their Reports

[l Send an e-mail to 2 Filers

From: kevin.m.deegan.ctr@mail.mil
Subject: FOM Reminder - Please start your [RepartYear] [Reporting Status] OGE 450 Report , due [Current Dus Date]
Message: [Filar Firstname Middle Lastname] :

It is time to file your [Repsrt Year][Reporting Status] OGE 450 Report in FDM.

1. Log in to FOM - URL: https://fdm-preview.army.mil.

(If this is the first time you are entering FOM, you will see a Contact Information screen to review, update, and complata. Click Save
when finishad.})

2. You should land on the My Reports / Reports Mot Started page if 2 repert has been assigned {otherwise as 2 Filer you will be on
the My Reports | Report List page).

3. Click the Start this Report button beside the report. FDM will guide you in entering your information.

4. When your repert is complete, click the e-Sign button to sign and submit your report.

Please consult your legal advisor if you hawe questions sbout this requirement to file a Financial Disclosure Report, or need an
extansion. Alse, consult your legal advisor if you do not think you should file such a report.

For further assistance, contact the FOM Service Center at 443-861-8673 or DSN 548-8679. Additional information can be found on
the Help B Support page at: hitps://fdm-preview.army.mil/helpSupport/helpSupport.htm. E-mail:
mailto: usarmy. APG.cecom. mbx.FOMSpt@mail.mil

{Limit 2,500 characters)

Add your
optional text
here:
{2500 Characters Ramaining of 2500]
Closing: Regards,

Kevin M. Deegan

¥l Send a summarized e-mail to 1 POCs

From: kevin.m.deegsn.ctr@mail.mil
Subject: FDM - ¥Your Filers have been reminded to start their assigned OGE 450 Reports
Lo o a1 '

Customize Message

4. Type any additional text to add to your message and then click Send. The
Remind OGE 450 Filers page is displayed with a message summary.
Note: You can also send a copy of this message to any associated POCs

and Supervisors from this page.
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Bnsist Filers | My Tnfo | My Reviews

Adding Sub Org Units

Additional Org Units are necessary when you need different or separate
groupings of Filers and review chain participants, such as a new Supervisor for a
new Activity.
Note: A New Org Unit is not required when a successor Supervisor replaces
an incumbent one. In that case, simply delete the departed Supervisor
and assign a new one.

You can add a new Org Unit and any associated Org Unit Members to FDM in
the Admin Center.

1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and then select the Org Unit in the Org Tree where
the new Org Unit will be added.

N JO L =
Ethics Traiming T Management Reports | Resowrces

ﬂ o (Grges |

E-':'J Ic j{
(e

—pE—
=+ Confidentis| Filers
-

Enginsers West
Deep Diva Org
Matenal Command
Sublic Filers
ADECOM
s

PR

Click Add New Org to add a new Org Unit.

b i d
I'.-' Org Unit Members Org Unit Filers History
ol £

Org Management @ l

Corp Engineers

Basic Detalls |E

e [T [ o= |

Corp Enginears

Dascrption:

Oirg Unit Descripton

0rg Unit Role Assignments

Agency:

DLA Rolos Currant AScinnments
poC(s) ::tti:g_'?lsluned [BEACH, Sandy X actng]; [Barr, Clark ¥
Supervicor Mansllzs, Don_i& O
450 Certifier Mot Assignad [ADAMS, &nsel ¥ acting)

Senior Lagal
Councal

DAED Flct Assigned [BAUM, Adam X acting]

Mot Assigned [FRYDEY, Gladys X acting]

3. Click Add New Org, located above the Org Tree panel.
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T e S e

ﬂ LS. T Org Management @ E
J. Org Tree My Orge = TOP LEWEL ORG + Corp Enginsees =

Prufis Oy Ul Members Grg Unik Filers Hintory

Oirg Management - Add New Org Unit
Instruckiens
-C:I\: it reameg a5t b L #0d a0 Lo g than B s lp haraimsnic charachans

= TOP LEVEL 08 se the: Desoription Neld to desoribe the Qg Unet. Desoriphion b ledied o 190 slpammen charschers
% Cenfdembsl Fikers
= Lorp Engiopeies ADD BASIC GETAILS
Enpiraars Wast

Dwap Oiew dng Kamws:

Matmrial Comms
A AU Enter an Org Unit Name

e Do i s .
! e — and Description then click
- — Bave o create an Org Unit

Oryg Unit Description]

0rg Unit Role Assignments

I Balag Cwwynnt Aocignmenbs |

4. Type the appropriate Name and Description for the new Org Unit.

Org Unit Name and Description

+ The Org Unit name must be unique: duplicate names are not permitted
at the same level within the Org Unit. It is recommended that you keep
the Org Unit name short and specific, e.g. use of abbreviation of the
organization name to which the Filers and legal reviewers belong. FDM
does not prohibit you from naming Org Units whatever you like, but it is
advised that you follow a standardized Org Unit naming convention.

+ Use the description field to describe the Org Unit further. This way, you can
easily distinguish the Org Unit from others that may have a similar name.
The Org Unit description is limited to 100 alphanumeric characters.

5. When complete, click Save and then OK to confirm the addition of the new
Org Unit.

Acting and Assigned Org Unit Roles

Each Org Unit inherits the review chain participants from the Agency Org Unit
until a different legal reviewer is associated to the subordinate Org Unit. When
an Org Unit does not have an assigned Review Chain Participant or POC, FDM
automatically assigns the person as acting in that role from the superior Org Unit.

POC User Guide
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ASSIGNING SUPERVISORS

FDM automatically assigns the Org Unit role from the superior Org Unit as the
acting Org Unit role until a different Org Unit role is assigned.

If the person is associated to all of the subordinate Org Units, there is no need to
assign that person to each subordinate Org Unit. In fact, you may not need the
subordinate Org Unit in that case.

1. From any point in FDM, click the Admin Center tab.

2. Click Org Management then select an Org Unit in the Org Tree where the
new Org Member will be added.

3. Click the Org Unit Members tab within the selected Org Unit.

[ oo T vt Ty taviome T v exived savas I e i eraoamat s |

ey Fan

—

ﬂ — Org Management @ B
& Org Tree Hy g = FDM = DLA = TOP LEVEL ORE # ConFdanbial Flars & Canbral Horth &

Central North
2= Urseusnons

Cick Raplscs [Jf] ba changs ths ssigeed Org

ALT A ra——
Fou. B ik Mmrmorvn (X ) b Ramava the assigred Org
| AGERR Aguncy o
L
b o=
= oL

& ACEAR Tasking
DiLA ORG Mbe Tart

Point of Contaer (POC)  [+Add]

o DiLA ORG Mbe Tast 2

o DA 50T LELIE] St atis
= DA Tast

Laal B Dy Maany X pasgaed x|

Piass Drg Link . .
+S:E”"“" Click Replace or Assign to
- s.‘.:‘. s SEIECt a ﬂe.“‘ Drg L.I"It r'¢I1EI-ﬂ:'Er
o L

= TOO LEVEL ORE -
bt W Status m —r""‘""_
= Canbral North .
" Carral Morih Tustdwy, Ruby X Ascgued =
4 Cerral Porth 2 =
Cantral North 2
Cardral Morth 4

Cantral Marth = 450 Certifier
M Sount Carect
ST " =
B sty
# Horth East Ragiza :
# Gauth East Aagion Cary, Saany X Anngaed
= L

4. Click the +Assign or Replace button in the Supervisor panel to assign or
replace someone as an Supervisor. The search box displays on the right

5. Select the appropriate Agency Directory from the drop-down list.

6. Type the new Supervisor’s e-mail address in the e-mail field then click
Search.

POC User Guide




Financial Disclosure Management

& Org Tree My Oega = Cantrsl Mosth =
e [T
~

Central North 2
m T Type the Supervisor's e-mail
Click waplecn (3} to chemge tn asignad Dog :
= Cantral Harth Hombsr Supervisor address and click Search
w Ceatral Korth 1

+ R Click Ramevs (M) 12 Ramass the seuged Org

Ce orth 2 Membar

Caatral Rarth 3 Agency Birecboys DD ™
Caabral Karth & r
Contral Korth 5 £

T Asar Wt By F O [ 1 Gk

Exat Bagrond Point of Contadt (PO} epad] Pz stanbey.a.bupp@us.army. mil
oran i Nama Status

Phass g it

S Beq Lask Mammn:

oo Dy, Maney X Rerigres o
Firet Namat
m Middle Fams:

Mame GEatuz

Tusaday, ®aby % Emniguec ¥ = m

Shaoww |10 | enbres

= e I Lagh st Hiddle
450 Certifier FoMz E-mail Newe | mame”  heme ' pnese
Nam= Status . ﬁ
*er | giackes.skigofucsse.mil | fups Seankay T
Sy, Sonmy K r—— = R x4 o
: .

Shosing 1k2 1 of L enbran - ﬂ 1

Click the plus (+) sign beside the Supervisor's name I

Senlor Legal Counsel (5

7. Inthe search results list, select the individual whom you wish to add by
clicking the plus (+) sign beside their name. Your newly added Supervisor is
listed beside the selected role.

Note: The best way to return a result for someone is to search by e-mail
address. Searching by last, first, and middle name will return more
results.

POC User Guide
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ASSIGNING POCs

If you are a POC at the top level of you organization hierarchy and you have
many Org Units and Filers, you can assign a POC to any of your sub Org Units in
order to help you manage your Filers.

To add an additional POC to an Org Unit:
1. From any point in FDM, click the Admin Center tab.

2. Click Org Management then select an Org Unit in the Org Tree where the
new POC will be added.

3. Click the Org Unit Members tab within the selected Org Unit.

ﬂ'w: [ Org Managemeant @ @

* CH!J Tree Hly Oirgs & FOM & DLA = TOP LEVEL ORC & Confedential Flars & Canbral Harkh =

Central Morth
BN | oo
Chick Asplacs (] ta changs the sstgeed Oorg [ z 3
41T A Vamicar. Click +Add to add
3 Ll e T
R ek Rerrvs (b Rz the msied o | AN Addditional POC.
OwA -—
W OiZA
= OLA
e Bocen Y Point of Contact (POC)  [=Add]
D& ORG Mbr Tert T
o DG RIS Mbe Tast 2
o OLA 50C _ﬂam-a St
= CiLA Tast
Lawal B Darye MBaRy X pamgaed = = |
Piasa Crg Ui el
+ 0G0 -

Zaw's Fllers -\-"‘"-_- o .

moc 1l 4
= TOO LEVEL ORE button to replace an
= Corfidartal Filara e Batues e it} =
= Canbryl Morik — — || already Assigned POC
o Cartral Parih 1 Tumtday, Ruby % Anugaid A
4 Cararsl Morth 2
Cantral North 3
Canfral Morth 4
s 450 Certifiar
M Anwt Cirect
G Ragiang
¥ Horth Bast Pegisa
# Seuth Eart Aegion | B Smary X Sasgaed
# Wask Coust o

| Hamie Ghatues

4. Click the +Add button in the Point of Contact (POC) panel.
Note: Two or more POCs can be added to the same org Unit.

5. Click the Replace button beside the assigned POC to replace a POC.
Note: You can add additional POCs to assist with the administration of this
org unit.

6. Select the appropriate Agency Directory from the drop-down list.

7. Type the new POC’s e-mail address in the e-mail field then click Search.

POC User Guide




Financial Disclosure Management

! rrrnqwn:! My inde |
S T

e

o T

T s |

POC | Charga =

A
B

= Cunizrsl Kot 1
= Copbrl Worty 2
Cwpbrsd Mot 3
Carbral Morts &
Cerbend heorth 5
Cfd At Drest
Esat Ragicat
& roH

@
Imabreckems

g HManagement

My drgs = Cantral Harkh =

i, Uik Fillers Hiadamy

Central Morth

Clck Puplace (] to cheage tha assigned S
HMenher

0, search for POC

Click Bamcvs (M ) Bo Ramows ths scngrad

Org M
g Mermiber Agancy Gissckorp. Dol ~

Poirt af Contact (POC) [+add]

=tanley s kuppires. ssmy. el

Last: Slarrm: o

| lick the Show
Directory Details button
to display the individual's
contact information, Filer
Category and Agency.

Farst Nama:

Supervisor
HEd d s M

Mame Shmtma

Tussday. Bsby 4 Scdgead [r. g3 [ -
Sheieer [ 11| aniries \\\\‘
T . et et Middle,

FOM? E-miail Hama W hamwa  Phona
2 -

var | shunley.sSupp@ersmmpmid | Kopp Stmbay FR-GE G-
238 a

e

1 1

Shoeing [ =y

Click the plus (+) sign to assign
the Crg Unit Member role

Senior Legal Couns

POC User Guide

8. In the search results list, select the individual whom you wish to add by

clicking the plus (+) sign beside their name. Your newly added POC is listed
beside the selected role.

9. If prompted, select Yes to allow this person to hold the same role for multiple

Org Units then confirm the selection.
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Editing an Org Unit
Org Units can be updated at any time in FDM. It is advised that you update an
Org Unit while your Agency is undergoing a period of transition or reorganization.

You may also find the need to edit your Org Unit's Org Members (Review Chain)
right after creating an Org Unit so that you can tailor its proper Review Chain to

the grouping of Filers.

1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and then select the Org Unit in the Org Tree that you
wish to edit.

HP“EN_;

BLT A
- oM
+ AGEAR, Aguncy
[ ]
& D[54
= 0Lk
# AGEAR Tasting
+ DLAORG M Test 2
& D& 200
# DLA Tart
Lavsl B
Fw g Unit
+ oo
0T Hbr Tast
Sam's Flors
+ Senior Leval 8
et
= TOR LEVEL ORG
= Cenfdestsl Filers
= Costral RHorth
& Castral Karts
% Cantral Karts
Canbrad Morin
1 Karth
-
M st [
Esat Msgonl
# Mpeth East Aagh
# Sauth Eamsk Regl
¥ west Coast o

Org Management

& Org Tree My Cwgs = FDM = OLA = TOR LENEL ORE = Confdsnfisl Flsre » Cantral Hasth =

Hama:
Canbrad Rarth
Desorgdion:
Conbrsd Rarth

ey
(=)

Click Edit to edit the Org
Unit Name and Description.

m Grp: Unit Members Grg Unit Filers History

Central Morth

Dy Unit Rode Assigrniments

Rales
POCT =]

Sups rvisor

A5 Cartahur

Seniur Legal Counsel
DAED

Curreat & ouguasats
Diay, Maney ¥
Tussday, Raby X
D Baprry 3
Mot Aaoipeed (DAED, Carfidential X acting)
Mot Acripmad (DAED. Carfidenttal X acting)
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3. To update the Org Unit's Name and Description, click the Edit button in the
Org Profile Basic Details on the right.
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rg Tree

ALT A
= FDM
# AGEAR Agency
DeCA
+ DIsA
= DLA
+ AGEAR Testing
+ DLA ORG Mbr Test
=+ DLA S0C
+ DLA Test
Level B
New Org Unit
+ 0GC
ORG Mbr Test
Sam's Filers
=+ Senior Level SA
soc 1
= TOP LEVEL ORG
= Confidential Filers
= Central North
+ Central North
+ Central Morth
Central North
Central North
Central North
CN Asst Direct
East Regionl
= Morth East Regic
= South East Regi:
=+ West Coast

R S S

< >

L

My Orgs * FDM » DLA * TOP LEVEL ORG * Confidential Filers » Central North »

Org Unit Members Org Unit Filers History

Org Management - Edit Org Unit

Org Unit name must be unique and no longer than 20 alphanumeric characters.

Use the Description field to describe the Org Unit. Description is limited to 100 alpanumeric characters,

EDIT BASIC DETAILS

Name:

0Org Unit Name

Description:

Org Unit Descriptio x

ACTIONS

0Org Unit Role Assignments.

Roles Current Assignments

POC(s) Day, Manny X
Supervisor Tuesday, Ruby X
450 Certifier Day, Sonny X
Senior Legal Counsel Mot Assigned (DAEO, Confidential X acting)

DAEQ Mot Assigned (DAEQ, Confidential X acting)

4. Update the Org Unit Name and/or Description as needed.

5. Click Save.
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Moving Org Units

You can move an Org Unit to align the Filers and review chain participants
appropriately after a transformation within your agency. Click Move on the

Org Unit profile page to move the Org Unit and all Filers in that Org Unit
simultaneously to a new location in FDM. Selected user roles may only move Org
Units to another FDM location within their authority.

1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and then select the Org Unit in the Org Tree that you

wish to move. The Org Unit Profile is displayed.

Hrl.-nrh] My Info | By Reviews |

u..m._] 1

Hy Expirsd ""'"'I"“ r ;,__,.E]- m.n:.r;ur:_
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# [Ls SO0 ! |
o DLA Teak Drg
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Haer T Unik E-mad Mamz Mame 2] Mama Descripltion  Supsrvisor m
+ O0C |
Sam's Flers a7 Fil | GrdsemEommintnan Fresey Giadye o Cembl Centnd i A= o=
+ Sanior Level 54 = : s i Burthy | Morth Vi _Jy_:‘ b
L . e Cenbegl Centesl Tuesday. ol o
= 'll'\:P LEVEL CR:G | Effm oyl - Ty * Horthy Kotk I‘rm'w\" __'! i £ ! ! |
= Cmrddertinl Filare u -
i I Bhoeing 1 ko 2 of 2 antris - 1
#* Ceabrpl Worth — - a
# Coatral Farth § Click Move to move a Filer
Canbral Korth % -
rdidnthinl, to a different Org Unit
Ceabrel Woith |
CH Azak Direct
Enat Fagoai
o Marth Faak Ragia
* Gouth Esak Ragx
* Wt Coart
s Corp Engisesns [
3. Click the Move button in the Actions column of the Org Unit profile.
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Select an Org Unit from the Org Tree that
you want the moving Urg Unit to fall under

POC User Guide

4. Browse and select an Org Unit from the Org Tree that you want the moving
Org Unit to fall under. The Org Unit that you select here will fall above the

moving Org Unit.
Note: If a Filer in a moving Org Unit has assigned incomplete reports, those

reports will remain with the Filer’s departing Org Unit.

5. Click OK to confirm.
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Removing Org Units

Important Information

Before you can delete an Org Unit, move any associated Filers to another Org
Unit or remove the Filer’s role if they are no longer Filers. See the Filers section
for further information. If the Org Unit has subordinate Org Units, move or delete
the sub-Org Units.

Removing an Org Unit:
1. From any point in FDM, click the Admin Center tab.

2. Click Org Management and then select the Org Unit in the Org Tree that you
wish to move. The Org Unit Profile is displayed.
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3. Click on the button that says Remove in the Actions section of the Org Unit
profile.

4. Click Ok to confirm.

POC User Guide




	POC User Guide
	Table of Contents
	Your Role as a Point of Contact (POC)
	Organize Filers Prior to December 31
	POC Timeline

	Checking for Outstanding Reports
	Periodic Report Types
	Review Progress Summary
	Due Date Tracking
	Daily Extension Tracking
	Ethics Training Tracking

	OGE Agency Report Types
	Annual Ethics Training Report


	Generating a Management Report
	Including/Excluding additional Org Units in your View
	Working in Excel
	Filtering and Sorting Data in Excel

	Printing a Report
	For Periodic and Agency Reports:

	Saving a Report
	For Periodic and Agency Reports:


	Managing Filers
	Adding (registering) a Filer to FDM
	Searching For a Filer 
	Filer Belongs to a Different Org Unit


	Removing a Filer Role
	Removing an Assigned Report

	Moving a Filer to a Different Org Unit
	Moving a Filer with a Draft or Under Review Report
	Moving Filers: Common Issues 
	Moving a Filer with a Completed Report or Unassigned reports
	Filer’s report was assigned in a different Org Unit (or, new Org Unit reviewers can’t find report)
	Filer’s New Org Unit has Different Reviewers
	Filer Changed Agencies
	Filer files both 450 and 278 reports 


	Viewing Filer(s) Report Assignments and Status
	Viewing Report Assignments

	Adding Multiple 450 Filers
	Adding Multiple OGE 450 Filers at a Time
	Option 1: Importing/Adding Filers via Type/Paste of E-mail Addresses
	Option 2: Import a List of Filers (Excel file)


	Assigning Reports
	Annual Filers
	New Entrant Filers
	Assigning a Report to a Filer:
	Entering the Report Information
	Notifying a Filer


	Reminding Annual Filers
	Sending an E-mail Reminder
	Review E-Mail Message
	Customize Message



	Adding Sub Org Units
	Org Unit Name and Description
	Acting and Assigned Org Unit Roles 

	Assigning Supervisors
	Assigning POCs

	Editing an Org Unit
	Moving Org Units
	Removing Org Units
	Important Information
	Removing an Org Unit:



