ADDING MULTIPLE OGE 450 FILERS

FDM allows you to add Filers in groups of up to

100 at the same time. However, you will need the
correct E-mail address for each Filer that you are
adding.

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

tab and then click Org Management.

2. Select the Org Unit where the new Filer should
be added and then click Org Unit Filers tab.

3. Select OGE 450 panel. A list of Filers already
associated with the selected org unit is
displayed.

4. Click the Add Multi button. The Add Multiple
450 Filers page is displayed.
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Options for Importing Multiple 450 Filers

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.

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

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. .

2. When complete, click Search.
3. Review the Filer Listing.

4. To add a Filer, leave the check box selected beside
the individual and click Confirm. Uncheck the check
box beside any individual whom you do not wish to
add. Only selected individuals will be added.

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 is correct.

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

Profile Org Unit Members Org Unit Filers History

Central North
m Supervisor: Tuesday, Ruby X 450 Certifier: Day, Senny X
~ _
fro=ncy &+ Add Multiple 450 Filers x
" Army ~
Agen Directory:
R Testing A i/
RG Mbr Test
RG Mbr Tast |
OC = o 4
L & Copy/Paste Email Addresses L. Upload OGE 450 Filer List
B
rg Unit Instructions: Typs or copy and paste e-mail addresses in the box Instructions: Import = list of Filers using the FDM Filer Import
below. Each address requires a separate line. Enter a maximum of Template.
. 100 e-mail addresses.
F"Ersl , [ Click to download and use the FOM Filer Import Template.
b Level 5 :
Supervisor.Demo@FDMSandbox.com m
EvEL ORG p_jays_26@us.army.mil
fridential Filers stanley.a.kupp@us.army.mil
potral North J.Polk@FDMSandbox.com
Cantral North s ,
[Esakord training_super_S@us.army.mil
Central Morth
Central North
(CN Asst Direc

East Regionl

Sl Type or paste Filer e-mail
et canet B0 addresses here and click Search.
b Engineers

h Dive O
LN

Central North

Add New Org Supervisor: Tuesday, Ruby X 450 Certifier: Day. Scnny X

LT A

e . = &+ Add Multiple 450 Filers 2
AGEAR Tasting

DLA ORG Mbr Tast

DLA ORG Mbr Test 2 -
Agency Directory: DeD

bLA SOC geney ™

DLA Test

Level B

Mew Org Unit

DG B Review and Confirm
Sam's Filers

Se"';" Leveh oA Instructions: Uncheck any individual you do not wish to add. Only selected individuals will be added to FOM.
soc
TOP LEVEL ORG
|- Confidential Filers Show entries
= Central North
4 Central North 1 In Last HMiddle =
4 Central Morth 2 Add  FDM? E-mail Name First Name Name Phone  FDM Roles Reason

Cantral North =

Central Morth 4 - — ooo-
Contral North 5 @  ves  sweenid Uncheck any individual whom Brviser  x 000~ FOM User
=t Dirac ] ocoo
i you do not wish to add. e
4 mMorth East Regiol o as iavs P EEGE STl Ereses Y 2 ooo- SRy SO

= South East Regio cooo FORAUesr
=+ West Coast

b Corp Engineers & vas  stanlev.a.bu us.armyv.mil xuee | The Reason field explains
Desp Diva Org : :
Matecial Command why certain Filers cannot

i eubhciFllers @ ves | lLPolkmFDMSandbox.com Polk be added via the Add

>

After reviewing the listing,
click Confirm to add the
Filers to the Org Unit.

Multiple 450 Filers feature.

per_S TrSTINg ” Gl
ocooo

450 Filer,
ooo- 450 Certifier,  Already a
Yes S.Sea@us.army.mil Sea Stormy * 000~ Agear Ethics filer in

oooo officers, FDM

Adding Multiple OGE 450 Filers 2



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

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.

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

Note: DO NOT change the template. Otherwise, it

will not upload properly.

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

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

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

6. Review the Filer listing and uncheck any individual
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.

Adding Multiple OGE 450 Filers

g Uil Mesmbers

Oy Wit Filers History

- F

» AESAR Aparcy -~
DA

+ casa

e

“+ AGEAR Tastimg
Ca QRG Mbr Tact
= CLA ORG Mbr Teat

Click this link to downlcad the
FDM Filer import Tempiate

Central Morth

. Flutne ¥ AN Cartsar: Doy, Sonme X

Inkmervat Explorar =

Wihat do you want to do with FOM Bullk Sdd

After clicking the

Sawve the FDM Filer

local drive.,

Faagl Templateadsx?
I Sizes 320 KB
] From: Fekon - e, mery. mil
— Ope

template link, Open or d

Import Template to your

-5 Save

- Sawe as

—

CTancel

= Add Multiple 450 Filers

Agency Direchorys

Uncheck any individual you do not wish to add.

B Review and Confirm

Instruchons: Unchack any lndmduall:r’/

show 100 | entriec

nict wizh bo add. Only s=lected individuals willl be added to FDM,

Ciilr

Add In FDMZ> Last Name First Name Middie Mame Phone FOD'M Roles Keason S
E‘] Wes 430_4i8 T(aiilng | o | OO0 -000 -0 00 1 FOM User
L2/] Yes 25 — ™ The Reason field explains why
i 453 203 al 450 _20 kel 5 - .
g/nf o o/ certain Filers cannot be added via
bmining 430 216 ws.aroey.mil A B G
o S e o the Add Multiple 450 Filers feature.
& Ye= raiming_450_ 2266w rrrev. il Shaw Rick ao0-000-0000 o
[} Yes baining 430 240 ws.a rroy.mil MNasco Mary Jana k4 000-000-0000 FOM User
Yes Daming 430 ZS@us.arrmy.mal wihittha Jack s ‘00O0-000-0000 FOM Usar
I~ 2 . e - = _— aso Filar, pa
e After reviewing the listing, click Confirm oD N a0t | s ol B Ll
Na | to add the Filers to the Org Unit. Mook found i directory
Mo 1 Mok Found in direcbony:
Mo baining 430 278 ws &y il \ Mok faund in directory
Mo DaEming 430 290 ws.a oyl ) Mot found in directory

.
i

[ o ]




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





