Financial Disclosure Management "How to" Guide Version 2.0

How to Use the FDM User Interface

Common Tabs, Tab Menu Items, and Butions

Most pages provide tabs, tab menu items, buttons and instructions.

@ Financial Disclosure Management P Logout
I : Click to exit the
application.

Reports | My Info |Review Filers| Admin |Resources
Tabs ¥ =en Y

Click to display the Report Data
first page for the /v Draft - Faye A, Baxter, 2005 Annual OGE 450 Report

tab, and the tab GettingStarted | [ Mon-Investment Incarne | [Assets | [ Lisbilities | [ [ Agreements || wrap Up |
menu items. Add Outside Position

+ What outside positions
Instructions: Report for youwrself. All positions, whether or not compensated, which you held outside the U.S. can I exdude?
Government at any time during the reporting period (including postions no longer held). Postions include (but are not| le what sre zarme

limited to) an employee, officer, directar trustee, general partner, proprietor, representstive, executor, or consultant of exarnples of reportable
any of the following: (1) & corporation, company, firm, partnership, trust, or other business enterprise; (2) a non-profit outside positions?
organizstion; (3) & labor organization; (4] an educational institution; and (9) any other organization outside the Federal | |, Glossary

Government. Exclude positions with religious, social, fraternal, or poltical entties; postions solely of an honorary
nature; and positions held by 8 spouse or dependent child

Reporting Period: 10/01/2004 through 09/30/2005 K
Tab Menu Items Organization: e —
Click to display the Name: || | Title:
age for the menu item City: | © Emplayee

Pag : State: SELECT [ O officer

Country: | LS4 v O Directar

O Trustee
Type: O Partner

O Business Enterprize (Company,
Corporation, Firm, Trust, Partnership, etc. )
2] Representative
O Educational Institution o I .
O Labor Organization L] nstructions

O Mon-Profit Organization et Provide directions on

]
Oother [ | L CACE how to enter data on

No Longer Held: the page.
Did you hold this position at the end of P g
the reporting period?

Foot_er . Oves OMo
Provides links to:
- Security and Privacy notice @ Save @ Cancel

O Proprietor

- FDM Help page
- Accessibility statement.

Security and Privacy Notice | Help | Accessibility | Developed by: G-E LOMGC
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How to Use the FDM User Interface

Report Data Page Components

Most pages provide tabs, tab menu items, buttons and instructions.

. Page Title
The Report Data page (e.g., Add Liability) for the
T,. ¢ Financia

highlighted Report Data button (e.g., Liabilities).

My Reports Myg{jnfu Review Filers | Admin|Resources & 1 Click a question to open the

Common Questions dialog.
eport Data

Draft - Faye A. N, 2005 Annual OGE 450 Report

L

&
L

L £
L o

.
| Getting Started Lw Mon-Investmment Income I Aszsets I@ | Jutside Positions Il Agreements | Sifts Il Wirap
Add Liability

-

Report Data Page

bl‘_'ttons . Instpuctions: Report for yourself, your spouse, and dependent children: Liabilties over 510,000 owwed &t any time duving the
Click to dlsplay a ﬁtﬁ‘t'ilng period (over $10 000 &t the end of the reporting period if revolving charge accourts, e.g. credit cards). Excluds

« What are same
page on the Report mortgage on your personal residence unless it is rented ot Ioans for autos, howsehold furniture or spplisnces; and liabilitie e = of report
5 i 17 Li_

ovved to certain family members (zee the Common GQuestions).

_ _ = D 2 to report
Reporting Period: 10/01 /2004 through 093072005 / re charge
Fl
Creditor: Common Questions e to report
Harme: |L|S Bank < What nol income can [ exclud loans from relative
Do not report: Federal Government salary or retirement benefits such as the Thrift Savings Plan; * Do I haue to repaort
oy = Social Security benefits; Dependent child's earned income.
City: |E:E'rtEIEt |Stme|E 3 ) horme mortgage?
+ What are some examples of reportable non-investment income?
Country:

Examples of reportable non-nvestment income are fees, salaries, cammissions, retirement benefits, + Sloszary
honararia, schalarships, prizes, and gambling income.

Type of Liability:

Do 1 have to report an honorarium donated to a charity?

O Loan Yes, you must report honoraria received and subseguently donated to charity.

@ MDr‘tgage on Re ntal F'rl:lper‘t\,-' The name of the charity, the source and date must be reported. Only honoraria that meet specific

Ci | Cart 1 criteria can be donated to charity in lieu of receipt. For example, they cannot exceed $2,000, and the
rt!": Artere donation cannat give any special financial benefit to the employee or certain relatives.
State: M b

() Revalving account (e.g credit cards)

What do 1 report if I made a donation to a charitable organization in lieu of an honorarium?

O other: | |
Command buttons @ Save @ Cancel
Click to navigate as described in the = = = ot [| e ol | Bemelpped by £oF LENE
SCUFl an Flwac oTice (=] cocessibir evelope H -
table below. ¥ ! " ¥ pas by

_-"t- == _f.-"‘_‘u- T e _fé lu'h. a A e -"\--Jt'-..r'-/"_‘—:‘ i P L T e S A =
,1ﬁ; W, [EI=1m0 L l'\.. - _1- -l.- o _[ ~ rfd Commied et T T
. q R
‘Back @ Add Asset Continue #

X Security and Privacy Motice | Help | Acceszibility | Developed by: C-E LCMC

Click: | To...

Save Save the entries you made on this page and go back to the list page.

Cancel | Go back to the previous page without saving the entries you made on the current page.

Add... | Add another row of data to the page you are working on. Example: You have just added and saved data on the Assets page.

To add another asset, you would click Add Asset. FDM opens a new Asset page so that you can add data.
Back Go back to the previous page or step in the process.

Do not click the Back toolbar button on your browser. Clicking the Back toolbar button on your browser may cause
unexpected results.
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How to Use the FDM User Interface

Information Message
Depending on the error, FDM may display

Error Message an information dialog which explains what
When you click Save, FDM validates the i} ' you can do next.

Report page and displays any validation -t Choosing OK on the dialog may result in
errors in i red or yellow flags during wrap up.

REpor 1o youl dyaur spoze: For yourself, report all sources of sakary and earned income such as sakaries, fees, and
ment sﬂ\ﬂry ar rEUrEmEnI benems such as the Thrift Savings Plan) which generated more than $200 in income during the reporting panud Far your spouse,
sources of salary and earned income (other than U.S. Gowvernmert salary or retirement benefits, such as the Thrift Savings Plan) greater than 1,000 (1)

Source of Income:

Mame: |Joe Baster O Fees ? | Itis required to specify if the income was still being received.

Click OK to continue or Cancel to stay on the page.

City: South Plainfisld O Income fro
O Retirement]
State: | NJ v © Honoraria

Date of Service: l:lfl:l

Country: | USA (Escr rmrnfyywy])

O other

owner: Mo Longer Receiving:
Were you still receiving this income at the end of the reporting period?
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