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MANAGING FILERS Disclosure

Management

Group Filers into separate Org Units by Reports | My Info | My Reviews | My Expired Reports L
Supervisor. Agencies that do not use ittmeors
Supervisory review assign a paralegal or 450 corter e Org Management @
legal clerk in the Supervisor role to perform :
a technical screening for a disclosure report’s My Orgs » DLA » TOP LEVEL ORG » Confidential Filers » Central North »
completeness. Profile  Org Unit Members History ~
1. From any point in FDM, click the R EI |Click Add Filer to
Admin Center tab and then click Org T _ - Central North adld t?enge”S FTe
Mana gem ent - Click the appropriate box to view a list of current filers and access the ability to add filers, selecte rg Unit.
- ~
2. Select the Org Unit where the new Filer :I%:(L;::JRR;E::;?QTest R 3% OGE 450 Filers - Central North [ Add Filer [[XTIRCY)
should be added and then click Org Unit 08 0RS b Tt 2 2
Filers tab. + DLA Test Org
Level B Last*  First Unit Org Unit
3- Select either OGE 450 Or OGE 278 +gzvéorg Unit E-mail Name Name MI Name Description Supervisor -
Filers Panel and then click Add Filer. Wl |"”“e’5 | sendavarousandboan Fvéay G x Ll (R TR (R ]8 ] &)
N [Locate and click on the S | Stomy| x| Semtml|cuwn Tty (]=][x)(a][&
. . = confidentizi Filers || | Org Unit that you want :
Searching for a Filer - Sl gl gadd thii F”:r - otz st z
+ Central North 2

4. Select the appropriate Agency Directory,
type the new Filer's E-mail address in the

E-mail field and then click Search. e evaete ] o M Expiret errte I Cirice Traiims . Hanegmrmant Raports Lhmm,ﬁ
5. In the search results list, select the ¥ ' Org Management © &=
individual whom you wish to add by "
clicking the plus (+) sign beside their e
name. The Current Filers list redisplays S - | IS Cmibtlenenl  DRlnes Meto
with the newly added Filer. Central North
Note: Once a Filer is added, you can ¥zt reins | [ohow (180 ] entres ey rmctorys | [y z
f;SDSI\‘,IQ” a report for them to file in T || e,y ] pS
Sty x| SeSeRGumamm o
Filer Belongs to Different Org Unit e o
If the Filer you are adding is already a Filer iddle Mame: (Click the plus
in a different FDM Org Unit, you may have ~ [ eited
the option to select some or all of the Filer’s o (15 ] emtrics
incomplete reports and move the reports e e e
with the Filer to the new Org Unit. This may . rsesson D
change the originally assigned review chain R — '31'

for those reports.
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Assigning a Report to a Filer:

1. On the Org Unit Filers page, select either
OGE 450 or OGE 278 Filers Panel. A list of
Filers already associated with the selected Org
Unit is displayed.

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

3. Select the report criteria and click OK.
Notifying a Filer

The Report Assignment Notification page is used
to notify a Filer that he/she has been registered.
The notification includes report information and
instructions on how to file the report in FDM.

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

Removing a Filing Assignment

There may be times when some of your Filers
are no longer required to file. In FDM, you can
remove the report assignment for your Filers.

1. Locate the name of the Filer on the list and
then click View beside the name.

2. Go to the Reports tab and click the Unassign
button. A message displays confirming that

you wish to remove the assignment from the
Filer.

3. Click OK.

FInuncigl wisciosure rjanagement

52 Org Tree My Orgs » Kevin Sub Org

Search

Kevin Sub Org

Org Management

B 450 Filer Assignment ﬂ

Org Unit: Kevin Sub Org
Filer: Robin Lastname

Assignment Type:

Year:

Report Status:

Report

2020

New Entrant

Duty to File: [=] Filer is New to Org
© Filer Assigned new duties
© Filer is SGE
Appointiacnt 04/23/2020
Due Date: 05/23/2020
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Moving a Filer to a Different Org Unit P "
When you are updating your Filer list, some of T T TP (B s @ T e e e
your Filers may have made lateral transfers and [P o
therefore need to be moved to different Org Units e - | —_—
within FDM. You can only move a Filer to Org Central:North
. . . . . Click the appropriate box to view a list of current filers and access the ability to add filers.
Units that are located in your organizational view.
=t i 2 450 Filars . = =
1. On the Org Unit Filers page, select either S SHOSE B s Gl i llaav]
the OGE 450 or OGE 278 Filers Panel. # ousoc 1B
Level B Last*  First Unit Org Unit
2. Clle on the Move button |n the aCtIOI’]S +gzuécrg Unit E-mail Name MName MI Nimel Dﬁ(rilplinn Super:isnr _@i_ _1_
3 . . Sam's Filers 278 Filers G.Frydsy@FDMSandbox.com  Fryday Gladys ® ::"tm :i"r:ra T":i e k=S o a
column beside the appropriate Filer. + s e ' = e %fhﬁ:ﬂ::]:%]
—?(,;PILE\IELORG fspioseri B Stomy. X u::ﬂ:a No:tr:a u:ib:y' il_
3. Browse and select an Org Unit from the Org Py L | .
. - = Central North -
Tree to locate the appropriate Org Unit where + Cartl ot B [
the Filer is to be added and then click OK. el i Click Move to move a Filer
A to a different Org Unit.
Note: If your Filer has past reports in FDM, Wi
the Move Reports option screen A

may display.

4. To move a report with the Filer, leave the
check box selected beside a report then click
OK. If you want a report to stay with the

review chain of the original Org Unit, deselect My Orge = DLA = TOR LEVEL ORG = Confidantist Filers = Catral North =
the check box before clicking OK. Click Yes.

: : Central North
The Filer and their selected reports are moved S |
to th e new Org U n|t . Are you sure you want to move Fryday, Gladys X as a 450 Filer from Central North to TOP LEVEL ORG?
Move Reports option:
A Review the list of reports associated with this filer, Reports that can be moved with this filer are selected. Any unassigned reports automatically
e A move with the filer.

+ AGEAR Testing
DLA ORG Mbr Test

4 DLA ORG Mbr Test Reports for Fryday, Gladys X
#+ DLA SOC
+ DLA Test Move Report
Level B With Filer? Year  Form Type Reporting Status Review Status Assigning Org Assigned
Mew Org Unit O
+ OGC N 2015 OGE 450 Annusl Not Started Central North Yes
Sam's Filers Ej’
+ Senior Level SA 2016 OGE 450 Annual Not Started Central North Yes
soc 1 Yes
= TOP LEVEL ORG O
fidential File 2018 OGE 450 Annual Not Started Central North Yes
= Confidential Filer o
= Central North E
+ Central Nortl 18 OGE 450 Mew Entrant Not Started Central North Yes

= Central Nortl

Central Nortl
Cemtral Hod]

Central Norti
CN Asst Dire

East Region1 r

4 Horth East Rec Use the checkboxes in this column to

i determine if certain reports will be moved
# Corp Enginesrs with the Filer to their new Org Unit.

Deep Dive Org
b
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Removing a Filer's Role

. e WhEL e
My Info m My Expired Reports | .|~ Ethics Training Management Reports
: Admin | Filers

Only one Filer role can be removed at a time. -
If a Filer has both OGE 450 and OGE 278 roles, ! e Ora Management

you mUSt seIeCt eaCh Filer type and then C“Ck My Orgs » DLA » TOP LEVEL ORG » Confidential Filers » Central North »
Remove Filer Role. _

. . . Profile Org Unit Members History
1. On the Org Unit Filers, select the 450 Filers G ° | | North
= Central Nort
or 278 Fllers panel' Click the appropriate box to view a list of current filers and access the ability to add filers,
2. Click on the Remove 450 Filer (X) button i A e
in the actions column beside the appropriate ey MOGE o0 et Eennal North (st Fer) (ada ot
Filer. The Remove Reports Option page ML 2
d|Sp|ays_ Level 8 Last*  First Unit Org Unit
Mew Org Unit E-mail Name Name MI Name Description Supervisor W
. . . +g:g‘s Filers 278 Filars G.Frydsy@FOMSandbox.com  Fryday Glsdys = X ::jj":' ::’:h’“' T”:f::"' @@;@E}
Note: Deleting a Filer only removes their v i Conteal | Comtral | Tussdor, | () S0 m | a
le in FDM. Deleti d t - TOP LEVEL ORG 0 &.Seafuz army.mil Sea Sty | X horth | Nerth Rusby &]“‘-’ Eﬂi‘l
role in . peleting Oes-no -_Cn"ﬁdmhl-al blees howing 1 to 2 of 2 entries 4
permanently remove the Filer from Eioh oty /I
FDM i [
. . Qankialhosth Click the X to remove the Filer.
3. To remove a report with the Filer role, leave o e |
= North East Regic

the check box 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 then click OK. p— Org Management w

removing a Filer role.
Central Morth

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

Remove Reports oplion:
also remouve Mot Started 450 Filar ropert accigments for Gladyc X Fepday

Note: You can remove a Draft report when B
el

Tasting

LG Mbr Tast Incomplete Reports for Gladys X Fryday
5 Mbr Tast 2
C Ramove Raport? Year Raporting Status Raview Status Aszigning Org Aszsigned
=t

?I OGE 450 New Entrant ot Startad Central Morth ez
g unit v;
e 5y Leave the checkbox checked ("Yes")
L=yl SA JI.. Snie e 450 annuat | 10 TEMOve any Not Started reports.
WEL ORG ]
dantial Filers e 201 OEE 450 annuzl Dwaft Cantral Morth Tas
fertral Morth

entral North

writral North n Camcel
entral North

fentral North
M Azst Diract
st Regiond
fth East Ragic
ah Fad Bacy
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