eFiling

A Small Agency’s Journey

NSF Initiative
Robin Clay

System Philosophy

Instead of developing a system focused on allowing filers to submit electronic financial disclosure
reports, we decided to develop a system that would serve as an Ethics Program Management
Tool. Our vision was to not only allow filers to submit reports electronically, but to ensure that
electronic reviewing of reports and management of the ethics program could be accomplished
within the same system. We started working on this during the anthrax scares and heightened
terror alerts so portability — the ability to do our jobs from anywhere — was foremost in our minds.

We have been meeting weekly as a team for a few years and
improving the system with each new roll-out. Calendar Year 2011 is
the first 450 and 278 annual cycle for which we've had a prior report
for each annual filer in the system to pre-populate the new reporting
requirement. That process has gone very well so far. We have
additional enhancements to the system scheduled for a January 2012
release date.

Key Information

1%t Release Date:
January 2009

2"d Release Date:
January 2010

3rd Release-Upgrades:
January 2011
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The Users List

- The Users List is the master list of filers,
S identifying their names, grades,
® o organizations and which financial
o~ disclosure report is required. Itis aliving
g document and is updated when OGC
w - receives a weekly report of new hires from
o Human Resources and a monthly report of
: “3”*"" new hires, departures, promotions,
- extensions, and reassignments.
P

In addition, the User’s List el

tracks the type of training AL

each employee is required oo
to take and the date the S
employee completed the

required training.

LB

G§8 BE

M am, v e

i

AW e, D ot DB R e

§°8 RE§

BEqR

O C R e BEDD i Twain bswesn e

User’s List
S User’s List allows the Ethics Team to
e R easily determine which filers are required
- o to file annual reports by tracking the EOD,
i @ W ms promotion, or detail date in one field along
Ty Al with an “annual” report field on which
W B g ethics staff can filter. The User’s List also
o et - Mmoo tracks the termination date to ensure the
W o, e - now oe record is deleted after the User’s List is
e, s s @ om ow archived and a copy used as the starting
— commeneld SR It point for the new CY report period.
| allows ethics staff -
l to record essential [
information about [ESEESEEEH
filer or filing .
status. e
-3 -
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User’s List — Navigation Bars
%
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The Task Library

The Task Library is the “starter”
to the financial disclosure eFiling e
process. To access the site and
file a financial disclosure report,
filers must have a “task”
assigned to them from the eFile

system. If the filer does not have
atask, it is impossible to create a
report. This Library is available
to the Ethics Team only.
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Sending Notification to File

|

NSF Financial Disclosure eFiling System

PORTAL
BEG
NEF Fimancisl Disclopure efiling System > Tasks > Hew ltem
Tasks: New Item
[ o [ e The Ethics Team fills
in information about
i amach s | T Soaling. = ebeates 5 reduned Skt .
e " the task and filer
Vaart ey | including Form Type,
| Farm Type * 068 450 = Due Date, Name, and
Tvow Action * [ ™ Employee Type, then
fsnedte ihabues. Tiaia Lo clicks OK to send a
Last Name, Firlt Name * [Abeuharm, Themas e . .
P— — task notification email
R ol to the filer.
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Task Library — Form Status

The status of each report is tracked in the
“Task Library”. When atask is created, the
report’s status defaults to “Not Started”. If
the report is started but not submitted, the
status moves to “Draft”. After areportis
submitted, the task moves through the
various review status’ until the report is
certified. Once the report is certified, the

task is moved by the system to a “Certified
Task” Library. The goal is to have zero
tasks in the library at the end of the
calendar year. The OGE annual report can
el casily be completed by using the data in
is library and the Certified Tasks Library.
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Task Library — Standardized Reports

Commonly used
filters have been
developed to allow
reviewers to run

various reports such
as delinquent
submissions and
delinquent follow-up
information
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Bsbia Clay
Dhepury Exbies Offcial

After the task is
input, the filer
receives an email,
which includes
important

information about the
filing requirement,
the filing Due Date
and alink to the
eFiling site.
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eFile HomePage

When filers who
receive a task go to

the eFile site, they
z can view their task
T —— status, start their
i o G e report, request an
extension, and view
an electronic copy of
their last submitted
report. If the fileris a
278 filer, the buttons
will read “SF 278"
Under Helpful Links,
the filer can review
the tip sheet to learn
to navigate the form
or the disclosure
training to learn to
correctly fill out the
form

N PORTAL

MSF Finardial Disclosure efiling System

::hl_.w_,_. apib e v e e | Click the “Request

et rn et st et e Extension” button

i e e v m...m...,..... to request an

extension.

1
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Extension Request

NSF Financial Dinclosure of dimg System o e 3}

The filer chooses
the number of
= ‘ days to be
e requested and
provides the
reason for the
request

3 0w
T
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Ethics Office Notification
of Extension Request

From: NSF Financial Disclosure

Sent: Thursday, January 30, 2011 9:24 AM

To: NSF Financial Disclosure

Subject: Extension Approval Request: Financial Disclosure eFiling
Importance: High

The note to the ethics
staff from eFile provides
the due date of the
report and the current
extension date so that it
is easy to determine
whether the due date
may be extended further

Dear Ethics Staff:

I’ve received an extension request from NSF\rclay for 30 Days

My records indicate that the original due date is: 2/15/2011 5:00:00 PM (i.e. not over 90 days)
\L_The current extension date (if applicable) is: 2/15/2011 5:00:00 PM
The reason this employee requires additional time is :

All of my financial records are in storage and | need to find the time to go through them and complete my report.

Reviewer clicks on this

To approve this request link to approve or deny

the extension

Your friend,

eFile

08/10/2011
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Extension Approval Screen

NSF Financial Disclosure efiling Systemn T e V0 Prarese Docion ] T
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P Fimgec Dacitmurs e deg $paten « Beguer! Eatenpans » Lasdwd. Hoter|
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q + P Trochrg Request Extension (Approve)
approvals, |+ Teree Ti e Racues Eeteraesn (Aporreel. chok
and “;"' @ Pending
X - [ p— © Apgraved i
denials are <@ Oogpiming The reviewer approves or
filed in L denies the request and
B s | sm——l
; b s} may add comments that
Extension + cot e . :
Library. s [ (] (S appear in the automatic
et notification sent from
eFile to the filer (generally
used when extensions are

denied). If the extension
is approved, the filer's

notification provides the
new extended due date.

Extension Library
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MSF Finardial Disclosure efiling System

Gatting Started
The Ettecs 1 Gowmramsent Act swgases » puble (5F 278 Fostn 450 b
porston Tha magory o ESF armplaywen s sacuured £
comclets Fr e o SamIBC] managenent sy X IESE
nsF g e anabbes you ta B8 out ard E-Fiing i a st wmy wary 18
your "My Actiom”

Click the “Start my

OGE 433 Form Statua e Starees @

=== | OGE 450" button

to get started.

¥t Last Cortitied #

Viww my 3000 DG 410

Impotiva | T OO Bt Toun
pree e :
Saciamrniee g

The eFile System
automatically
populates the form
with the date the
filer submits the
report in the space
provided.

Drafting Report

U5 Ofice of Govemmant Fhcy
Finplaces January 2907 sdtien]

OGE Form 450, & CFR Pag 26 Sebpart |
une 2008)

Fom Approved
QU Mo

HCY ¥

[T — ot Fint Reviaw Diate of Second Review
5/20/2011 ™

Pags lambar

1

CONFIDENTIAL FINANCIAL DISCLOSURE REPORT
Executrva Branch

Basic information

“Employea’s Hame |Prise last, first, middele initlal)

including Name, E-

mail Address,
Geade

*E mail Address
Tesld. 57 |57 _TESTA@r v
“PaaiionTitls "
Test i
“Agecy "Brseetilinit and Address
] Room 455 S 4201 Wilson Bivd.
Thatcnl Scienc Faundmon

Title, Agency,
Address, and

Phone Number is

“Wierk Phons *Repaeting Status 1 Now Enirae, Ot of Appeaman o pre-populated

1234 O 1 = from the filer's

"Check box § Special w e i S St ot corporate profile.
s Employse wals omperiion o o parv o 10 e 130 diys g sy ompetuive Y dry

W an SGE. Malling Address (Numder, Ssrwet. City. Stare, ZIP Codel
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Drafting Report

ol
M o ) e ' Filers answer a series of Yes/No questions and use
SORMOITIAL FALURCUL DACLCAURS REPORT the links to navigate through the report. Buttons
[ - == allow filers to add attachments, view a printable
= . = | version, save their report, save and close their
Hyperlinks e/ - il report, and submit their report to the Ethics Team
to each Part for review. If the filer answers “No” to a question,
so afiler that schedule becomes “read only”.
can review Pt L Assets aed Incame . | have 1 Sty o 0wrces of incoms for mysell ey o e
the part or L S
input F ey cemy | |
information e ” — o P
as they -
answer LI AL mATAL ot ATATSHMRL. | by roperibis sgsmens o TR | s # | Mo €
questions. TRTTE: Sialmemerd W 1 bor aumial Whers anily, 1 Sows nof apgly o serer seiars and SaFa
e - i W_'W_'l-m-wn--ml LR
Lo — b @ kg Click “Next” to go
— T — to the next page of
the report. Use of
Filers may attach year-end navigation link
statements, supervisory permission saves current
progress of report.

to participate in outside activities,
etc. Reviewers may also attach
documents.

Drafting Report

Navigation links and buttons are available
on the bottom of all pages. The filer has
the option of saving the report prior to
completion and returning at a later time.
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Drafting Report

If a filer previously submitted an
electronic report, the information

from the last submitted report is
automatically populated into the
current report. Filers simply need
to update and add to the
information.

Filers can use the

“Click Here to Add :_ | X |

Page Link” to k Click “Last” to
inser?more pages [P ke S o jump to the

with additional | == C—==—"7 || signature page

lines to report — C====1 || of the report.
their holdings, if

necessary.

OGE Form 450, § CFR Pan 2634, Sutpant |
US. Ofice of Ettecs (June 2008 Fam vl
[Fapiac; 2007 edibion) OMB Ng
nphoy [ Fast, first, ] Page Number
|Tn!)SP | &
) ) Inazqmu | have made [ nd d rue, complate, and comect 1o the
Clicking the sttt e
Slgnature = ok 1l c;E " nw: tranically sign your report Do
checkbox adds SP_TEST 72910
the filer’s e- a ¥
signature and 2 TRABGON, BACEPS B4 HOIEE I Ve ~COmMMBTE” B Delow: e
date to the ;""“""::_m pa L
report [ ]
E.madl Addimes Phone Number
Signaturs and Title of Agency's Final Ruviewing Official [~ Date fmmiddyy)
&
<< FIRST <BACK NEXT> LAST >3
== || The filer clicks the
FrinEatie Varsion “Submit Final”
button to submit
the report to the
Ethics Team.
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eFile Homepage — After Submission

NSF Financial Disclosure eFfing System

0 it s bt After submitting:
Loeeting Stmrted
o i e R “Filer receives a
NEF . . .
confirmation email
MEF s Fruncis Deachoiurs oFng wysters snation you b3 B ot and et e o gt seciromc sy E Fimg @ et
o0y wiry 12 wulere s e My Actiom”

*Task status is
updated

*Report is available in
read-only mode

*Option to request an
extension is removed

The DGC ity Tram
s

a Saciaurgnd g

Reminders and Delinquency Notices

]

According ts my reccads, s financial dieboeare Tepent s verdue. To requess an excemsiom (5 spylicable) or bagin fisiuh vou Tepom. phease click hare. The site may aleo be scomaed viathe [
WinStanan under ~Adma

e when working remotely vou must first log ima the NSF firewall through scoesaatopace nef gov. scoe wid gov on VEN in onder 1o socess the site. To use
wocesmodhigane maf gy

| o to sccrmmorkapece mad pov and ag in it your Secesl L) tokem.
2 Select “Admin® frow the “NGF WinSeation Culine” on the lnside¥SF ste (luid
3. Click the “NSF Financial Disclovsrs eFling” lick (les link under "Admin")

S5F will Lymch within 8 wob browser sfber vou log B

Plown b oominded that 378 flers (SES v oquivalosts snd abave) are subject to.2 $300 late

sty ba acomied  the shove sk

their prperts ¥ days e el aa

B8 you have sny questions, plesse coutac v ot financial-disclonsrenef oy

Filers receive automatic reminders from
g eFile to submit their financial disclosure
reports two weeks prior to their due date

and again on the day it is due. Once the
report is overdue, the system sends a
delinquency notice to the filer every other
day until the reportis filed.
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Reviewing Reports

Form status’ change as the report makes

The Forms Tracking

its way through the review process to

Library is only orms Tracking
Ethics Team and 3
holds all submitted
reports. Reports are
organized by Form
Type (OGE 450 or SF
278) and status.

T

accessible by the (RS I I ———

mirror the task in the Task Library. For
example, if the first reviewer requests
follow-up information, the report moves to
the “Missing Information” status. When
the report is corrected and electronically
returned by the filer, the report status
becomes “Re-submitted”. Reviewers also
have the option of forwarding reports to
each other by changing the status of the
report to a new reviewer’s "Pending”
status, “Consultation Required” , etc.

Reviewing Reports

| 3 F;ﬁ?raddnq

R e it

e L

ol ot || e+t s el

To begin
reviewing, click
the name of a
report to open.

08/10/2011
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Reviewing Reports — Accessing

Prior Report

TR T P p—

s e

R R S I e ——

DGE Foms 450 § CFR Pat 2634, Suspan |
US (rice of Gommment Ethecy {one J008]
: 2097 sgeon)

T e
[T S— S e
T Y T A i e '

B
=
==

The Ethics Team'’s view of the report
contains additional features which are not

available to filers. These include shortcuts
to each section and a link to open the
filer’s previous report in a new window to
allow a side-by-side comparison.
Additionally, reviewers record their review
date in the space provided.

Reviewing Reports

Reviewers also have
different buttons available
at the bottom of the report,

including “Reviewer

Comments” and “Follow

Up Questions”. These

buttons are highlighted in
red when comments or
guestions are present.

Click the “Reviewer
Comments” button
to read any previous
comments or to add
new comments.

08/10/2011
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Reviewing Reports — Reviewer
Comments

DGE Form

450, 5 CFR Pt 2634
U5 Ofice of Gowemment Fthacs Luns 2008}

Subpart |

Feem Approved
s January 2007 odton) OUE Ho, 3203
Employee’s Name (Prind fast, first, avididle initiaf]
| Abrsham, Thomas
[ommenis af Riviowirs Dfficists.
peimiagion granted for ndependent research scinabes ksted
Add Mure Renewer Comments

Reviewing Reports — Requesting

Click the “Follow Up
Questions” button
to add questions for
the filer to answer.

P o i e e s e e 2

-yl A o

Corrections

(o )
[ | —

08/10/2011
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Reviewers choose
their name and the
date of their
comments and
enter questions for
the filer within the
“Follow Up
Questions” area.

Reviewing Reports — Requesting

Tox el
T Timtwrment U s Tor atiual Wars nedy. W dous st apply 16 oew snans and S0
1 harvw reportabe gifs or ravel Yo | e #

mpall, my apeuse,

Corrections

[ s
Iwmmm-unm vl

rn“ aihyee bekbergs of yous Fadeity aceoun? Pieans kel

I Date of Comments; 43411 I

—— ey TR AR
=== e
[ v | .
Ere=e

=0

The follow-up
screen stays open
while reviewing
each schedule so
that the reviewer
can move back and
forth — adding
additional questions
with ease. After the
review is complete,
click the “Save and
Exit” button to save
the questions and
return to the Forms
Tracking Library.

Missing Information Workflow

| PORTAL

08/10/2011

INSH Finarcial incdosurn efding System

e | e i -
. [

S

Once areviewer returns
to the Tracking Library,
the reviewer starts the
“Missing Information”
workflow by selecting
the workflow from a
drop-down menu.

iy~ [P
R
B

Praghe smd g st
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Missing Information Workflow

[T ————

MSF Fanancial Dischosure eFing Systam T 3w 17 Prarce Dacon |
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e 4 W oot
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S Lors Tracking (Mlasing Tnfo Reviewers can choose to
et ot Briforiin Bl iy Phan B email the filer, set a due
e hasieg Lrfurmation DeeGate: v Bim o ew alsiie T fhe Flar's
yva—— i @ First Reviewer X
i - ©Sacond Reviewes response, and then click
FoTE

i the “Start” button. If the
Salpert Adva Lt

filer does not re-submit the
report with corrections by
the due date, the system
sends an overdue notice.

Vi

NSF Finandial Disclosure efifing System

Goming Smd After the reviewer ““""” I Click the “Make
o he report e
b ety 'EtUrnS t . ) e D Changes to my
RSN the filer receives an OGE 450" button
Ay ) 10 B o regan omkral G srarsed wish you ema|.| requesting to open the
the fllgr return to returned report.
‘] the eFile site to
answer follow-up
. questions.
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[ 14007118084
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Since the report was
returned with
guestions, the “Follow
Up Questions” button
is now visible to the
filer.

Correcting Report

L Ansess miel Wcaine . § harve reporishle assets of seuces of incem for mymit, my | o5 |,

spoutn, oy depesdent childen.

“Ear L Lihilities - | have repsrsable lisbilises 4ot} for nrpsel, my spose, af my =
dependent chisdan. Yo Mo ¢
“Par . epsall, Yo e ¥
* P B A . Z
Py Yo e

TTE Siamrmart Vs 1or Ariinea] 10ers oty W 0ots 0t sppiy 16 new srmvaets sodl SULS,

Part . Gifts and [ ravel Seimbunemeot - | heve reporable gits o sl You [
foe mysell. iy spowia, i
<< FIRST <A = LAST >3
=]
]
B ming Click the “Follow Up
[Cvmr rias] Questions” button to

see the reviewer’s
comments.

Correcting Report

:::',:- dea arsageets | e e
T T T
mll.ﬂ.‘lunl-ﬂl-_l_r. I‘-IWJ-*—‘M Yer L
# i g Ghmie B P
Bpeawing Officasiy: | Ty Fsben = Disty of Comments: 03411 B
——— =
S Folgon FTnE
neoh Bt -
O LK R TD ADD ANOTIER COMMENT
w0 FIRST = BACK MENT LAST >
SR —— [Click the * Submit
[ verwen | [ o 8
B E===T | Finar button to
send the updated
C Gommrma | D report back to the
Ethics Team.

08/10/2011
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Clicking the
signature
checkbox adds
the certifying
official’s e-
signature and
date to the
report.

Certifying Report

voma | Parti]| matiimm | eetnev | Sgestes | ey ey sreacs Fom
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e

st of moy hnarmhecie.

THch e thacabun Bulom
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o o W LT
and rogetations. sxcapt & Raled i the “commess” bax bekw.

Tignanse aed of
i raqusived by the sgency) T

‘n—mm:

Emadl Address Fhoes

- w st Title of Agancy's Finst Reviewing Official =
Lay, Robin

Diase jmimvidayer)
2 a2

Il

=)

B <mACK nEXTs

Click Save and Exit to
return to Forms
Tracking. The status of
the report will
automatically update to
Certified.

Additional 278 Review

| St s | vehwhien | Sewhies | Scwbie 0| Sgestes |t fiars meeme e

Executive franch Personnel PUBLIC FIRANCIAL DISCLOSURS REPORT
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Additional 278 Review Features

SCHEDULE A
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Schedule A has
aspace to the
side of each
line item to add
review notes
such as those
used by the
reviewer when
comparing
prior and
current reports.

51,001 - §15,000
850,001 - 300,000

These review
notes are not
printed.
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Advice List

Advice List ;
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All filers have an electronic advice folder where day to day ethics
advice, 208 and 502 determinations, outside activity supervisory
permission, and many other documents are filed. When reviewing
financial disclosure reports, reviewers check this folder for relevant
documents. In addition, when providing advice to NSF employees,
ethics staff check this folder to ensure advice provided is
consistent with any prior advice provided by other ethics staff
and/or consistent with prior information. By having the advice files
in the same system as the electronic financial disclosure
submission process, NSF has made electronic review of reports

and providing ethics advice to employees more efficient, effective,
and portable.

Conflict of Interest Profile

The Ethics Team provides pre-employment interviews for
i o | T e o certain positions and Directorates prior to an

[T — oo, S employment decision being made. This is a separate
library in the system and can be used in conjunction with

Tepe Bpgintmran

— the advice file when providing advice to employees or
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. e 5 report.
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