REMIND SUPERVISORS

ancial D osure Manaaeme Remind Supervisors (on the My Reviews tab), helps Org

unit POCs, Supervisors and 450 Certifiers (450 Certifier ECs &
Assistants) monitor Supervisor’s review progress. Org unit POCs,
Supervisors and 450 Certifiers may use this tool to have FDM

Select the top level Org Unit . . . .
to which you are a POC. e-mail a reminder to file to the selected Supervisors that they
Find Supervisors who have not eSigned have repOrtS to review and eSign.

QrgUnit: My Oros » | CERDEC HQS | |-SELECT-Next Level Down ~ Select Show My Supervisors. : = A =
€ Ghom Fiers Fenort for CERDEC H 2 1. Click on the My Reviews / Remind Supervisors tab, and
& ShowMy Supervisors | Tholude Supervisars far Org Units assigned to other 450 Certifiers then select the top-level Org Unit for WhICh you are a POC.

MD"% 2. Select Show My Supervisors.

3. Click Search.

My Info Admin [ Management Reports | Resources

Remind Supervisors

Remind supervisors who have not esigned 450 Reports

Deselect checkbox if you do
not want an e-mail sent.

isors to Receive an e-Mail

Items per page: 4. Results display. The checkbox next to the Supervisor’s name

supersiso | SRS 00 | guperyisors o-mai Report | Reporting is automatically selected. You can deselect a checkbox if you
do not want an e-mail sent to that supervisor.
organizayun: CERDEC HOS POC(s): Qakey, Carrie
W ! [shaw Rk [cERDEC HoS [dorrakrips@us.amy.mi | Leking, Rufus [2008 | Anrual 5. Click Notify to remind the selected Supervisors that reports
| | Mosspete  [200e [annual -

need to be reviewed.
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e P p——— Sending an E-mail Reminder

THE i | e e || s
AelliisomindlsuperyizorRils . 6. The first e-mail that displays is an e-mail to the POC
Confirm Reminder to Supervisors who have not eSigned OGF 450 Reports

summarizing which supervisors received a reminder e-mail. If
™ Send a summarized e-mail to 1 POCs Gmmar.-zed PR se:i@ the POC does not want to receive this e-mail, the checkbox in

From: donna.knips@us army.mil

Subect  FOM - Supraisure Yo S v st 1S D S8 o the upper left corner should be deselected. The second e-mail

Dear fPOC Middle L
o t@f;m%:w%;‘”ﬁhiﬁgzmgi;“;;tﬁsmzz%m?é;&;t?s Report= praviousy that displays is the actual e-mail, which will be sent to each of
the Supervisors selected. Click on Send.

o track their esigning progre

fPOC’s Orgaization Narwe 17
Gupervisor: [Supervisor? Lastname, [irstname Middl
Sord Lo tnarns, Siretname Midaie] | [Report Yoar] [Roporting Status] OGE 150 Roport
Lrer2 Lzstnarme, Arstname Middie] - [Report Year] [Reporting Status] OGE 450 Report 7

You return to the Remind Supervisors screen and a summary
erd Lastname, Arstnanme Middie] - [Report Yeari JReporting Status] OGE 450 Report . . .
irter2 Lgstname, FArstnarme Middie] - [Report Year] (Reporting Status] OGE 450 Report Of the e-ma ||S sent is dlsp|ayed .

{POCs Organization Na 27
Bervisar (Bupervisors Lastniame, Frstnarme Pidde,
FAers i 3stname, Airstname Middie] - [REPOIT YBar] (REPOrtng Status] OGE 450 Report
MO Lo trtattsiey FH s e vaii e iG] - [REDOTE Yoo ] (Rop 6015 Siats] OGE 450 Repurl

Supervisor: fSupervisor2 Lasiname, Firstnarme Middie]
i

For further assistance, contact the FDM Ssrvice Center at . Additonal information can bs found on the
Help 2 Support page at: . E-mail: mailto

add your ]
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text here:

cClosing: Regal
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eI e TR T T TR Reminder e-mail is sent Lo the Supervisor.
From: R S—

Subject: FDM aslert - Please eSign OGE 450 Reports submitted by your File

Message: Dear [Supervisor firstname Middle Lastname]

Filors in the Org Units you supsrviss havs eSignsd and submitted their OGE 450 Reports in FOM.
They are ready for your eSignature. To reveiu

Lag in to FDM - URL: https:/fwww fdm. army. mil
Click the My Reviews tab.
Click the Review Reports tab.
n beside a report.
Review all of the information for accura
VaUr TEYIEW I COmPIETS, CliCk The S-5ign bUTten to SIgn the report
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[Buperuisor's Ong Uit Marms 2
Tiier: Lastrame, (irstname Middie] - [Report Yesr] [Reporting Status] OGE 450 Report
LFHOrE Lastname, Arstrame Middic] [Roport Yoar? [Roporting Status) OGE 150 Roport

[Supervisars Org Name 27

LFHer] | astrame, EratnEmme Middie] - [Report Yaar] [Reporting Starss] OGE 450 Repnrt
Frierz Lgstname, Firstnarne Migdie] - [Report Year] [Reporting Status? OGE 450 Report

The FDM Learming Centar, {FDMURL jlsarningCenter/learningCsnter.htm, includes a short vides
tutarial on reviewing an OGE 450 and a Quick Reference an the same subje:

Eur furbiier assislarive, wunlasl Uie FDM Servive Conler ol auditunal infuriation s b found on
the |lelp 0 Support page “mail: mailta
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