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[bookmark: _Toc279748202]Overview
[bookmark: _Toc250836933]The Ethics Program Activity Tracking System (EPATS) allows users to electronically file the OGE Form 450 (Confidential Financial Disclosure) and the SF-278 (Public Financial Disclosure).  Users will be able to complete and e-sign, submit, review, and certify forms and/or requests. At each stage of the process, the financial disclosure filer, EPATS Administrator, EPATS Reviewer, EPATS Approver and EPATS Certifier will be sent email notification from EPATS.

An employee required to file a financial form must be identified as a filer for the OGE Form 450 or the SF-278.  

There are two Identifier roles in the EPATS application and the primary responsibility is to designate (add) and remove SF-278 and/or OGE 450 filers.

The two Identifier roles include:
1. EPATS Identifier – identify SF-278 and OGE 450 filers
2. Identifier – identify OGE 450 filers only
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[bookmark: _Navigating][bookmark: _Toc279748203]1.0  System Access
1. [bookmark: _Toc259799391][bookmark: _Toc259799847][bookmark: _Toc260037867][bookmark: _Toc260039747][bookmark: _Toc260046868]To access the Ethics Program Activity Tracking System (EPATS), from the CDC Intranet, type http://epats.cdc.gov into your browser window. 
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2. Or, click on Admin e-Systems under the Employee Tools section 
of the CDC intranet.
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3. Then, click on Ethics Program Activity Tracking System (EPATS).
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[bookmark: _Toc279679806][bookmark: NavigatingSystem][bookmark: _Toc279748204]2.0 Navigating the System
On the application landing page, notice your assigned role next to your name.
[image: C:\DOCUME~1\bpi1\LOCALS~1\Temp\SNAGHTML4e45e14.PNG]
														
1. At the top of the screen to the left, the Home icon [image: ] and system name are displayed. Clicking the Home icon will direct you to the Home (landing) page. 
2. Below the system name on the top left side of the screen, your name and assigned EPATS roles are displayed.  If more than one role is assigned, you can select the appropriate role via the drop-down box.
3. On the top right side of the dark blue banner are the following links:
a. Home: Returns you to the Home page of the EPATS application.
b. My Forms: Opens the filer landing page and display your ethics forms/requests
c. About: Opens a popup window with the EPATS system version information.
d. Help Desk: Initiates an email message to the MISO Help Desk for help with inquiries, questions, and comments.

[bookmark: _Toc279748205]2.1 System Icons
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Required Information Icon
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[bookmark: Roles][bookmark: _Toc279748206]3.0  Roles
[bookmark: _Toc279748207]3.1 Identifier Role
[image: ]


The Identifier role can:
1. Add full time employees (FTEs) as OGE 450 filers.
2. Remove full time employees (FTEs) as OGE 450 filers.
[bookmark: EnableILA]

[bookmark: _Toc279748208]4.0 Identifier
[bookmark: _Toc279748209]4.1 Designate an OGE 450 Filer 
As an Identifier, you can add an employee to the OGE 450 filer list. 

[image: ]
By default, the Identifier listing will display current OGE-450 filers.

Practice Walkthrough: 
To add an employee as an OGE 450 filer,
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1.  (
1
)You can filter the filer listing page by Name or User ID. Simply enter the User’s Name or User ID. 
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2.  (
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)Or filter the filer listing by organization (e.g. HC)







4.0 Identifier (continued)

3. To add user, click the green plus button.
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4. You will receive a pop-up message, confirming if the employee should file an OGE 450, 
5. Select OK to the confirmation message
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6. Now the user “Status” reflects them as being an OGE 450 filer.
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4.0 Identifier (continued)
[bookmark: _Toc279748210]4.2 Remove an OGE 450 Filer 
As an Identifier, you can remove filers from the OGE 450 filer list. 
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By default, the EPATS Identifier listing will display current OGE 450 filers.

Practice Walkthrough:
To remove an employee as an OGE 450 filer,
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1.  (
1
)You can filter the filer listing page by Name or User ID. Simply enter the User’s Name or User ID. 







2. [image: ]Or filter the filer listing by organization (e.g. HC)
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4.0 EPATS Identifier (continued)

3. To remove user, click the red minus button.
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4. You will receive a pop-up message, confirming if the employee should file an OGE 450, 
5. Select OK to the confirmation message
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6. Now the user “Status” reflects them as being a non filer.
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