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Access to the JCOPE FDS Online Filing System

All users must have a New York State Directory Services (NY.gov) account to access the FDS

online filing system (FDS System). If an agency-issued Directory Services Account is not
available, users will need to create a personal account.

Ethics Officers must e-mail JCOPE their Directory Services account username to

ethel@jcope.ny.gov in order to gain access to the FDS System PRIOR to logging in for the first time.
Ethics Officers will receive an e-mail response when their Directory Services Account is linked to the FDS
System.

How to obtain a Directory Services (NY.gov) account: Many State agencies automatically create

Directory Services Accounts for new employees. If your agency does not, employees will need to create
a personal Directory Services Account.

=> State Employee filers: If they do not have a Directory Services account, contact your human
resources administrator to inquire about availability. If your agency does not issue Directory Services
Accounts, direct these employees to create a personal account.

=> SUNY filers: use the SUNY ID that starts with “SUNY” — this Please Note:

grants access to their Directory Services Account. SUNY Employees must use

the SUNY Portal to gain

=>» CUNY filers: create a personal Directory Services account
P y access to the FDS System.

=> Authorities, Boards, & Commissions: If an agency-issued
Directory Services Account is not available, please direct these filers to create a personal Directory
Services account

First Steps

1. Go to https://my.ny.gov/
2. =

Click “Sign-In” or use “Forgot your Username or Password?” to look up

account information Forgot your Usemame or Password 7
NY . gov ID - Terms of Service
3. Enter your “Username” and “Password” in the appropriate fields \

4. Click “Sign-In” -or- For users who do not have an agency-issued - A
. n't have an Account?
account, click “Don’t have an Account?” to create one.
If you do not have an NY.gov ID Username and
Password, click the above link to sign up.
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5. Select “JCOPE Financial Disclosure System FDS”

4{1\/1}' NY.gov Online Services

Welcome _ to the My NY User Management site at NY.gov Log Out
You NY.gov ID is -
Change Password  » Last login — Wed Oct 07 14-56-14 EDT 2015

Update My Account »
You have access to the following applications

App Enrollment » -
JCOPE Financial Disclosure System FDS Statewide Learning Management

About NY.gov ID > NY5 IT Service Management System Statewide Telephone Directory

FAQs >

Ethics Officers who are also FDS Filers

Ethics Officers who are also required to file Financial Disclosure Statements (FDS Filers) are prompted to
select a role when logging into the FDS System.

=> To file or make changes to your personal FDS Filings, select “Filer”
= To manage your agency FDS filers, select “Ethics Officer”

Set Entitlements

You have rights to FDS as both a Filer and an Ethics Officer. Select your role for this session:

Filer | Ethics Officer h
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Ethics Officers and filers can access the FDS System two ways:

1. Go to https://my.ny.gov/ and log in to your NYS Directory Services Account (this is where you

can also lookup a forgotten username or password.) - Or -

2. The JCOPE website at www.jcope.ny.gov under the “Financial Disclosure” menu.

9 New York State
7 r Joint Commission on Public Ethics
NY.gov ID

Username: About Laws Education Ethics Lobbying Financial Disclosure

Password:

Financial Disclosure

‘ Sign |.'.> Statements ("FDS")

Publicly available filings for certain public officers and employee
Forgot your Username or Password

MY.gov 1D - Terms of Service

Ethics Officer Dashboard

Welcome Message: Please be advised that any
changes made to add or remove
Every time an Ethics Officer or Agency Contact logs into the | @ fileror to change a filer’s

designation shall constitute an

amendment to your agency’s list
You must click “OK” to gain access to the Ethics Officer of current filers.

Dashboard.

FDS System, it will generate the following pop-up message.

Lok |

What is a dashboard?

A dashboard is a visual display that organizes and tracks the most commonly used information in a
format that fits entirely on a single computer screen.

The Ethics Officer Dashboard has two areas of navigation; main and sub navigation. Main navigation is
distinguished by the dark gray bar, see below.

Your Name Dashboard

NAVIGATING THE FDS ONLINE FILING SYSTEM
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Sub navigation Menu

The Ethics Officer Dashboard is built to easily organize and track
the following categories of data within each of the following sub
navigation menus:

. Open Activity

Activity Log

YOUR NAME  Dashboard

= Upcoming Filing

= Activity Log Date Activity
L. 01/17/2017 12:01:04 PM Monacademic Prep Reminder
= QOverdue Training
= Agency-Wide Pending Exemption Requests Overdue Training  iffsmms
Previgus 12345678Next

. . . . . ( Filer ) Class

To view the data within each of these sub navigation menus, click Online Efhics Orientation Due
. . . ON.H'\E Ethi.cs Orientation Due

the corresponding light grey column bar to expand the data. Click Ethics Seminar Due

Ethics Seminar Due
Ethics Seminar Due
Ethics Seminar Due
Ethics Seminar Due

results that span more than one page, click the page numbers. S

Ethics Seminar Due

e Ethics Seminar Due
( Previous 12345678 Next >
Agency- =xemption

Date Agency

the grey column bar again to collapse and hide the data. To view

PRO TIP: Column headings can be filtered to display information alphabetically or in ascending or
descending order. Click any column heading to filter results. See below.

Overdue Training

Showing 1 te 10 of 437 records

12345 .50 - - o
Filer @;@ (_Due > ( Days Late _)
Ame Ethics Orientation Due 12015

Online Ethics Orientation Due 0812512015 36
Online Ethics Orientation Due 0812572015 36
Online Ethics Orientation Due 0812572015 36

Online Ethics Orientation Due 08/25/2015 36
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Main Navigation Menu

JCOPE - FDS

Your Name Dashboard

The “Main Navigation Menu” gives access to all of the primary functions of the FDS System.

» The “JCOPE — FDS” and the “Dashboard” menu options both direct you to the main dashboard
page (the initial page you view every time you log into the FDS System).

» The “Search” button allows you to search for FDS Filers within your agency/entity.

» The “Add” drop-down menu allows you to add a new FDS Filer to your agency or add a new Agency
Contact that grants agency staff administrative rights to your agency’s FDS records.

» The “Certification” drop-down menu allows you to notify JCOPE of any new FDS Filers in your
agency, view and enter training information, and assign who in your agency will receive training-

related notices.

> “Reports” provides an array of reports including an agency report of all active filers (FDS Filers who
have not left state service and are not on leave) within a specific agency.

> “Preferences” menu — allows you to select your default color scheme.

PRO TIP: Form fields and menu items that contain a symbol of an upside-down triangle indicate a
v drop-down menu. Clicking on the symbol will expand or collapse the drop-down menu.

NAVIGATING THE FDS ONLINE FILING SYSTEM
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Search: Finding FDS Filers

FDS - Search

TYPE HERE Clear

N

1. To search for an FDS Filer, click the “Search” button from the main navigation

menu.
=>» You can search for an FDS Filer by typing the Filer’s last name; or Search  Advanced P ged
= Click the “Advanced” button to search by: Address, Agency, _ SearchBy
Email, FDS ID, First Name, Last Name, or Full Name (Exact). Address
Agency
2. Click the “Search” button to find the filer. Email
FDS ID
First Name
Last Name

3. To select and view the information of any FDS Filer, click the
magnifying glass icon under the “FDS ID” column. You will be

Full Name (Exact)

taken directly to the filer’s profile.

FDS - Search

smith X BEEEI A Name ll Clear

Showing 1 to 3 of 3 records

S ID Name Primary Agency Email Type
N Filer ®
[ ] Filer ®
]

Filer
Showing 1 to 3 of 3 records

NAVIGATING THE FDS ONLINE FILING SYSTEM
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FDS Filer Dashboard

The profile of a filer is displayed on a dashboard which is broken down into four distinct sub navigation

menus. To expand or collapse any of the sub navigation menus, click the appropriate light gray column

bar.

1. Filer and Agency — At the top of the filer profile, the Filer and Agency sections display the FDS
Filer contact information and information regarding a filer's primary and any applicable

secondary agencies.

Filer . 1D: Agency
NYSDS ID NYS EmpID Status Agencies
Active Dept of Correctional Services (10160)
Last First Middle Initial Agency Name e
Dept of Correctional Services (10160}
i Job Title Salary Designation
Assoc Director Hr 2 Policy Maker
Cily G Job Status
NEW YORK Active
Zip Country
12084 UNITED STATES
Email Exemption Status

2. Personal Info History — displays recent changes to the filer’s profile page including changes to

contact information and employment.

Personal Info History

Modified
02/1872016 03:43:23 PM
12232015 11:39:23 AM

Changed Items
Agency - Job Title: Assnt Dir Personnel A

NYSDS ID: | i: Active Name Email:

3. Activity Log — a list of tasks or system activities that are associated with the FDS filer.

Activity Log

Al Agency Education

Date

02/18/2016 03:43:23 PM
02/18/2016 03:43:23 PM
12/28/2015 02:01:03 PM
12/23/2015 11:39:23 AM
12/232015 11:39:23 AM
12/01/2015 08:39:18 AM
12/01/2015 08:33:18 AM
12/01/2015 08:39:18 AM
12/01/2015 08:39:18 AM

Username Activity

Not Required to File

Filer Updated

Filing Submitted - Electronic
Not Required to File

Filer Updated

New Filing Due Date

CETC Due

Online Ethics Orientation Due
Filer Created

Filer/Agency

Filer Status =~ General | Review
Notes
Submitted on 12/28/2015 2:01:03 PM

2014

Status

Completed

Due Date: 12/31/2015
Due Date: 12/01/2017
Due Dale: 02/29/2016

Showing 1 to 2 of 2 records

Showing 1to 2 of 2 records

S

F
2

wing 1 to 9 of 9 records

Showing 1to 9 of 9 records

—New Commer

Notes

[T ( Add Comment

The Activity Log can easily be filtered by selecting and unselecting any of the sub categories. To filter

results, click any of the sub category buttons shown below.

All  Agency Education Filer/Agency

NAVIGATING THE FDS ONLINE FILING SYSTEM
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Adding Comments in the Activity Log:

As an Ethics Officer or Agency Contact, you may also write comments that will appear on the Activity
Log. To add a new comment, type in the “New Comment” field and click “Add” when finished.

Please do not use the comments section as a means to notify JCOPE of filer changes. Comments are
for additional information only. Please make all filer updates in the appropriate section of the filer’s
profile.

If there is an issue with a filer’s account, DO NOT enter a comment, instead contact the JCOPE FDS
help desk for assistance.

4. Officer — displays the contact information of the FDS filer’s agency Ethics Officers. The
“Training” indicator column is set to “Y” for any Ethics Officer or Agency Contact who has the
Training Indicator on. This helps distinguish between FDS Officers (Ethics Officers and Agency
Contacts) who primarily work with FDS filer data (generally personnel updates) versus those FDS
Officers who primarily manage training compliance for filers. FDS Officers with the Training
Indicator on will receive routine training notices from the FDS System. Ethics Officers and
Agency Contacts can change the Training Indicator setting in the Certification menu.

Officer o
Showing 1 to 2 of 2 records

Name Agency Email Type Training
Ethics Officer Ly )
Ethics Officer N

Showing 1 to 2 of 2 records

NAVIGATING THE FDS ONLINE FILING SYSTEM
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Updating an existing FDS Filer

1. Find the profile of the FDS Filer by using the “Search” function located on the main navigation
menu.

2. To go to the profile of the filer you wish to update, click the magnifying glass icon under the Q
“FDS ID” column next to the name of the FDS Filer.

=> Steps to edit existing filer information for the “Filer” column

1. To edit and update an FDS Filer’s profile, click the pencil icon in the gray “Filer” column
located at the top left-hand corner of the screen.

/ FilerQ,h

‘ NYSDS ID

S

2. Update the Filer’s contact information in the appropriate fields under the “Filer” column heading.
Note: fields with an * (asterisk) are required fields.

3. Click “Update Filer” in the lower-left of the filer column to keep changes.

*City
*Zip *Country

UNITED STATES
*Email

Phone Number

Update Filer el Clear

NAVIGATING THE FDS ONLINE FILING SYSTEM
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=> Steps to edit existing Agency information for the “Agency” column

1. Click the pencil icon next to the name of the agency you want to edit information for.

Agency
Agencies -
Office of r 2
*Agency Name Primary agency
*Job Title/Code +Add Title *Salary *Designation

*Job Status

2. Existing information regarding the filer will automatically populate. You may edit Agency, Job Title,
Salary, Designation, or Job Status.

Note: Information contained in the Job Title, Salary, Designation, and Job Status fields may affect the
filer’s status as an active filer. Please verify the accuracy of this information before making changes.

Job Status changes include retirement, leaving employment at your agency, and leaves of absence.
These changes will also require you to enter an effective date of the Job Status change.

o After a filer returns from leave, the Job Status must be updated again. This will allow the
system to automatically adjust ethics training due dates and resume filer notifications.

3. Once you have completed your edits, click “Update” to save your changes to the Agency section of
the filer profile.

Agency

Agencies
Office of

*Agency Name . Primary agency

*Job Title/Code +Add Title  *Salary *Designation
Asst Director $129,892 Policy Maker v

*Job Status

Active v

NAVIGATING THE FDS ONLINE FILING SYSTEM
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4. Click “Update Filer” to save all changes made to the filer’s profile.

Filer ID: Agency
NYSDS ID NYS Emp 1D Status Administrative Hold Agencies
Aciive Office of

“Last *First Middle Initial *Agency Name 1 Primary agency
*street *Job Title/Code +Agd Tite *Salary *Designation

10 Coral Berry Cir Asst Director $129,892 Policy Maker v
Street 2 “Job Status

Active v
“Ci ~State
2 Update

Albany NEY YORK
“Zip “Country

12203-5302 UNITED STATES
“Email
Phone Number

g

Clear

Update Filer | Je=ttes

NAVIGATING THE FDS ONLINE FILING SYSTEM
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Steps to enter training completion dates from a filer’s dashboard

Training completion dates are entered in the “Activity Log” section of the filer's dashboard. This is the
preferred method for entering training completion dates when you only have an occasional training

update.

Any errors found in a filer’s training history are also best corrected directly from a filer’s
dashboard.

1. Click the “Education” button located within the “Activity Log” to filter the results to just show
training information.

Activity Log

Previous 1 Next

Created Date
06/09/2019 12:01:03 PM
03/13/2019 12:01:03 PM

02/21/2017 11:47:22 AM
12M15/2016 04:33:33 PM
1215/2016 04:34:08 PM

Previous 1 Mext

All | Agency E!ucation Filer/Agency Filing Filer Status Commenis FEVEV  Training Override

Modified Date

02/23/2017 01:39:31 PM

12/08/2016 12:00:00 AM

Username Activity

FDSBTC
FDSBTC

SYSTEM
SYSTEM

CETC & Seminar Reminder Notices
CETC & Seminar Reminder Notices

Online Ethics Orientation
Ethics Seminar/Refresher
CETC

Notes
Training Reminder Sent
Training Reminder Sent

Tested Out

CETC, No CLE Credit

Showing 1 to 5 of 5 records (filtered from 22 total entries)
Status
Completed
Completed
Completed:

02/23/2017
Due Date: 12/08/2019 .,
Completed: _
12/08/2016

Showing 1 to 5 of 5 records (filtered from 22 total entries)

2. A “pencil/green arrow” icon located under the “Status” column will appear for any class

with an open due date. Click this icon to enter a completion date. A pop-up window will

allow you to enter information for the course selected.

Click the “calendar” icon to select the training completion date, or manually type the date
using mm/dd/yyyy format. (See 1 below)

i1

Select class type using the drop-down menu. For recording completion dates of filers who have
completed the Ethics Seminar/Refresher training, indicate which course (CETC or Ethics Seminar) the
filer completed to satisfy their on-going refresher training requirement. (See 2 below)

Indicate whether filer has received CLE credit,  Ethics Seminar

by using the “*Credit” drop down box. (See 3 /
*Completion Date

below)

06/21/20M7

6. Click “Update” to save changes. (See 4 below)

To cancel changes, click the “X” located at the

top right corner of the pop-up screen.

NAVIGATING THE FDS ONLINE FILING SYSTEM

*Class Type
CETC A

*Credit
Mo CLE Credit A

- @
(2]
©

Cancel
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Correcting training information using the "Training Override" tool

The “Training Override” tool allows Ethics Officers and Agency Contacts to correct errors in training
activities. You can modify due dates and completion dates, add or delete class activities, manually mark
the OEO class as "tested out," and modify the CLE credit status of a completed class. You may also send
an e-mail with updated training information directly to the filer.

The training override feature can be found on the filer's dashboard in the Activity Log section, by clicking
the dark blue "Training Override" button.

Activity Log

3

d Training Override

Al Agency | Education  FilerfAgency | Filing = Filer Status =~ General = Revie

Modifying due dates, completion dates and CLE Credit

The override tool allows you to modify due dates and completion dates or delete a class entirely.

1. To modify dates, click the "pencil" icon next to the date you wish to change. o4

»

2. Enter dates according to the date format XX/XX/XXXX or by using the calendar feature.

3. To update CLE credit, click the M o symbol. N indicates no CLE credit was given, Y
indicates CLE credit was issued. CLE credits are only available to state-employed attorneys. JCOPE
offers CLE credits to attorney filers who attend training at JCOPE. Filers may receive CLE credit from
their respective agency if their agency is an accredited CLE provider and has been granted
permission by the CLE board to issue credit for a JCOPE course. CLE credit may only be issued once
per filer, per class for attending either the CETC or Ethics Seminar.

4. Click "Update" to save changes.

o
5. To delete a class, click the "trash can" icon found in the "Tools" column. il
Class Due Completed CLE Credit Tools
] Ethics Seminar/Refresher 09158/2019 - 1) |
Online Ethics Orientation 03.-'31.-'2012© Tested Out _ 1) !
| Ethics Seminar/Refresher 09/15/20158 - 09/15/2016 « @ 1) ‘
| Comprehensive Ethics Training Course 12/31/2013 ¢ DS.-'22.-'201© NC m ‘

QISTEEN Sond Schecic Ol Update | J
jency  Filing = Filer Status | General = Review [EEEETTEONE ]

NAVIGATING THE FDS ONLINE FILING SYSTEM
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Adding missing class activities

If a filer is missing a class activity (Online Ethics Orientation, Comprehensive Ethics Training Course, or
Ethics Seminar), you may manually add these classes using the override tool. There should never be
more than one OEO and CETC class on a filer’s profile.

1. Click the “Add Class” button.

~

Class Due
| Ethics Seminar/Refresher 09/15/2019
Online Ethics Orientation 03/31/2012
Ethics Seminar/Refresher 09/15/2019
| Comprehensive Ethics Training Course 12/31/2013
| New Class

E[:ue[:ate
[OED |

ES

A

LI

Select the class you wish to add using “New Class” drop down menu.

Completed

Tested Out
09/15/2016
05/22/2013

CLE Credit Tools

N
o |
=t

Yl

Clear‘ Update ’ |

3. Select OEOQ, CETC, or ES. You will need to manually calculate the due date of each class entered.

=>» The OEO is due 90 days from the date the filer was added to the FDS System.
=>» The CETC is due two years from the date the filer was added to the system.
= The ES is due three years from the date a filer last completed the CETC or ES.

» The Ethics Seminar/Refresher is an ongoing refresher training requirement.
Once a filer has completed an initial ES/R, a subsequent ES/R with a new due
date will appear. The ES/R is due every three years from the last time a filer has

completed an ES/R.

4. Once the new class is created, enter the training completion date (if applicable) using the
"pencil” icon in the Activity Log section of the filer's dashboard. Completion dates can

not be entered in the Training Override box.

NAVIGATING THE FDS ONLINE FILING SYSTEM
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“Testing Out” filers for the Online Ethics Orientation

“Tested Out” indicates that a filer is no longer required to take the OEO because they have already
completed the CETC. The system automatically “tests out” the OEO when a CETC completion date is
entered. This function is generally only used to correct training records that require manual
adjustments.

1. To “Test Out” a filer from the OEO, click the “clipboard” icon under the "Tools" column. I_-EI....I"

Class Due Completed CLE Credit Tools
Comprehensive Ethics Training Course 05/08/2021 & i
E Online Ethics Orientation 08/06/2019 & &

Add Class Send Schedule Clear
- )

| —

] I'reE Training Overmide

Sending a updated “training schedule” courtesy e-mail

Any time a training completion date is entered for any class, an automated courtesy e-mail is sent to the
filer confirming their completion status and informing them of their next training due date.

If you made an error in data entry and correct it using the training override tool, a new e-mail notice is
NOT automatically sent. The “Send Schedule” function in the Training Override allows you to manually
notify the filer of changes made to their training records.

1. Tosend an updated training schedule, click "Send Schedule" Send Schedule

Please note: You may need to refresh your
browser page to view any changes made
using the training override tool.

NAVIGATING THE FDS ONLINE FILING SYSTEM
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Add Menu

Adding a New FDS Filer

already has a profile in the system. If they are already in the system as “Inactive,” follow

@ Before adding a “NEW” filer, please search existing filers in your agency to see if the filer

instructions for updating an existing filer.

Ethics Officers should notify their employees
of their new FDS Filing status PRIOR to
entering their information into the FDS
System. As soon as a new filer profile is
created, the FDS System automatically
generates courtesy e-mails to inform filers of  Officer
their mandatory training requirements.

Filer

The Add Filer function is split into two main column headings, “Filer” and “Agency.”

Note: when entering information, fields marked with an * (asterisk) are required fields.

TO BEGIN: From the “Add” Main Menu select “Filer”

=> Steps for the “Filer” Column

1.
2.

Enter all applicable information for the new filer in the appropriate fields.

The “NYSDS ID” is the person’s NYS Directory Services Account username. This field is required to
grant filer access to FDS System.

In the “Status” drop-down menu, select “Active”

Select the Effective Date by clicking the green calendar icon. E,E

Filer

NYSDS ID NYS Emp ID *Status Administrative Hold
ol
- Deleted 3 "

“Last *First Aclive ﬂ Middle Initial

Inactive

Pending
“Street
Street 2
*City *State

NEW YORK v
*Zip *Country

UNITED STATES v
*Email
Phone Number
*Effective Date
)

Add Filer geEh] Clear

NAVIGATING THE FDS ONLINE FILING SYSTEM
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=> Steps for the “Agency” column

5.

10.

Enter a Job Title/Code by entering the first few letters of the job title name or title code, if known.

A drop-down menu of job title names will appear. Be alert for abbreviations of known titles. Scroll
through the title list and select a title from the drop-down menu or enter the title code number if

Agency
Agencies
*Agency Name Primary agency
*Job Title/Code { +Add Title '*Salanr *Designation
Comm v

Comim Alcsm&Sub Ab Sv (007660)
Comm Assnt to Trans (009273)
Comm Bill Clk (009301)
Comim Clerk Off Manag (020395)
Comim Clk-Ed Cormm (009427)

| Comm Clk/Researcher (009516) —
Comm Corr Tech Spec (008055)
Comm Corr Tech Spec (8815400)

known.

If the Job Title name is not found in the drop-down menu, please consult with the FDS Help Desk
prior to adding a new title. If instructed to do so, click the “+Add Title” link and enter the “Job
Title” name and click “Submit.”

Add Job Title

*Job Title

Select the “Designation” drop-down menu to indicate if an FDS filer is a Policymaker, Threshold
Over, an Academic Filer, etc.

Enter the “Salary” of the FDS filer.

Select the “Job Status” drop-down menu to indicate if an FDS Filer is active, on leave, or has left
State service.

Click the “Add” button located on the lower right hand corner of the agency column to save agency
information to the filer’s profile.
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Repeat steps 5 — 10 to assign an FDS Filer to more than one agency.

~ Agency

Agencies

*Agency Name Primary agency
Select an agency...
*Job Title/Code +Add Title *Salary *Designation

*Job Status

11. Click “Add Filer” located on the lower left hand corner of

the screen to complete the record. ' Add Filer I) . Glear

Possible Exisiting Filer — Once you have completed the steps to add a new filer, the system
may alert you that the filer already exists in the FDS System. The system will generate a list of
possible matches to avoid the creation of duplicate profiles.

=> If the filer already exists in the system, click on the icon to the left of the filer’s -
first name to select a match. Clicking on the icon will merge your new -

information with an already existing account.

=> If after reviewing the list, there is no match, click “Create New Filer.” If uncertain, do NOT create

new filer. Consult with FDS Unit to verify information before creating or merging accounts.

Fllers were found with matching name or email

One of more users were found with the same name of emaill address In the system. Understanding that Filer's personal information can change, please verity that the Sier you are creating s not one of these people
I Ihe Bler yOu are trying 10 Create 15 Rsled Delow, select 10 Rave Ihat Mler record upaated
First Name Last Name Email Address Agencies

3 o Oa ey ope 1y gov 7 SUNY Glonyteook (28050

a K an wthedBicope Iy GOV el SUNY Oownstate Mescal Univenity (285100}

s 3 o SIMOARICOD Ny Qov 10 SUNY Coblesion Coepe of Agncuture & Tech (28370

> A fo *NeARicoDe 1y QOv 2 Baruch Colege (10050}

3 "

Te Thomas Manstelagits. my gov 00 Jowt Commizsion On Publc Emics (19005
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Adding an Agency Contact “Officer”

As an Ethics Officer, you can designate an “Agency Contact” for your agency. Ethics Officers and Agency
Contacts are considered “FDS Officers” in the system.

» An Agency Contact can add new filers, edit filer information, as well as enter and update FDS Filer
ethics training information.

» Only Ethics Officers have the ability to create new Agency Contacts in the FDS System; Agency
Contacts cannot create new Agency Contacts. Only the JCOPE FDS Help Desk can create new
Ethics Officer roles.

» If you are an Ethics Officer of more than one agency, you may designate an Agency Contact to a
subsidiary agency. Agency Contacts can only view information of the agency(ies) to which they
are assigned. If you are an Ethics Officer of multiple agencies, you can view and update
information for each agency to which you are assigned. You may also assign an Agency Contact to
multiple subsidiary agencies.

Steps to designate an Agency Contact

1. From the “Add” Main Menu select “Officer”

2. Enter the contact information in the appropriate
fields

Filer

3. Inthe “Officer Type” drop down menu, select Oifficer
“Agency Contact” 1

4. Assign the Agency Contact to an Agency by clicking the “Select an Agency” search field. A drop
down menu of agencies will appear. Continue to select all agencies you wish to assign to the
Agency Contact.

5. Click “Add Officer”

Oversight Officer Agency
*NYSDS ID *Officer Type Agencies /
“Last *First Middle Initial

*Agency Name ’

‘Adirondack Correctional Facility C/0 Dept of Correctional Services (10230)
Albion Correctional Facility €/0 Dept of Correctional Services (10090)

1 Altona Correctional Facility C/0 Dept of Correctional Services (10540)

Arthur Kill Correctional Facility C/0 Dept of Correctional Services (10150)

Attica Correctional Facility C/0 Dept of Correctional Services (10000)

*Email

cancel | Clear Bare Hill Correctional Facility C/O Dept of Correctional Services (10560)
Bayview Correctional Facility (10310)
Bedford Hill Corr Facility /0 Dept of Correctional Services (10120)
Butler Shock Corr Facility C/0 Dept of Correctional Services (10520)
Camp Monterey Corr Facility C/0 Dept of Correctional Services (10190)
Cape Vincent Corr Facility C/0 Dept of Correctional Services (10580)
Cayuga Correctional Facility C/0 Dept of Correctional Services (10550
Chateaugay Correctional Facility C/0 Dept of Correctional Services (10840)
Clinton Correctional Facility C/0 Dept of Correctional Services (10020)

coll y C/0 Dept of Correctional Services (10470)
Lo ees (108301
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Certification Menu

FDS Filer Certification

Every agency must submit to JCOPE an annual “FDS Filer List,” which

Certification -

lists all current agency personnel who are required to file an FDS FDS Filer Certification

(i.e., all personnel who are either Policymakers or Threshold Over | Filer Training Data Entry
Filers). - .

llers) | Training Officers |

What am | certifying to?

As an Ethics Officer, part of your responsibilities includes adding new FDS Filers to your agency filer list.

The Filer Certification is a list of all current FDS Filers in your agency. You are certifying that this list is

accurate and complete. See statement below.

Certification

| certify that:

(1) | have received a copy of the Commission's Guidelines and Procedures Regarding
Policy-making Positions;

(2) The online Financial Disclosure System contains a complete and accurate record of
agency policy-makers (indicated by filer type "PM") as designated by the appointing
authority, and current non-policymaking employees serving in positions whose annual job
rate is in excess of the "filing rate" (filer type "TO") (collectively, "covered filers");

(2) All covered filers are required to submit the 2016 Annual Statement of Financial
Disclosure to the NYS Joint Commission on Public Ethics by May 15, 2017 and have been
or will be advised of their requirement to file the 2016 Annual Statement of Financial
Disclosure;

(4) I or my designee shall update the online Financial Disclosure System within 30 days of
any changes that affect the covered filers list, including, but not limited to: (a) new hires
into policymaking positions, or non-policymaking positions whose job rate is in excess of
the "filing rate” ($91,821); (b) resignations or external agency transfers by current
required filers; (c) internal agency promotions/transfers to policy-making positions, or
positions with an annual salary rate in excess of the "filing rate"; and (d) newly appointed
board members/directors.

2M5/2017 12:12:38 PM

— T
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Steps to Certify all Agency FDS Filers

yashboard Searck Add Certification - Reports -

1

P DS Filer Certification
Filer Certification | Filer Training Data Entry |
Certification Status Tools Training Officers
*Agency
Ml View Agency Filers
® Academic ) Non-Academic

1. Select the “FDS Filer Certification” from the “Certification” drop down menu

2. Select “Agency” from drop down menu. If you have more than one Agency, you will need to select
each agency from the drop down menu and certify to each.

3. Select “Academic” or “Non-Academic”
4. Click “View Agency Filers”

5. Verify all required FDS Filers are listed. If an FDS Filer is missing, you will need to add a new FDS
Filer by using the “Add > Filer” function under the main navigation menu.

6. Click “Certify Agency”
7. When a filer certification is successfully completed, the following prompt will display:

Certifications closed successfully
Filer Certification

« 2017 - Closed
*Agency

Franchise Oversite Board (00041) v View Agency Filers
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Filer Training Data Entry

FDS Filers are required to complete three mandatory ethics

trainings. Ethics Officers are responsible for entering training Certification ~ Admin -

completion information for every FDS Filer within their agency.

The “Filer Training Data Entry” section contains several screens of

FOS Filer Certification

Filer Training Data Entry

information regarding the training status of FDS Filers within your

agency. As well as providing you with agency-level training

Training Officers

statistics, it also allows you to enter training completion dates for

individuals and groups of filers.

To enter training completion dates for several filers at once, use the Filer Training Data Entry screen.

Helpful tips before you begin:

>

>

>

When entering training dates, the section for the Comprehensive Ethics Training Course is used to
record training dates for first-time completion of the CETC only. Do not attempt to replace existing
first-time CETC completion dates with later refresher training dates.

The Ethics Seminar/Refresher Training section is used to record training completion dates for those
who completed refresher training. All continuing refresher training dates are recorded here,
regardless of which class a filer took to complete the refresher training requirement. An FDS Filer
can either retake the CETC or take the JCOPE Ethics Seminar to fulfill ongoing refresher training
requirements.

Because of the above, if you are entering dates for a session of the CETC, sort the list of filers you
wish to update by:

a. Filers who completed the CETC for the first time, and

b. Filers who completed the CETC as refresher training

The Filer Training Data Entry screen allows you to enter training completion dates for multiple filers
who have:
a. Completed the same class (First-time CETC or Seminar/Refresher);
Completed training on the same date; and
c. Have the same CLE status. (i.e., all filers have either received CLE credit or CLE credit does
not apply.) State-employed attorneys may receive CLE credit for taking the CETC or JCOPE
Ethics Seminar by attending a class at JCOPE or from a State agency that is also an
accredited CLE provider.

NAVIGATING THE FDS ONLINE FILING SYSTEM
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> Data columns in the Filer Training Data Entry screen can be sorted by ascending or descending order
by clicking the column name. The system defaults to listing filers in FDS ID order. Click “Name”
column to sort list alphabetically by filer name.

» Training dates that have already been entered can be edited from the Filer Training Data
Entry screen by selecting the “Edit” drop-down menu. Use this feature only to correct

errors; do not use the “edit” feature to replace a prior training date with a newer training
date. You can also correct a filer’s training information from their profile.

» From the Filer Data Entry screen, the “all” view gives you the option to view a filer’s profile and
dashboard information. To view a filer’s profile page, click the filer name. (Selecting a filer name

will redirect you out of the Filer Data Entry Screen.)

Updating training completion dates for groups of filers
See: “Helpful Tips before you begin” on previous page

1. From the Ethics Officer dashboard, click the “Certification” drop-down menu and select “Filer
Training Data Entry.”

JCOPE - FDS

FDS Filer Certification

Administrator Dashboard Filer Training Data Entry

Pending Approval | Training Officers I

2. Select the agency you wish to enter training data for using the drop-down box (some Ethics Officers
may only have one agency to select). Once you have selected your agency, click “View Training
Status.”

Filer Training Data Entry

*Agency -
M ' View Training Status 9

42nd St. Development Project Inc. C/O Empire Stale Devop Corp (D0142)
Adirondack Correctional Facility C/O Dept of Correctional Services (10230)
Adirondack Park Agency (01300}

Agriculture & NYS Horse Breeding Development Fund (00032)

Albany Convention Center Authority (00085)

Albany Municipal Water Finance Authority (00063)

Albany Pine Bush Commission (00163)

Albany Port District Commission (00050}

Albion Correctional Facility C/O Dept of Correctional Services (10090)

Alcoholism & Substance Abuse Services; Division of (53000)
Alcoholism Treatment Centers C/O Oasas (53500)
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3. The filer training data entry screen defaults to the “All” view; you cannot edit training data from this
selection, however you can view a filer’s profile page by clicking on the filer name.

Filer Training Data Entry

*Agency * PLEASE NOTE.

View Training Status Once a filer has completed the CETC For the first time, all ongoing fraining completion dates must be entered In the
Ethics Seminar/Refresher Training screen
@ Online Ethics Orientation Comprehensive Ethics Training Course *Ethics Seminar / Refresher Training Upcoming

2iprint | & Download
Show|30 - |entries

4. To enter training data for the Online Ethics Orientation, Comprehensive Ethics Training Course (first-
time completion only), or Ethics Seminar/Refresher Training, select the appropriate radio button.

Create report of filers who have training upcoming or past due

To view filers who have training requirements that are either upcoming or overdue, select the
“Upcoming” radio button. Click the “Due Date” column header to sort filer list by due date. Past due
training due dates are shown in red.

» To print what is currently on your screen, click the “Print” button. = Erint
» To export agency training data to an Excel document, click the “Download”
button. For agencies with multiple pages of filers, the export function & Download

exports ALL agency data, not just the data visible on an individual screen.

» For agencies with multiple pages of filers, you can select the number of filers you would like to
simultaneously view on the screen by clicking on the “Show Entries” drop down menu.

Show 30 ~ |entries

F’rewmm 19 Mext
1DD
FD
AII
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Entering training completion dates for the Comprehensive Ethics Training Course
1. Select “Comprehensive Ethics Training Course” radio button.

2. To select multiple filers who have received training on the same date, select the names
using the check box near their names. Please note: the system will not allow you to select «
names of filers who already have a first-time CETC training completion date entered. This screen
records the first-time CETC completion for new filers.

3. Enter the training completion date by clicking on the calendar icon and selecting a date @

(located at the bottom of the screen). You can also manually type training dates by using an
mm/dd/yyyy format.

4. Select whether the filer received CLE credit via the “*Credit” drop down | |
menu located at the bottom of the screen. CLE Credit Issued

Mo CLE Credit v
5. Click “Enter” to submit your training data.

Filer Training Data Entry

“Agency * PLEASE NOTE

View Training Status Once a filer has completed the CETC For the first time, all ongoing training completion dates must be entered In the Ethics
Seminar/Refresher Training screen
Al Online Ethics Orientation ' Comprehensive Ethics Training Course “Ethics Seminar / Refresher Training Upcoming =

Eipint | & Download
Show |30 v |entries

Previous 12345678 19Next
Showing 1 to 30 of 570 records

FDS ID Name CETC Due CETC Completed CLE Credit
m Le 06162019
0 Ul 05/08/2019
Nz 10912019
Du
69 e 12012019
69 Ha
[ Gil
68/ ]
68 [ 21242
68) Fa 027242019
68 Hz 0212412019
40 Re 127312047
67 Mi 02142019
67 Tu 017312019
67, So 011112019
66 He 17222018
66 Mz 111102018
65/ i 07082018
66 E: 1012612018
66 Bu 10262018
61 Pr
66 Cir
64 Mc 05252018
66/ Du 10262018
66 Br 1012612018
65 Mi 091412018
62 Pa 017282018 051102016
61 Fe 17302017
51 Sc 021212018 031172016
61 La 021122018 0872612016
Previous 12345678 ... 19 Next Showing 1 to 30 of 570 records
*Completion Date “Credit

06/21/2017 e ] No CLE Credit T e 6
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Entering training completion dates for the Ethics Seminar/Refresher training

1. Select “Ethics Seminar/Refresher Training” radio button.

2. To select multiple filers who have received training on the same date, select the names
using the check box near their names.

X Please note: the system will not allow you to select names of filers who have not yet
completed the CETC for the first time. This screen records the refresher training for filers.

3. Indicate which class the filer completed to satisfy the refresher training requirement (located at the
bottom of the screen). The filer may either retake the CETC or complete the Ethics Seminar.

4. Enter the training completion date by clicking on the calendar icon and selecting a date. g
You can also manually type training dates by using an mm/dd/yyyy format.

5. Select whether the filer received CLE credit via the “*Credit” drop down
menu located at the bottom of the screen. CLE Credit Issued

Mo CLE Credit v
6. Click “Enter” to submit your training data.

Filer Training Data Entry T

*Agency * PLEASE NOTE:
Once a filer has completed the CETC For the first time, all ongoing training completion dates must be
entered In the Ethics Seminar/Refresher Training screen
( =) Indicates filers who have not completed the CETC and have no ES due date

Oan O online Ethics Orientation ':'Comprehensive Ethics Training Course @*Ethics Seminar / Refresher Training ':'Upcoming ‘ Edi |

Siprnt | & Download

Show[30 |entries
Showing 1 to 12 of 12 records
FDS ID Name Seminar Due Seminar Completed Class Name CLE Credit Next Refresher
Due
e 19 12/08/2019
z 07 10/19/2019
[167 16 11/08/2021
X7 a g
Ose s 05/11/2020
a2 s 101972019
[14c 12 011072016 12/06/2016 CETC 12106/2019
8 1 g
[152 15 0111272020
ez & 101972019
7w 1001172021
[15: 6 1011312019

Showing 1 to 12 of 12 records

Ethics training is an on-going requirement. Refresher training is due every three years. The CETC or the JCOPE Ethics Seminar satisfies the ethics refresher requirement

Please indicate below which course the filer(s) took to salisfy refresher training by selecting the check box with the appropriate class name.
If a filer is also an attorney who received CLE credits, choose the "CLE Credit Issued” option below:.

*Completion Date e *Credit e
0972712019 ] No CLE Credit j

*Class Type

|
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Modifying training information from the Filer Data Entry Screen
1. Select the radio button of the class you wish to edit.

2. Click the “Edit” button. Edit

3. Select “Comp Date” to edit the completion date. Comp Date

Credit
4, Select “Credit” to edit CLE credit.

5. Click the “Pencil” icon next to the training completion date you want to edit. >

6. Once the pencil icon has been selected, type in the revised
. . . “ CETC Completed
completion date using mm/dd/yyyy format, then click the “green

check mark” icon to submit. 08/13/2013
07/18/2013
08/01/2013

Filer Training Data Entry
“Agency * PLEASE NOTE
Once a filer has completed the CETC For the first time, all ongoing training completion dates must be entered In the Ethics
Seminar/Refresher Training screen
All Online Ethics Orientation  © Comprehensive Ethics Training Course " Ethics Seminar / Refresher Training Upcoming Edi
Comp Date
EiPrint | & Download Credit
Show 30 v |entries
Previous 12345678 - 19Next
Showing 1 to 30 of 570 records,
FDS ID Name CETC Due CLE Credit
55, Go. 121312016 =
z Co 120312013
57 Les 1213112016
57 Riv 12312016
571 Ler 1213112016
201 sh 121312013
M Kie: 12131213
53 Me: 1203112015
53/ Ke! 1213172015 12182013
53 Mir 121312015 12482013
53, Fit: 121312216 121182113
61 Giz 11302017 120572015
53/ Ag 031162016 11222016
521 Ole 121312015 MAS2M3
17 Sih. 1213172013 111152013
17 Az 127312013 11152013
46! Cor 12312014 11272015
61 o 1207207 Ni2i2ms
60 Wz 1213172017 111072015
S5, Sa 121312016 10412014
17 Da 12131213 10222015
60’ Mo 1212017 101312015
53 Ma 121312016 10/07/2014
53 Co 121312016 100072014
561 Co 121312216 10072014
a7 un 120312013 1010172013
18 cn 121312013 0912412013
s7) Dif! 12312016 091512016
61 Ne: 1210212017 091072015
60/ Be 12312017 09/09/2015
Previous 12345678 19 Next Showing 1 to 30 of 570 records
*Completion Date “Credit

067212017 ] Mo CLE Credit ¥
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Training Officers

The “Training Indicator” is designed to identify who within your agency manages the day-to-day
administration of the mandatory ethics training requirements. The “Training Indicator” will help JCOPE
determine who within your agency should receive automatic training notifications, and who to contact
with training-related questions. Each agency is required to have at least one person with the training
indicator turned on.

To change the Training Indicator:

1. From the "Certification" menu, select "Training Officers"

2. Select your agency from the drop-down list and click “Select” to view the Ethics Officers and
Agency Contacts assigned to that agency.

3. Click the indicator “ON” next to the name of the Training

Ethics Officer or Agency Contact you want to select.
() h "ON"
h "OFE"
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Reports Reports ~

Active/Inactive Filers Report
1. Under the main navigation menu click the “Reports” drop down

menu and select “Active/Inactive Filers.” Active/lnactive Filers |

Agency Report
2. View a list of either all inactive filers or all active filers by Ethics Officer Filers List
selecting the appropriate radio button.

3. Select the agency to search in, and click “Run Report”

s

Active/lnactive Filers Report

*Choose Filers *Agency
Run Report

O Active O Inactive %

4. The report can be sorted by any of the column headings. Click the “Print” icon to print the report
for your records or “Download” to export data to a spreadsheet.

Activellnactive Filers Report
List of all Inactive filers within a specific agency.
“Choose Filers *Agency
. _ FUUECWIE = Print | & Download
O Active ® Inactive
Showing 1 1o 2 of 2 records
FDS ID NYSDS ID Name Email Designation Salary Job Title Primary Agency Job Status
61 . Policy Maker 71400 Fellow (013382) Left Service/Retired
Exec Director .
1 ny.gov Policy Maker 126664 ey Left Service/Retired
Showing 110 2 of 2 records

1. Under the main navigation menu click the “Reports” drop down menu
and select “Agency Report.”

Reports ~

2. View a list of all active filers within a specific agency by clicking the drop-
Active/Inactive Filers

down menu arrow to select an agency. i
Agency Report

3. Click “Run Report” Ethics Officer Filers List

Agency Report

List of all active filers within a specific agency

*Agency

Select an Agency [ \ll| Run Report
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4. The report can be sorted by any of the column headings. Click the “Print” icon to print the report
for your records or “Download” to export data to a spreadsheet.

Agency Report

List of all active filers within a specific agency.

*Agency

GO 2iPrint & Download

— e
Previous 12345Next Showing 1 to 15 of 75 records
FDS NYSDS ID NYS Emp Name Email Designation Job Title Salary Address Primary Exemption
D ID Agency
@ Director

Policy Maker §112.788 Mot Exempt

Ethics Officer Filers List

The Ethics Officer Filers List reports the same information as the
“Agency Report” except it allows you to run a date range to view
active filers within your agency during a specific time period.

Reports »

. - : Active/lnactive Filers
1. Under the main navigation menu click the “Reports” drop-down _

menu and select “Ethics Officer Filers List.” Agency Report

Ethics Officer Filers List
2. Select your “Agency” using the drop-down menu

3. Select the “Date Range”

JCOPE - FDS

Ethics Officer Filers List

List of all active filers within a specific agency.

*Agency *Date Range

0 July 2017 [+]

Su Mo Tu We Th Fr Sa

91011y 12 333415

16|17 (|18 | 19 | 20 |21 |22
23|24/ 25+ (260 (|+27 |- 28+{ 29
30 | 31

4. Click “Run Report”

5. The report can be sorted by any of the column headings. Click the “Print” icon to print the report
for your records.
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Need help?

Contact the JCOPE FDS Help Desk at 1-800-87-ETHICS (800-873-8442) and press “3” to speak to
an FDS filing specialist or via e-mail to ethel@jcope.ny.gov.

For questions related to ethics training, e-mail education@jcope.ny.gov.

For additional resources and instructional materials for the FDS System, visit the Ethics Officer
Info Center under the Education menu on the JCOPE website:

https://jcope.ny.gov/ethics-officer-info-center

Select “FDS Instructional Materials” to see FAQs, Overviews, Reference Guides, and more.
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