UNITED STATES OFFICE OF

GOVERNMENT ETHICS Agen da INTEGRITY &
X
o Key information for the new to INTEGRITY
* Help Desk
: Please mute your phone
° I—Ogm unless asking a question or
 Dashboards providing a comment.

e Assign reports

» Filers — designees, pre-populate

* Reviewers — resources, Reviewer My Tasks, reviewing
tips & best practices

« Admin — Group, manage filers, staff, assign reports,
management status report, Find User, Management
Status Reports — List of Filers, Reports in System —
Status “Data Imported”

* Miscellaneous

*x Kk Kk 1%k
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covernment etHics  INEW tO INTEGRITY INTEGRITY &

X

Key info — quick starts of key INTEGRITY information
Quick Starts — DoD Reviewers, Admins, Filers (separate handouts)
Learn about INTEGRITY site, https://community.max.gov/x/VOApL(g
INTEGRITY User Guide (IUG)
 View the Table of Contents
« Key sections:

« 8§81.9, Roles

* 86.4, Review an OGE Form 278e

e 86.5, Review an OGE Form 278-T

INTEGRITY (see UG §1.9)
Primary Ethics Official (EO) in a group — receives notices; ~ FDM SLC
Alternate EO in a group — can act by changing filters on My Queue dashboard;
~FDM SLC EC
Group POC/Screener — can add/remove filers, assign reports, Screener can
review reports; ~ FDM SLC Assistance]
INTEGRITY DAEO role is at the agency, top level super user. Has Group
Certifying Official (CO) permissions; can certify.
Group Alt CO — can act by changing filters on My Queue dashboard
Alternate INTEGRITY agency DAEQ role at the agency top level. Can certify.

* K Kk 2%
https://integrity.gov


https://community.max.gov/x/vQApLg

UNITED STATES OFFICE OF - >

Play your part.
" November 2019

 OGE launched INTEGRITY in 2015.

« All Executive branch Presidentially-appointed, Senate-
confirmed filers use INTEGRITY.

 OGE expects over 22,000 Executive branch filers will use
INTEGRITY In 2020.

« Data Is encrypted in transit and at rest.

e Login credentials:

* Individual Filer or designee (ID/password alone or CAC) or
 Reviewers (CAC or 2-Factor required).

Uses modern Internet browsers, e.g., Internet Explorer,
Google Chrome, Firefox.
FDM 2019 data will be imported (pending).

*x Kk K 3%




UNITED STATES OFFICE OF >
INTEGRITY &

GOVERNMENT ETHICS User-Friendly PTay your part.
X

* Filers may appoint a filer designee to start/draft a report —
no CAC required (designee uses ID/password);

* Filers may pre-populate using 2019 data imported from
FDM;

e Brief instructions on screen;

o Can electronically file 278-T and then “import” in a later
2178e,

* Asset name auto-complete suggests possible matches for
over 13,000 assets as the filer types either the asset
name or ticker symbol; and

 Reviewers may make changes without returning the
report to the filer to amend (substantive changes required
documented filer approval).

*x ok Kk 4%k
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GOVERNMENT ETHICS 9 9 INTEGRITY &

X

Mot registered in Integrity? Contact your agency ethics official if you are not registered in Integrity:

UMNITED STATES QFFICE O

F
GOVERNMENT ETHICS |NTEGR|TY §° O xRN AREE

*

Click here to check whether your Internet browser works with Integrity.

Preventing Conflicts of Intarest Pl ay your part.

in the Executive Branch

NOTE: The site may perform better if you clear your Internet browser cache. Read how here.
Integrity restarts weekly on Mondays from 3 to 3:15 am ET. Please log off and save your work
before this time. In addition, users may experience intermittent login issues Sundays from 2 to
8 am ET during the Integrity authentication provider's weekly maintenance window; and
Sunday evenings from 5 pm to 3 am ET Monday mornings, during the Integrity hosting
provider's weekly maintenance.

Please report any issues to infegriny@oge. gov.

I N T E G RI TY 8 Click on the Help link at the bottom of the screen for login assistance information.
an
Play your part.

Integrity is the U.S. Office of Government Ethics system for

JratEite Tt electronically filing and reviewing Public Financial
Disclosures (OGE Forms 278 and 278-T).

OGE’s online Public Financial Disclosure Guide is an
interactive tool to assist individuals who file or review
public financial disclosure reports (OGE Form 278e or OGE
Form 278-T).

Login Help Security Privacy Accessibility User Agreement for Federal Employees User Agreement for Non-Federal Users

Learn about INTEGRITY: https://community.max.gov/x/VQApLg



UNITED STATES OFFICE OF
GOVERNMENT ETHICS Test Your Browser INTEGRITY

X

CHECK YOUR BROWSER

ov

oo

Click the button below to check whether your Internet browser works with
Integrity.

Check your browser

UNITED STATES OFFICE OF

GOVERNMENT ETHICS |NTEGR|TY Dgn 3 s R e

K —

Presniiig Contiss ohintorest Pla y your part.

in the Executive Branch

Status: Normal.

Click here to check whether your Internet browser works with Integrity.

NOTE: The site may perform better if you clear your Internet browser cache. Read how here. Integrity
restarts weekly on Mondays from 3 to 3:15 am ET. Please log off and save your work before this time. In
addition, users may experience intermitrent login issues Sundays from 2 to 8 am ET during the Integrity
authentication provider's weekly maintenance window, and Sunday evenings from 5 pm to 3 am ET Monday

mornings, during the Integrity hosting provider's weekly matntenance.

Please report any issues to integrity@oge.gov.

INTEGRITY 3
Play your part.

Login to Integrity (using MAX.gov)

What is MAX.gov? @ Integrity is the U_S. Office of Government Ethics system for

Click on the Help link at the bottom of the screen for login assistance information.

electronically filing and reviewing Public Financial Disclosures
(OGE Forms 278e and 278-T).

CHECK YOUR BROWSER

Integrity.

Check your browser

nstructions.

Click the button below to check whether your Internet browser works with

Your browser is compatible with Integrity, however, you may find it works
faster if you clear your browser cache before proceeding. Visit wikihow for

Play your part.

*x Kk Ok
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GOVERNMENT ETHICS Lo gin INTEGRITY &

*

* Must be registered (using precise email address)
and have a role In INTEGRITY to access.

 Most DoD users will use CAC.

Al I USING

PIV Ot CAC CARD T MAX GOV Usin 1D
ey 1D
I PMLUG I YOUR g B
= FIVACAL CARD BEHard
[] iort mbkin epiee A Pl 50
R por i o Cndtdd I Pty
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UNITED STATES OFFICE OF >
GOVERNMENT ETHICS L O gin INTEGRITY &

*

* Filers & designees with no other INTEGRITY role,
may use ID/password alone.

SIGN 1IN USING ...

MY or CAC CAED MAY GOV UsEr 1D

Llspwr IC3

FLUG IN YOUR G
PIVACAL CARD —

) Ui MY Sacuris A Twm-Factar )

Contincie wath User 1D

EEpes, Sut oo Charge Yoor PRepweas

Continue with FIVACALC

*x Kk ok sk




UNITED STATES OFFICE OF

covernment errics LOQIN Trouble Shooting INTEGRiTY &

Play your part.

o Call MAX Support, 202-395-6860, to unlock account/assist in
resetting password.

» Access denied — usually means user is not using the email
address registered in INTEGRITY. Check on Admin — Find User.

&

Troubleshooting Access Denied mp4

« Help link at the bottom of the INTEGRITY landing page has login
trouble shooting information. Links to:

e Clear browser cache: nip:/mwww.wikinow.com/Clear-Your-Browser's-Cache

e FI | er. https://www.integrity.gov/efeds-forms-harness/ui/wizard.html#/dashboard/mytasks

® ReVIeWEI’Z https://www.integrity.gov/efeds-forms-harness/ui/reviewer.html#/dashboard/myqueue

*x Kk Kk 9%
Login Help: https://extapps2.oge.gov/integrity/help.nsf/integrity+help+documents/Help?open



http://www.wikihow.com/Clear-Your-Browser
https://www.integrity.gov/efeds-forms-harness/ui/wizard.html
https://www.integrity.gov/efeds-forms-harness/ui/reviewer.html
https://extapps2.oge.gov/integrity/help.nsf/integrity+help+documents/Help?open

UNITED STATES OFFICE OF

covernment ethics Clear Browser Cache INTEGRITY §

Play your part.'

« Cached information can help websites load faster, but it can also prevent
loading the most up-to-date version of a webpage. It can also cause the
webpage to fail to load correctly.

o Often necessary when a user changes ID/password that was stored
(cached) in previous browser. I

Status: Normal

Click here to check whether your Internet browser wo

NOTE: The site may perform better if you clear your Internet browser cache. Read how here. Infegrity
restarts weekly on Mondays from 3 fo 3:15 =T Pleage Ing off and save your work before this time, In
addition, users may experience ini ssues Sundays from 2 to 8 am ET during the Integrity

rrrrr hentication provider's weekly muir| e window, el Surday evenings from 5 prm (o 3 am ET Monday.
maornings, during the Integrity hosting ler's weekly mainfenance.

- Please report any issues to integrityd@ore, gov.
[
INTEGRITY &

Click an the Help link at the bottom of the screen for login assistance
Play your part.

information.

* Read how to clear Internet browser cache: http://www.wikihow.com/Clear-
Your-Browser's-Cache.

 Sometimes useful to login to https://max.gov first, then login to INTEGRITY.

*x Kk koK
Login Help: https://extapps2.oge.gov/integrity/help.nsf/integrity+help+documents/Help?open



http://www.wikihow.com/Clear-Your-Browser's-Cache
https://max.gov/
https://extapps2.oge.gov/integrity/help.nsf/integrity+help+documents/Help?open

UNITED STATES OFFICE OF . X
covernMEnT ETHIcs  USer Contact Information  INTEGRITY &

Play your part.

UMNITED STATES OFFICE OF

GOVERNMENT ETHICS

+*

Preventing Conflicts of |nterest
in the Executive Branch

Integrity is the uniform system for electronically filing public financial

disclosure reports across the executive branch.

The system collects the information needed to complete your OGE Form 278 or OGE Form 278T through a
combination of questions and data-entry tables, which vary based on your filing status and the types of interests

vou have.

LAST MAME FIRET NAME MIDDLE INITIAL SUFFIX

Pleaze Select v

Enter your contact information

*x ok kiik



ADDREES LIME %

CITY

ZIP CODE{ZIP + 4 OGPTIHOMNAL)

E-RAAIL

SECOMDARY E-MAIL {OPTIHOMAL)

AGEMCY

ADDREES LINE Z{OPTIOMAL)

STATE COUNTRY

Fleaze Select

TELEPHONE

COMNFIRM E-MAIL

COMFIRM SECOMDARY E-MAIL

Finish entering your contact information

https://integrity.gov

12
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UNITED STATES OFFICE OF X
covernment ernics  INTEGRITY Dashboards — inteGrity 2

Play your part.

 Filer My Tasks: Submit own report and
respond to reviewer questions

« Reviewer My Queue: Process filed reports
records

« Admin: Assign reports, maintain reviewer

permissions, set agency preferences, use
reporting tools to extract data

*x Kk K13k

Learn about INTEGRITY: https://community.max.gov/x/VQApLg
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Play your part.'

x UG, § 7.6

Manage Apencies & Groups

* Kk % 1%



UNITED STATES OFFICE OF . R}
GOVERNMENT ETHICS Assign Reports INTEGRITY §

Play your part.'

x UG, § 7.6

Manage Assigned Reports: Sample Agency 2009, Group 1

L FEAR

(88

* %K K 15%



UNITED STATES OFFICE OF . R}
GOVERNMENT ETHICS Assign Reports INTEGRITY §

Play your part.'

IUG, 8§ 7.6

REPORT TYPE FILING TYPE

General

ORIGINAL DUE DATE DUE DATE COMMENTS

EXTENSION EXTENSION COMMENTS

DUE DATE

PUBLIC AVAILABILITY

POSITION

Previous Next

* % kiek



UNITED STATES OFFICE OF . R}
GOVERNMENT ETHICS Assign Reports INTEGRITY ¢

Play your part.

UG, § 7.6

ot You can edit the default assignment
notice information for this notice.

* * K 17%



UNITED STATES OFFICE OF . ] R}
GOVERNMENT ETHICS Assignment Confirmed INTEGRITY &

Play your part.

x UG, § 7.6

* % %k 18%




UNITED STATES OFFICE OF _ "
GOVERNMENT ETHICS  Manage Assigned Reports INTEGRITY =

Play your part.'

x UG, § 7.6

Manage Assigned Reports: 1-Suminit Slides

* K Kk 19%



UNITED STATES OFFICE OF I . S
GOVERNMENT ETHICS Notification Status INTEGRITY §

Play your part.'

x User Guide, § 7.6.8

 Check Notification Status on the Manage Assigned Reports page,
Notified column

Manage Assigned Reports: Nov Demo

ITEM TYPE YEAR STATUS

All v A v All v All r Go Reset

Assign Reports

20 v records per page Search:

Filer 1, Sample Mew Entrant Report 278 2015 Mot Started ST C“Ck Action
* Notified column e ssenmen
Notify
« Blank = no notice cdit Assignment

 Pending = Integrity is processing a notice
« Date = notice sent

* % % 20%



UNITED STATES OFFICE OF >
INTEGRITY &

GOVERNMENT ETHICS Filing Notices Play your part.

x User Guide, § 4.5.10

* In an open filing click on “Notifications” to see a list of notices
INTEGRITY sent related to that filing.

Notifications
& Hancock, George
# REVIEW REPORT

FROM DATE TO DATE
i= COMPARE

g B [t Reset
@ MEMO -
% DOCUMENTS
10 v Tecords per page Search:

@ AUDIT TRAIL

&= NOTIFICATIONS

NOTIRCATION TYPE

Notifications
Mo data availzble in tahle

© HELP

© CLOSE WINDOW
Showing 0to 0 of 0 entries «—Previous ~ Next—

* K k2%



UNITED STATES OFFICE OF .
GOVERNMENT ETHICS Reporting Tools INTEGRITY §

Play your part.'

* UG, § 7.6

ov

Management Reports

@& ADMINISTRATION

REPORTS AGENCY GROUP

Manage Agencies & Groups Go Reset

All

Find Users

List of filers (for given agency/group)
List of staff {for given agency/group)

Annual Data Extract List of reports in system
List of reports purged
G S e List of reports permanently deleted

List of reports that require agency action(for given agency/group)

List of reports due to the agency (for given agency/group)

List of reports due to OGE [assigned PAS and DAEQ reports]

List of reports that require OGE action [assigned PAS and DAEQ reports if Date of agency certification = complete]
List of reports received

## SETTINGS

© HELP

-
]

Y
)
A
Management Reports - List of Filers.mp4 Management Reports - List of Reports that Require Agency Action.mp4

Export results to Excel (if desired).

* * k2%
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GOVERNMENT ETHICS

*

Reporting Tools

INTEGRITY ¢

Play your part.'

IUG, 8§ 7.6

Use List of Reports in System with Review Status filter
= Data Imported to see filers with FDM data imported.

@& ADMIMISTRATION

Manage Agencies & Groups
Find Users

Management Reports
Annual | Data Extract

Provision Users Status

& SETTINGS

@ HELP

& LoGout

Management Reports

REPORTS

List of reports in system

ITEM

Al

CREATED FROM

L

AGEMCY

TYPE

All

CREATED T

GROUP

v Al v

INCLUDE SUB-GROLIPS
YEAR REVIEW STATUS

Al v Data Imported A

* % X 23%




UNITED STATES OFFICE OF
GOVERNMENT ETHICS

For Filers

INTEGRITY

Play your part..

*

|?\. FORMATION FOR FILERS

Weleoime to the Tnbedgrily r ler resouros page. The resources listed below provide infarmation far users who
Lo file executive bramch public linancial disclesure reports, These reports are the |.lr| nary tool used to Lily and resolve

tial conflicts of interest beabwesn an employess official duties and his or her private linancial interests and alfiliations

poten

Please note:
disclosure reports. Please see Helplful Resources for Public Financial Disclosure which explains basic filing in

OGE FPublic Financial DEclosure Guide which explaing the data entry lelds for the 276 and 278-T.

a fushar (OGE)L last modified by Rodriga Gamarra

(OB,

For Administrators | Nominee Functionality | Integrity User Guide |

Integrity Information for Filers

irh on Aug 12, 3018

These resources da not provide instrections concerming the substantive reguirements for filing public
Tormation and the

The table below links to vided tutorials on a variety of topics. Click on one Lo go o the video on the

Approgs

iate Lab.

Filers:

[ntraductony Vidao
[ntegrity Derno
Wideo

How to Fike a 278T
Mew 276e v Ol
278

Welmime ta
[nbegrity

Before you Start
Logging In
Assigning a
Deigres

Slarting your 276e

Reviewers

= Reviewer
Intraduct ory
Wideo

= Reviewing
Reports
Electranically

= Agency
Nominee
Repart
Processing

Administrators

[ntro for Administrators

Imiplementing Integrily Video

List af filersi™ - shows an agencys filers
registerad in Inlegety by group. Use to sesa
that you have the right filers in the right growps
and right category.

List of stafffT - shows who has which Integrity
roles for an agency. Use W verily anly thase
who need acoess o Tnbegrty have it

List af Reports that Reqguire Agency Act anfly —
shows regorts pending agency revigw

List af Reports By Extension Dabe

Agency Nominase Reporl Processing

will use Inbedgiity

Remember the Quick
Start DoD INTEGRITY
Filers, distributed
separately. Adapt to
your community.

* %k k2%

Learn about INTEGRITY: https://community.max.gov/x/VQApL(g
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GOVERNMENT ETHIcs  Fller Submit Prerequisites INTEGRITY ¢

Play your part.'

* Prevents Filer submitting unless all parts have an
item or nothing to report indicator checked.

* Filer can advance through report until Submit (can
bypass no data reported warning).

o At Submit, a tailored warning appears if Filer hasn't
answered. . .

For each Part of your report, you must either report items by adding entries to the data entry table or affirmatively state that you have nothing to report
for that Part by marking the “| do not have..." checkbox, which appears below the data entry table. You have not marked the | do nat have...” check box for

the following Parts even though no items have been reported
v 1. Filer's Positions Held Outside United States Government

In order to submit your report, please review those Parts and either add items or mark the | da not have..." checkbax.

* % %k 25%




UNITED STATES OFFICE OF

GOVERNMENT ETHICS Pre-POpUIate INTEGRITY &
x User Guide, § 4.2.3

* Filer or designee.
 Select source report.
* Prepopulate enables “Compare” view of changes in new report.

* Filer or designee will click “Next Step” action button until the vertical,
left-side navigation completely displays.

* Printable view available from the start.
« Remember: Filing Reset available for Filer to start over (next slide).

e OGE's online Public Financial Disclosure Guide,
https://www?2.0ge.qgov/Web/278eGuide.nsf

* K K%
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UNITED STATES OFFICE OF .y >
GOVERNMENT ETHICS Reset F|I|ng INTEGRITY ¢

Play your part.'

« Filer option in Getting Started to start report over
(without agency assigning another one).

Getting Started: Annual Report 278 Reset Filing

e Only available until Filer submits (or before someone
adds documents, comments, public annotations).

« A confirm warning appears when Filer clicks the
“Reset Filing” action button.

A CONFIRM RESET A

Are you sure you want to reset the filing? This will delete all previously entered
information and return you to the prepopulation screen. This cannot be undone.

Cancel Reset Filing

* * Kk 27%




UNITED STATES OFFICE OF

GOVERNMENT ETHICS Filer Designees INTEGRITY

Play your part.

x User Guide, § 3.4

* Filers appoint on the My Tasks | My Designees
dashboard.

e Can be designee for more than one filer (will have
separate special ID tied to the Filer.

e Can login with ID/password alone.

o (Can start/draft a report for the Filer.

o Can pre-populate draft for the Filer.

« Designees cannot submit for Filer.

e Check the User Guide § 3.4 for detalls.

o Adapt our filer designee handout posted on the For
Filers page on https://community.max.gov/x/6gApLg
to distribute.

* * Kk 28%
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UNITED STATES OFFICE OF

covernmentethics  Underlying Assets INTEGRITY

Play your part.'

* User Guide, § 4.3.5

e Sometimes need to report an asset that is held within another, e.g., the
holdings of an investment fund that does not qualify as an excepted
investment fund. (See Speaker Notes for this slide.)

 Example: to report a stock held in an IRA:
* First add the IRA name, Save;
 Add the stock held in the IRA:

« Enter the Item Description field, INTEGRITY will auto-suggest a name.
Select or finish typing the name.

« Advance (Tab) to the Parent Asset field and start

. ADD A NEW ASSET/INCOME a

typing the IRA (or other parent asset name).

INTEGRITY Will suggest from the asset names i A

already entered. Finish the data form. Save. JE=—r %
« Job aid on Learn about INTEGRITY site, For Filers tab. "™

PARENT ASSET (IF APPLICABLE). @
o | : )

« OGE’s online Public Financial Disclosure Guide, b

https://www?2.0ge.qov/Web/278eGuide.nsf.

* K K 29%
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UNITED STATES OFFICE OF . ] R}
GOVERNMENT ETHICS DoD Filer Submit INTEGRITY §

Play your part.

e DoD Post-Government Employment Certification on
Filer signhature page.

* Prevents DoD Filer submitting unless the checkboxes
are checked.

Submit Executive Branch Public Financial Disclosure Report (OGE Form 278e)

In accordance with the Digital Signature Act of 1999, | recognize that my e5ignature (Electronic or Digital Signature) shall be given the same lega
status as a signature made with a pen. | further recognize that the e3ignature may not be denied legal effect, validity, or enforceability soley
because it is in electronic form. | hereby consent to the use of eSignature.

| understand that my esignature is applied to the information that | have provided and not the presentation formatting of the information on the
sCreen or printed page.

| certify that | am aware of the disgualification and employment restrictions of 18 U.5.C. 207 and 208, and 41 U.5.C. 2103-2107, as

summarized in the ANNUAL CERTIFICATION BY PUBLIC FINANCIAL DISCLOSURE FILERS
http://ogc.osd.mil/defense_ethics/resource_library/post_emp_cert.pdf, and that | have not violated those restrictions.

| certify that the statements | have made in this report are true, complete, and correct to the best of my knowledge.

Submit OGE Form 278e

*x Kk k3%
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GOVERNMENT ETHICS For Reviewers !,'I\‘TyEmepTth
" https://community.max.gov/x/7AApLg

INFORMATION FOR REVIEWERS

Created by Monica Ashar(QOGE), last modified by Tracy Hurston(OGE) on May 03, 2019

mm For Administrators | Nominee Functionality | Integrity User Guide | Dates and Deadlines | Help Desk Open Houses | Suggestion Page

Integrity Information for Revie

Welcome to the Integrity Reviewer resource page. The resources listed below provide information for users who will use Integrity to
review executive branch public financial disclosure reports. OGE and agency ethics officials use Integrity to review financial
disclosure reports for conflicts of interest and manage the executive branch financial disclosure program.

INTEGRITY?

Please note: These resources do not provide instructions concerning the substantive requirements for filing public financial

disclosure reports, reviewing those reports, or administering a financial disclosure program at the Agency level. Please see Helpful Pla y your par t.
Resources for Public Financial Disclosure and the OGE Public Financial Disclosure Guide which includes this section for Ethics " -
Officials and explains basic filing information, the OGE 278e, the OGE 278-T, and reviewing filings. A Conﬂlcts-prevention instrument.

Reviewer Resources

2019 Reviewer Tasks job aid available under the Reviewer
Resources.

Remember the Quick Start DoD INTEGRITY Reviewers, distributed separately.

*x ok k3K

Learn about INTEGRITY: https://community.max.gov/x/VQApLg
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GOVERNMENT ETHICS Reviewer Tasks !,'I\gTyEygu'}';fa\[tg
* https://community.max.gov/x/7AApLg

ov

Topics
l:Ca";'c.-é the hyperlink fo see information & step-by-steb instructions fo complete the fa.r}:.)
Reviewing reports filed in INTEGRITY (see the INTEGRITY User Guude, § 6)

* Who can review *» Ponta report *» Documents (Brokemage Statement)
+ Find reports to review « Edita report = Memo
¢ Transfer a report to an alternate reviewer e Move an item (Partz 2, 5, 6) s Return a report
in the gronp
* Indicate reviewer on a report = Transactions: importing 275-Ts | » Pull forward
* OGE rewiew gmidance +  Comments *  Certifv a report
« Rewew or navigate a report s Public annotations o Andit trail
* Compare s Endnotes (Filers) « Customize Reviewer My Ouene

* Indicate initial review
Nominee Reports in JINTEGRITY (see the INTEGRITY User Guude, § 8)

* Nominee reports » Comments +  Submit
. * DMNominee functionality resources » Compare * Merge
2 O 1 9 Ve rS I O n . Change router o Memo + Share the Nominee Report
« Route a Nominee draft e Change History ¢ Unconfirmed Nominee
*» Preclearance o Andit Trail
Report oversight & management
* Assign a Filer a report (contrasted with o FEdita report assignment . Delete an unneeded report after
bulk assign) start
+ DMotices — remmund Filers ¢ Record an extension on a report | * Status reports (Export to Excel)
assignment
» Remove an Assigned, Not Started report + Recosd an extension on a . See who has not started an assigned
assionment starcted repoct report
® Change started report workflow + Search
Access
*  Operating statns; scheduled mamtenance » Login (and self-help s Clear browser cache
outages troubleshooting; Secure Login)
Maintenance
s Update my contact information o Correct or chanee a Filer’s s Transfer/move Filers and uncertified
i email address in INTEGRITY reports between gronps in vour
(merge) agency
e Edit a Files’s name » Assista Filer designee reset an * Departed Filers
expired password
Miscellaneous
. Filer prepopulation from a prior report . Other resonrces » INTEGRITY speed check
. Rewviewer data entoy before Filer starts . Help o Display
. Best practices other agencies s  OGE’s Public Financial e INTEGRITY icons
recommended Disclosure Guide, For Ethics
Officials section content &
links
. Filing reset *  Suggestions to smprove . Early termination filin
INTECGRITY

*x Kk k2%
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covernment erics Reviewer Highlights NSRS

X

My Queue dashboard (IUG, §6.2)
— Defaults to reports pending your action

— Has filters you set to see other reports, e.g., draft, pending at
another level

Edit filer data (until you submit) (IUG, 86.4.4)

Can return to filer to amend (UG, §86.4.7)

Commenting functionality — globally or line item (IUG, §86.4.5)
Compare (IUG, 86.6.1)

Memo (UG, §86.6.2)

Documents (IUG, 86.6.3)

Report Audit Trail (IUG, 86.6.4)

Notifications (IUG, 86.6.5)

*x Kk k33K
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GOVERNMENT ETHICS |\/|y Qu eye !,'I\gTyEy?uﬁlpTa\[t_%

My Queue Filters
=33

MY OuriE

Results

Click the “lItem” e.g., New Entrant to open the filing.

Click the Customize Display to check/uncheck column
headings that you want displayed in the table.

* ® X3k




UNITED STATES OFFICE OF i .. >
GOVERNMENT ETHICS View F|||ng INTEGRITY &
*

INTEGRITY opens another browser tab to display the report you
opened. Your My Queue is on another tab.

General Information: TR_OGE_0302, testFirst

ILEK CONTALT IRFORMATION B Dridn 2T
gt

* % k3%



UNITED STATES OFFICE OF
GOVERNMENT ETHICS

View Filing INTEGRITY

S

REVIEW REPORT

General Comments
FHier's Federal Positions
Filer's Positions

Filer's Employment-Related Assets

and Income

Filer's Employment-Related

MArrangements
Fler's Sources of Compensation

Spouse’s Employment Related Assets

and Income

Other Assets and Income
Liabylities

Report Data (Summary)
Submit Report

Printable View

COMPARE
MEMO
DOCUMENTS

AUDIT TRAIL

© CLOSE WINDOW

The left-side navigation of the review report
dashboard for the report open in a new tab.
Links to the parts of this filer’'s New Entrant
278. You can navigate to a part by clicking
on its name.

Below the NE report part links, are buttons for
Compare, Memo, Documents, Audit Trail and
to close this window (tab).

INTEGRITY overlays a work window over the
home My Queue for reviewers. You will see
more than one tab at the top of your Internet
browser to represent where you are.

*x Kk k3K




UNITED STATES OFFICE OF i .. >
GOVERNMENT ETHICS View F|||ng INTEGRITY &
*

e As you start to review a filing, you can collapse the left-side navigation.
» Scroll down the page to view the General Information content. Use the “Edit”
button at the right to jump to that section.

General Information: TR_OGE_0202, testFirst

FILEE SMAPSHOT




UNITED STATES OFFICE OF

covernmentetiics  General Information  INTESRITY.E
*x IUG, §6.4.3

* Presents background information about Filer, report and
review process in 4 sections.

* Filer snapshot (edit to set the year, Filer’s position title*, spouse
asset indicator®);

 Reviewer & Filer information (Filer category, e.g., career SES,
PAS);

 Due Dates & Extensions; and
 Review Dates (can Edit to enter End Initial Review date).

*Complete these fields to enable Filer to use this report later as a pre-
population data source.

*x Kk k38K




UNITED STATES OFFICE OF

covernment erics General Information  INTEGRITY &

Play your part.'

* IUG, § 6.4.3

Best practices:

Verify filer category is correct. Edit if not and pick from drop down.
Agency Reviewer: whoever is assigned the substantive review should
add his/her name in case higher level reviewer has guestions.
Extensions — reflects extension recorded in Integrity. Per the STOCK
Act, extensions must be recorded.

Extension Comments — use to add information, e.g., reason

Due date comments — use to note report was filed after due date but
within grace period.

Late Fee Walver fields — use to track/document payment of late filing
fees.

Will be able to edit select fields after certification starting in December
(DoD will see this benefit in the Annual Questionnaire in 2021).

* % K 39%



UNITED STATES OFFICE OF

GOVERNMENT ETHICS General Information INTEGRiTY &

Play your part.'

* IUG, § 6.4.3

Best practices:

 End Initial Review — enter date to document timely review. If
Initial review is timely completed pursuant to the criteria in 5
C.F.R. 8§ 2634.605, but certification might be delayed, (e.g., if an
ethics reviewer requests clarifications of the filer and is awaiting
a response, or, if technical and conflicts review is complete but
the final certifying official is delayed in accessing INTEGRITY),
populating this field will document that timely review of the
report has occurred.

o Status Comment — enter reviewer information, e.g., “J. Smith
completed IR.”

* % K4k




UNITED STATES OFFICE OF >
covERNMENT ETHIcs  Report Data Summary INTEGRITY 3

Play your part.'

x _ _ _ IUG, § 6.4.4
Report Data Summary is a scrollable view of the entire report.

Preview

Executive Branch Public Financial Disclosure Report (OGE Form 278e)

Erbt Farz

* Kk K4k




UNITED STATES OFFICE OF . R}
GOVERNMENT ETHICS Edit INTEGRITY &

— X _ _ IUG, § 6.4.4
Clicking the “Add New Item” action button opens the vertical

data entry box on the right side.

Your Employment-Related Assets and Income: Review rieonr ADD A NEW ASSET/INCOMI o
: phon B
L'
i ]

COFTIOAAL BTN TE

hdrl'tin Ervirerte




UNITED STATES OFFICE OF
GOVERNMENT ETHICS

Reviewer Tools

INTEGRITY ¢

Play your part.'

—

REVIEW REPORT

General Comments
Fier's Federal Positions
Filer's Positions

Filer's Employment-Related Assets
and Income

Filer's Employment-Related

Arrangements
Filer's Sources of Compensation

Spouse’s Employment Related Assets

and Income

1d InCome

Report Data (Summary)
Submit Report

Printable View

COMPARE
MEMO
DOCUMENTS

AUDIT TRAIL

© CLOSE WINDOW

IUG, § 6.4

At any time when reviewing a report or
filing, display the left side navigation bar:

e View General Comments

e Click on the Compare, Memo,
Documents, or Audit Trall tools.

The embedded file compares comments,

endnotes and Memo.

Chart-Comments
-Endnotes-Memo

* K K 43%



Sheet1

				Comments (General & Line)		Public Annotations		Endnotes		Memo		Documents

		Reference:		IUG § 6.4.5		IUG § 6.4.6		IUG § 4.3.8		IUG § 6.6.2		IUG § 6.6.3

		Who uses?		Reviewers, filers sometimes.		Reviewers. 		Reviewers, filers rarely.		Reviewers only.		Filers and reviewers can add documents.

		Non-Integrity equivalent?		Email.		Notes in Comments box on Cover Page of PDF/Excel OGE Form 278e.		Appendix attached to PDF/Excel OGE Form 278e.		Reviewer memo to file stored in file folder.		Paper file folder.

		Suggested uses		Temporary notes until certification.  Can be General (report-wide) or "line-entry" tied to a specific item in the report.		Reviewers can add to display information that will be part of the printable, publicly releaseable report.		Elaborate on information that does not fit within the standard data fields.  Will be part of the publicly releasable report.		The “Memo” page provides a space for Reviewers to record up to 20 pages of content to retain with the report after the review process.		Some agencies add review notes as attachments under Documents. 

		Who can edit?		Filers and reviewers may add.  Reviewers can delete a filer's comments by selecting the "Delete Comment" action button.		Reviewers. 		Filer and reviewers may add, edit, and remove.
		Agency & OGE have their own Memos on PAS filings.  OGE cannot see Memo of non-PAS filings.		Reviewers can edit and delete any attachment.

		Who sees?		Anyone with access rights, e.g., filer, reviewer & OGE (if OGE acts on the filing) until certified. 		Anyone with access & the public if/when filing is released.		Anyone with access & the public if/when filing is released.		Reviewers only.		Filers, reviewers.  OGE only if OGE acts on the filing.

		Publicly available?		No, removed at certification.		Yes		Yes		No		No

		Where displayed?		Only in Report Data(Summary) until certification.		Report Data(Summary); 
Printable View page. 		Report Data(Summary) ;
Printable View page. 		Open report; click Memo in left-side navigation.		Open report; click Documents in left-side navigation.

		How long retained?		Temporary.  Deleted at final certification.		Permanent		Permanent		Permanent.  Retained with the report after review is completed.		Permanent; has to be manually deleted

The “retention category” is a reminder to the agency of the retention period.

		Searchable?		No		No		No		Yes (on “search” page)		No

		Hints		Caution: do not include special characters (e.g., #, @, $, %). 
• Comments can’t be added until the filer signs the report.
• Since comments are removed automatically at certification, copy any comments that need to be preserved into Memo, add as an attachment, or print for your hard copy files.  Consider Public Annotation if appropriate.		Caution: do not include special characters (e.g., #, @, $, %).

PA 16-06 requires a public annotation in early termination report filings.
		Use sparingly; seldom necessary.  Filers should not use  endnotes to communicate information meant only for the Reviewer.  Consider Comments instead.
		Caution: do not include special characters (e.g., #, @, $, %) in the file name. 		Caution: do not include special characters (e.g., #, @, $, %) in the file name. 

Documents can’t be added until the filer signs the report.

		Reference:		IUG § 6.4.5		IUG § 6.4.6		IUG § 4.3.8		IUG § 6.6.2		IUG § 6.6.3

		Updated 20190410		IUG = 		Integrity User Guide
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UNITED STATES OFFICE OF R}
GOVERNMENT ETHICS Com pare INTEGRITY &

*
e Checkmark indicates current report was pre-

populated from another.

* Notice at the bottom of the Compare menu is a link
to download the prior (source filing)

I= COMPARE +

Federal Positions
Employment Positions
Employment Assets & Income
Employment Arrangements
Other Assets & Income
Transactions

Liabilities

Gifts & Reimbursements

Download Prior Report

* Kk ks




UNITED STATES OFFICE OF

coverRnMENT ETHICs ~ Best Practice: Review INTEGRITY &
X User Guide, § 6.4.3

e 60-day review/certify rule (5 U.S.C. app. § 106(a); 5 C.F.R. § 2635.605(a))
[Online OGE Review Guide § 4.02, Review Timeframes].

* General information page of a report in Integrity.

REVIEW DATES ,

Eriel Initial Review Sterkuus Cominent

Save

 End Initial Review: enter the date on which you completed the initial
review of the report. An “initial review” means a full review of the report for
both technical sufficiency and potential conflicts.

* INTEGRITY prompts reviewing EOs/COs for a date at submit step.

 DoD will see effects of this in 2021.

 OGE considers date entered when evaluating compliance with the 60-day
review requirement.

* K K 45Kk




UNITED STATES OFFICE OF End Initial Review & 2020 INTEGRITY 3

GOVERNMENT ETHICS Annual Questionnaire PTay your part.
). ¢

« DoD will see effects of this in 2021.

o Starting with the Annual Agency Ethics Program Questionnaire (AQ)
covering CY 2019 (due in 2020), OGE requires agencies to report,
generally, on the time it takes to review and certify public and
confidential financial disclosure reports.

 The INTEGRITY Annual Data Extract displays the timeliness of both
the review and certification dates.

e With respect to review data, agencies must use the “End Initial
Review” field for each report so that Integrity captures the data.

 Bottom line: To take full advantage of the Annual Data Extract,
agencies need to instruct reviewers to use it. Best practice!

* K K4k




UNITED STATES OFFICE OF

covernMEeNnT ETHICs A MmMIN Highlights !,',\‘TVEVGRlpTth
* UG, 8§ 7

e Admin dashboard

 Interface to assign group staff primary/alternate roles (IUG,
§7.4)

o Group-based permissions with automatic flow-down to
ensure all roles are occupied (acting from level above until
primary assigned)

« Manage your filers (IUG, §7.5)

* Assign reports (IUG, §7.6)

o Standard management reports (IUG, 8§7.8)

* % Kk 4i7%




UNITED STATES OFFICE OF

coverwwent erics. Admin Dashboard — NTESRTY &
x IUG, § 7

“Hamburger icon (3 horizontal lines) toggles
(hides or displays the left navigation menu).

Manage Agencies & Groups

RN LR TR

* K k4%



UNITED STATES OFFICE OF >
GOVERNMENT ETHICS Grou pS L'.\!]TyEy?ﬁIpTxt."*’

x UG, § 7

Manage Agencies & Groups

Add a Group

Exit Manage Asasgned Reports
Exiit Manage ALigned Reports
Ectit Manage Assgned Reports
Edit Kansge Mirgﬂ&ﬂ Reports
Edht Manage Assagned Reports

* Kk Kk 49%




UNITED STATES OFFICE OF _ >
covernMENT ETHIcs Add a New Group: Basic Info INTEGRITY ¢

Play your part.'

x UG, § 7

E Group Setup

= _
Taniw

GROUP INFORMATION

* % Kk s50%




UNITED STATES OFFICE OF >
covernMENT ETHIcs Add a New Group: Group Staff _INTEGRITY &

Play your part.'

x UG, §7.4

L
Basic mrtarmatnn Growp S5aff Filay

POINT OF COMTACT

POINT OF COMTACT [ALTERNATES)

uuuuuuuuu

Al @n AMarnaie

Ehifgs Wi

....................

* % ks5ik



UNITED STATES OFFICE OF ] R}
GOVERNMENT ETHIcs  Group Staff: Assign Role INTEGRITY ¢

Play your part.'

x UG, §7.4

Helpful hint: Use the email address alone to search for someone you
know has no role in INTEGRITY. Check the MAX User or Unknown
Email Address tab.

* K K 52%




UNITED STATES OFFICE OF

covernMenT ETHIcs Add Non-Agency Email

*

INTEGRITY ¢

To add a user (for merge, next slide) with an email address that is not

already in INTEGRITY or MAX.gov user directories:

Enter the email address in the Email field;
Click Go;

Select the “Unknown Email Address” tab;
Complete the registration form;

Click Create Account & Select New User; &

Play your part.'

User Guide, § 7.5.3

Click Save (top righti.

SEARCH BY...

FIRST NAME LAST NAME
Integrity Users MAX Users Unknown Email Address
I
FIRST NAME MIDDLE NAME

ADDRESS LINE 1

Ty STATE

Please Select

E-MAIL

xyz@gmail com

EMAIL
xyz@gmail com

LAST NAME

ADDRESS LINE 2 (OPTIONAL)

ZIP/POSTAL CODE COUNTRY

United States

TELEFHONE

Create Account & Select New User

x KX X5S3X



UNITED STATES OFFICE OF >
GOVERNMENT ETHIcs  Group Staff: Add Alternate INTEGRITY §

Play your part.'

x UG, § 7.4

E Group Setup

= _
Cane

B mfasmanar Fi I Filess
FOINT OF OOMTALT Famrncs Gecrgs
= vr gl L T dipimeing i rerl dz anzemnd remper ik L T Ausrazve
POINT OF OO ERMATES]
i Vo nuetenT adpigong ohr, el de ks sempermodiding pamows
A an Altaia

CERTIFG OFFICIAL (ALTERMATES)

Add an Altaiians

* % Kk s5axk




UNITED STATES OFFICE OF

: INTEGRITY §
GOVERNMENT ETHIcs  Group Staff: Add Alternate INTEGRITY &
¥ IUG, § 7.4

* % K 55%




UNITED STATES OFFICE OF _ >
GOVERNMENT ETHICS Group Filers INTEGRITY &

Play your part.'

x UG, § 7.5

E Group Setup

% —
Cancel

* % kse%k



UNITED STATES OFFICE OF

covernmentetiics — Miscellaneous INTEGRITY &
X

 Customize display

o “Pull Forward”

« Early termination filing

 Record extension

 Image viewing

 Fonttest

e Speed connection test

 Landing page help items

* Video tutorials on the Learn about INTEGRITY site
 Help Desk contact information

* % KX s57%




UNITED STATES OFFICE OF
GOVERNMENT ETHICS

X

Customize Display

INTEGRITY ¢

Show or hide columns In the table:

Reviewer | My Queue

LIRS %%

LR RL NN

AinInIRIRIED

Customnize Display ~

FILER

ITEM

TYPE

YEAR

AGE

AGEMNCY

GROUP

DATE SUEMITTED
EMD INITIAL REVIEW
MORMINATION
AGEMNCY REVIEWER
OGE REVIEWER
AGENCY CERTIFICATION
POSITION

STATUS

ASSIGNED TO
PENDING ACTION
LAST AUDIT TRAIL
LAST AUDIT MAME

AR ALY

LR R &

Play your part.'

User Guide § 6.2.2

Admin | Management reports

Customize Display ~

FILER MAME

FILER EMAIL

ITEM

YEAR

AGEMCY

GROUP

POSITION

WORKFLOW

FILER CATEGORY

REVIEW STATUS

FILE DATE

AGEMCY CERTIFICATION / CLOSED DATE
OGE CERTIFICATION f CLOSED DATE
FILER STATUS

DAED

REPORT ASSIGMED DATE

LATE FEE WAIVER

LATE FEE FAID

EXTEMNSION

DUE DATE

* % Sk 58%



UNITED STATES OFFICE OF

covermuenterics —— Pull Forward e e
* UG, § 6.4.7

 The group Certifying Official (CO) may “pull” a report forward
directly to the CO step, bypassing the intermediate workflow steps.

 “Recall” —the CO may pull back forward a report previously
returned to a earlier step.

 Open the report and go to the “Submit” page. Click “Pull Forward.”

Preview

SIGNING STATEMENT

You cannot sign the report at this time. Use the "Pull Forward" button to pull the report up to the Certifying Official role,

Pull Forward

* K K 59%



Covernment eice  Early Termination Filing — INTEGRITY &

Play your part..

Agency must enable on “System” tab — enable early
Termination filing

Save Cancel
Easic Information Agency Staff Workflows System Support Naotices
REQUIRE JOB DESCRIPTION Yes
= No
DOD ANNUAL POST EMPLOYMENT & #) Yes
SECTION 804 NOTICE
Mo
MINIMUM AUTHENTICATION LEVEL FOR Security Level T (User 1D & Password) 7]

PRIVILEGED USERS @

Cautiorn: Before selecting or changing the
security level, read maore on stranger = Security Level 3 (PIV/ACAC Card Level 3 550; or PIV/CAC-backed SMS) @
authentication here.

Security Level 2 (User |D & Password + SMS) @

EARLY TERMINATION Yes

Mo

*x Kk ek




Covernment eice  Early Termination Filing — INTEGRITY &

Play yourpart'

Effects:

e Filers can file up to 15 days before Termination date
» Displays last paragraph “understanding”

Submit Execurtive Branch Public Financial Disclosure Report (OGE Form 278e)

In accordance with the Digital Signature Act of 1999, | recognize that my eSignature (Electronic or Digital Signature) shall be given the same legal status as a

signature made with a pen. | further recognize that the eSignature may not be denied legal effect, validity, or enforceability soley because it is in electronic form. |
hereby consent to the use of eSignature.

| understand that my eSignature is applied to the information that | have provided and not the presentation formatting of the information on the screen or printad
page.

| understand that | am responsible for reporting information effective through my termination date. As a condition to filing before that date, | agree to report to the
certifying official any changes in the information | reported. | will do so not later than thirty (30) days after my actual termination date.

| certify that the statements | have made in this report are true, complete, and correct to the best of my knowledge.

Submit OGE Form 278e

e Adds a Public Annotation:

The filer agreed to update the reported information if it changes

after submission but before or on the indicated termination date.
* % ‘ko61xk




UNITED STATES OFFICE OF

GOVERNMENT ETHICS Record Extension INTEGRITY &

Play your part.'

x User Guide

Not Started: Edit assignment, Manage Assigned Reports, §
7.6.7

Started: Edit report’s General Information page, § 6.4.3

Recorded extensions are compiled in the Annual Data Extract
§7.85

Job aid on the For Reviewers & For Administrator tabs

*x Kk kek




UNITED STATES OFFICE OF

GOVERNMENT ETHICS Image Vl 6W|ng INTEGRITY &

Play your part..

Use Zoom or scroll mouse to enlarge images on screen

| e Edit View ‘Wiedow Help

Home Tools Integrity User Gu. x - foom Feature
BEE8EBQA @@ w= rOHOO - EBRAT 2

If you wish to notify the user of the report assignment. leave the “Notify alternate
reviewer of assignment” box checked. By default, Jnregrity will use the “Report
Assignment” notice text specified by your Agency in the Admin interface.

SELECT AN ALTERNATE REVIEWER

Reviewer3, Sample M L Assign Report Cancel

MESSAGE (OPTIONAL)

I A [Ivear] [[Rem]] report for [[name]] is pending your action as [[role]) I

* % K 63%




UNITED STATES OFFICE OF

GOVERNMENT ETHICS Font Dlsplay INTEGRITY ¢

Play your part.'

* User Guide, § 3.6
e |INTEGRITY font test: nttps://integrity.qov/efeds-forms-harness/ui/font-
test.html

o Test If text or buttons are not displaying as expected.
e Contact agency IT Help Desk for assistance if you do not
see icons at the bottom of the test screen.

Search Icon: Q Question Icon: 9

Name
Memu

e |INTEGRITY icons, User Guide § 1.5.6:

& MY QUEUE

Tool Tip

Down
Arrow
Delete

= RECORDS MANAGEMENT

Comments /
Annotations

0, SEARCH

& SETTINGS

View / Add

o AR

@ HELP

= LDG OUT

*x Kk Keak



https://integrity.gov/efeds-forms-harness/ui/font-test.html

UNITED STATES OFFICE OF >
covERNMENT ETHICS  Connection Speed Test INTEGRITY =

*

 Login to INTEGRITY as usual.

o Copy this link, https://www.integrity.gov/efeds-forms-
harness/ui/settings.html#/test/performance, and paste in another browser tab
while logged in to INTEGRITY.

o Click “Start Test” to see how fast your connection is.

« Use the Performance Test Results Tracker.xlsx on Learn about INTEGRITY For
Administrators tab to track/monitor your connection speed.

* Report anything above 50,000ms total to Integrity@oge.gov.

Performance Test

o Visit https://community.max.gov/x/kwAlH for MAX performance information.

*x Kk k65K


https://www.integrity.gov/efeds-forms-harness/ui/settings.html#/test/performance
mailto:Integrity@oge.gov?subject=Connection%20Test%20Report
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UNITED STATES OFFICE OF Landln Pa e >
GOVERNMENT ETHICS 9 9 INTEGRITY &

X

Mot registered in Integrity? Contact your agency ethics official if you are not registered in Integrity:

UMNITED STATES QFFICE O

F
GOVERNMENT ETHICS |NTEGR|TY §° O xRN AREE

*

Click here to check whether your Internet browser works with Integrity.

Preventing Conflicts of Intarest Pl ay your part.

in the Executive Branch

NOTE: The site may perform better if you clear your Internet browser cache. Read how here.
Integrity restarts weekly on Mondays from 3 to 3:15 am ET. Please log off and save your work
before this time. In addition, users may experience intermittent login issues Sundays from 2 to
8 am ET during the Integrity authentication provider's weekly maintenance window; and
Sunday evenings from 5 pm to 3 am ET Monday mornings, during the Integrity hosting
provider's weekly maintenance.

Please report any issues to infegriny@oge. gov.

I N T E G RI TY 8 Click on the Help link at the bottom of the screen for login assistance information.
an
Play your part.

Integrity is the U.S. Office of Government Ethics system for

JratEite Tt electronically filing and reviewing Public Financial
Disclosures (OGE Forms 278 and 278-T).

OGE’s online Public Financial Disclosure Guide is an
interactive tool to assist individuals who file or review
public financial disclosure reports (OGE Form 278e or OGE
Form 278-T).

Login Help Security Privacy Accessibility User Agreement for Federal Employees User Agreement for Non-Federal Users

* 66 %

Learn about INTEGRITY: https://community.max.gov/x/VQApLg



UNITED STATES OFFICE OF
GOVERNMENT ETHICS

Video Tutorials
November 2019

INTEGRITY ¢

Play your part..

*

Filers Reviewers Administrators

» Introductory Video «  Reviewer Intro for Administratars

» Integrity Demo Introductory Implementing Integrity Video
Video Video List of filers(J - shows an agency's filers

» How to File a 278T » Reviewing registered in Integrity by group. Use to ses

s Pleve 2782 ws Old Reports that vou hawve the right filers in the right groups
278 Electronically and right category.

s Walcome to #  Agency List of staffill — shows who has which Integrity
Integrity Mominee roles for an agency. Use to verify only those

» Before you Start Report who need access to Integrify have it.

= Logging In Processing List of Reports that Reguire Agency ActionD -

= Assigning 3 shows reports pending agency raview
Diesignes List of Reports By Extension Datell

= Starting vour 278s

s Integrity Wizard

» Mon Federal
Positions

= FRetirement
Plans&

« Spouszs
Employment 3

w  Orthear Assats &
IncomeD

»  Transactionst

» Lizbilities

»  Gitts B
Reimbursements T

e Preview, Submit
and Print wour
27820

Agency Momines Report Processing

x

Learn about INTEGRITY: https://community.max.gov/x/VQApL(g

* Kk e67%



UNITED STATES OFFICE OF

GOVERNMENT ETHICS Merge Filer IDs INTEGRITY &

Play your part.'

* User Guide, § 7.7.6

 Merge process combines multiple email addresses
for a Filer (e.g., former agency email and new, non-
agency emaill address)

e Connects reports filed previously to the surviving
email address

* Frequently necessary if Filer doesn’t submit
Termination report before leaving agency or before
password expires

* Agency registers Filer with a non-agency email
address, then requests the Help Desk merge

* Only the Help Desk can complete the ID merge

o After merge, remove old ID (losing agency)

« Reports remain with the agency where filed

 Help Desk notifies MAX.gov to deactivate old ID
* K Kesk




UNITED STATES OFFICE OF R}
GOVERNMENT ETHICS Hel P Desk INTEGRITY &
X

 Rodrigo Gamarra, Help Desk Lead

e Login self-help content,
https://extapps2.oge.gov/integrity/help.nsf/integrity+help+documents/Help?open

e Screen shots help us help you - Best practice! See the Screen
Shot Capture Windows Snipping Tool Job Aid on the Learn About
INTEGRITY For Administrators tab.

e Password resets:

e Use reset tool/form,
https://max.omb.gov/maxportal/resetPasswordForm.action

o Call MAX Support, 202.395.6860

o Contact info:
 Emaill integrity@oge.gov Best practice!
o (Call 202.208.0848 (not for filers)

*x Kk koK
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