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Remind FileRs

Use Remind Filers to monitor an manage filing activities and send reminder notifications. Filers who have completed their filing task will not 
list on this page.

Annual Reminder Notification
 � OGE 450 Filers who need an Initial Notification to file - Initial notification is only for those Filers who have been assigned a current 
year report. Use this option to locate Filers who are assigned an Annual OGE 450 Report and send a notification to remind them of their 
annual requirement to file.  

Note: This message can only be sent once for annual assignments.  Once sent, filers no longer list under this option.

Monitor Report Progress and Notify
 � All OGE 450 Filers who have not yet started their reports - Use this option to locate Filers who have not started their report.  

 � All OGE 450 Filers who have not yet submitted their reports -  Use this option to locate Filers who have not eSigned their report.

 � All OGE 450 Filers who are late - Use this option to locate Filers who are delinquent in eSigning their report.

To send a reminder notification to Filers:

1. Go to My Reviews | Remind Filers.

2. Select the Org Unit from the Next Level 
Down drop-down list and the appropriate 
View.

Choose Recipients of Notification

3. Select the appropriate option and click 
Search. A list of Filers who have not 
completed their selected task displays.  You 
can deselect a checkbox if you do not want an 
e-mail sent to a specific Filer.

Note: Filers who have completed their tasks 
will not appear on the Remind Filers list.

4. Click Notify to remind Filers that their reports 
are due.
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Review E-mail Message and Send
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. 

5. 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.

Note: Be careful when pasting text copied 
from a Microsoft Word document as 
the text may not appear as intended if 
special characters are present.

6. When your message is complete, click Send.


