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VIEWING AND MANAGING A LIST OF ALL OF YOUR FILERS ST 6aUIE

Management
Admin Center | Filers
Use the Admin Center | Filers page to review
and update your filer list prior to filing season.
All FDM Users, with the exception of Filers and Filer
Assistants, can manage their listings of Filers on
the Admin Center | Filers page.
To view a list of your Filers:
1. Go to Admin Center | Filers.
2. Select either the OGE 450 or OGE 278 Filers
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Filtering and Sorting e
Filtering and sorting allows you to quickly view and pp——
group your filers by specific criteria. (Fodar Show A1) (Emaih Sxandbe: ) (Ore Namerame ()
" Show [20 ] entries 1
3. Select Show My or Show All. . Erma 5 e ora tnit |4 Carvant Rapert G . s
©  Abby.Adams@sandbox.com Adams, Abby X AMC HO Tuesday, Ruby @E]E]@@
. . . ©  LAdsms@sandbo.com Adams, Lovisa X AMC HO Tuesday, Ruby @@@@@
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4. Click Add Filter(+) and select the filter options e e i e e
you want your list to contain. Repeat this step 0 Mmoo sttrnon, sasthn avcro S WExEE
to include additional filters. ° o, Lady@ird X aes Washingras, techs DEROE
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5. Click Apply Filters. Only the records containing ° smc ug S, e WExEE
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6. To remove one or more of the filters, click the x having o 12 o 12 et (Hhared from 78 toal e i

beside the filter you wish to remove.

Sorting
Sorting arranges your list alphabetically.
7. Choose a column by which to sort the list

8. Click on the sort arrows. The list is rearranged.
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Exporting Your Filer List

To export a list of your Filers:
9. Click Export then select Excel or CSV.

Removing a Filer's Role

Deleting a Filer only removes his/her Filer role in
FDM. Deleting does not permanently remove the
Filer from FDM.

Checking for Assigned reports

Before removing a Filer, you should check that the
Filer does not have any assigned or incomplete
reports. If the Filer has an incomplete report, the
Filer's 450 Certifier should be notified to either
complete the report or delete the report if it was
filed erroneously.

To remove a Filer’s role:

1. Navigate to Admin Filers, select the 450
Filers or 278 Filers panel.

2. Click Remove Filer (X) in the actions column
beside the appropriate Filer. The Remove
Reports Option page displays.

3. To remove a report with the Filer role, leave 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.

Managing My Filers 2

Ty Reviews | My Expired Reparts | Einics Traming | Management Reperts  Ressurces
Filers
§ — Filers

&2 Org Tree My Orgs » Z DepDirSystems »

Glick the appropriate box t view a list of current filers.
Search E © Indicates a different 450 Certfier is assigned to this filer's Org Unit.

450 Filers 278 Filers Export ~

([(Mode: Show All ) [[Email: @sandbox % ) [Org Name: Amc % [+ ]

Show entries 1
¢ E-mail a Name Org Unit ¢ Current Report Supervisor [ m
Abby.Adams@sandbox.com Adams, Abby X AMC B0 Tuesdsv, Ruby DEEYCIE
L.Adams@sandbox.com Adams, Louisa X AMC HO Tuesday, Ruby @E] x| & @
8.Ford@sandbox.com Ford, Batty X AMC HO Tuesday, Ruby DEERLE
A.Harrison ndbox.com Harrison, Anna X AMC HO Tuesday, Ruby @@@@@
f.Jackson@ssndbo.com Jackson, Rachel % AMC B0 Tuesdsv, Ruby [ia][=] =] =] 24
M.Jefferson@ssndbox.com Jefferson, Martha X AMC B0 Tuesdsv, Ruby [i][=] =] =24

Johnsan, LadyBird X amc 1 Wsshington, Marths DEERLE
Kennedy. Jacqueline X AMC 1L Washington, Marths DEERLE
Madisan, Delley X AMC HO Tuesdav, Ruby DEECIE
Monroe, Elizabeth X AMC HO Tuesdav, Ruby [i][=] =] =][24
amc Tuesdav, Ruby @E]E]@@
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Showing 1 to 13 of 13 entries (filtered from 78 total encries) 1
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My Reviews | My Expired Reports Ethics Training | Management Reports  Resources

Filers

i Org Tree My Orgs » Z DepDirSystems =

Search E Are you sure you want to remave Abby X Adams a5 a 450 Filer from AMC HQ?

) Remove Reports option:
— Z DepDirSystems
+ Confidential Filers Also remove Mot Started 450 Filer report assigments for Abby X Adams

+ Corp Engineers

Material Command
+ Public Filers Incomplete Reports for Abby X Adams

Remove Report? Year Reporting Status Review Status Assigning Org Assigned
2018 OGE 450 Annual Under Review - Amendment in Progress AMC HQ Yes
2014 OGE 450 Annual Draft AMC HQ Ves
2013 OGE 450 Annual Draft AMC HQ Yes
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