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Logging in to the JCOPE FDS Online Application

To access the new FDS Online application, all users must have a New York State Directory
Services Account. Ethics Officers must e-mail JCOPE their Directory Services Account
username at ethel@jcope.ny.gov in order to gain access to the new JCOPE FDS Online

application PRIOR to completing the following steps.

=>» Ethics Officers will receive an e-mail response when their Directory Services Account is
linked to the new FDS Online Application.

=> |f you do not have a Directory Services Account, contact your human resources administrator.

First Steps

1. Go to https://my.ny.gov/ 4’ NY.govID

2. Click “Sign-In" Username:

Password:

3. Enter your “Username” and “Password” in the appropriate frremeeees
fields

Sign In
4. Click “Sign-In” O

Forgot your Username or Password 7
NY.gov ID - Terms of Service

5. Select “JCOPE Financial Disclosure System FDS”

: 4,1\/1}' NY.gov Online Services

a NvgovD _
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 2075

Update My Account »
You have access to the following applications

App Enrollment >

- JCOPE Financial Disclosure System FD5S Statewide Learning Management

About NY.govID  » NYS IT Service Management System Statewide Telephone Directory

FAQs
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Ethics Officers who are also FDS Filers

Ethics Officers who are also FDS Filers are prompted to select a role when logging into the FDS Online

Application. See below.

=>» To file or make changes to your FDS Filings, select “Filer”
=>» To add and view your agency FDS Filers, select “Ethics Officer”

JCOFPE - FDS

Set Entitlements

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

Filer | Ethics Oficer ISR

Ethics Officers can access the new JCOPE Financial System FDS two ways:

1. Go to https://my.ny.gov/ and log in to your NYS Directory Services Account; or

2. The JCOPE website at www.jcope.ny.gov under the “Submit a Filing” sub-heading
located in the lower left side of the screen.

4’ NY.govID . SUBMIT
A FILING

Username:
g Lobbying Registration and
Password: Reporting - Online filing for

Lobbyists, Clients. and Public
Corporati

Forgot your Username or Password 7
NY.gov |D - Terms of Service

Electronic Filing of Financial
Disclosure Statements -

Employeee:
elected officials.
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Welcome to the Ethics Officer Dashboard

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 grey bar, see below.

JCOPE - FDS

Your Name Dashboard

Sub navigation Menu

The Ethics Officer Dashboard is built to easily organize and JCOPE -FDS
track the following categories of data within each of the Your Name Dashboard
following sub navigation menus: )
« Open Activity
* Delinquent Filing Open Activity
] Upcoming Fi|ing Delinquent Filing
= Activity Log Upcoming Filing
= QOverdue Training Activity Log
= Agency — Wide Exemption -
Overdue Training h
. I N 12345 .50
To view the data within each of these sub navigation menus, @ Class
. . . Online Ethics Orientation Due
click the corresponding light grey column bar to expand the Online Ethics Orientation Due
. . . Cnling Ethics Orientation Due
data. Click the grey column bar again to collapse and hide Online Ethics Orientation Dus
. ) Online Ethics Orientation Due
the data. To view results that span more than one page, click Online Ethics Orientation Due
Qnline Ethics Crientation Due
the page numbers_ On\?ne Eth?cs Or?emat?un Due
Online Ethics Orientation Due
Online Ethics Orientation Due
PRO TIP: Column headings can be filtered to display @
. . . . . Agency-Wide Exemption
information alphabetically or in ascending or
descending order. Click any column heading to filter

results. See below.

Overdue Training

12345 .50
( Filer )

{ Days Late ,‘
£
3

18
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Main Navigation Menu

Let’s take a moment now to explore the functionalities built into the “Main Navigation Menu”

JCOPE - FDS

Your Name Dashboard

» 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 Financial Disclosure Filers within your
agency/entity.

» The “Add” drop down menu allows you to add a new Agency Contact or a new FDS Filer to your
agency.

> “Certification” drop down menu allows you to notify JCOPE of any new FDS Filers in your
agency; and view and enter training information.

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

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

Using the Search Function

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 any of the following information into the
search bar: Last name; First name; FDS ID; Primary Agency Name; or E-mail address of

filer.

I FDS - Search
TYPE HERE Clear

N
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_ . , _ , ' FDS - Search
2. Click the “Search” button to find the filer.

3. To select and view the information of any FDS .

Filer, click the magnifying glass icon under the Q F._DS A

“FDS ID” column. :g
254
68
1234
1343
1214
1096
993

Adding an Agency Contact and/or Filer

As an Ethics Officer you have the ability to designate an “Agency Contact” to your agency.

» An “Agency Contact” has the ability to add new filers as well as enter and update FDS Filer
training information.

» If you are an Ethics Officer of more than one agency, you may designate an “Agency Contact” to
a subsidiary agency. We call these parent/child relationships. Agency Contacts can only view
information to the agency they are assigned. If you are an Ethics Officer of multiple agencies, you
have the ability to view and update information for each agency to which you are assigned.

Steps to designate an Agency Contact

Add - Certification - Preferences
1. From the “Add” Main Menu select “Officer”
. L . Officer
2. Enter the contact information in the appropriate
fields Filer

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

4. Assign the Agency Contact to an Agency by clicking the “Select an Agency” search field. A drop
down menu of agencies will appear. See screenshot below.

5. Click “Add Officer”

PRO TIP: Fields denoted with an * asterisk are required fields.
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Oversight Officer | Agency
1

*NYSDSID “Officer Type Agencies

‘Last “First Middie Inmial “Agency Name

*Email

\ Cape i lity €0 Dept of C

al Facility C/0 f Co

Steps to add a new FDS Filer

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

2. Enter the FDS Filers contact information in the
appropriate fields

Officer
3. The “NYSDS ID” is the persons NYS Directory Filer
Services Account username. |
4. Inthe “Status” drop down menu, select “Active”
5. Select the Effective Date by clicking the green calendar icon. 11

down menu of agencies will appear. If an FDS Filer has more than one agency, click the star icon

6. Assign a new FDS Filer to an agency by clicking inside the “Agency Name” search bar. A drop i
to designate an agency as an FDS Filer’s primary agency.
7. Select the “Designation” drop down menu

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

9. Click “Add Filer”

Filer
*NYSDS ID NYS Emp ID *status
“Last “First Middle Initial
*Street
Street 2
“city *state

NEW YORK
“Zip *Country
UNITED STATES

*Email

*Effective Date

e

Administrative Hold

Agency

Agencies

*Agency Name

*Job Title

*Job Status

*Salary

“Designation

(" Plimary agency

)

Add Filer Cancel Clear

—
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Certification = Filer

Every agency must submit to JCOPE an annual “FDS Filer List,”
which lists all current agency personnel who are required to file

Certification - Preferences

an FDS (i.e., all personnel who are either Policy Makers or
Threshold Filers).

Filer
Agency Training Status

What am | certifying to? Annual Training Compliance

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.

Agency: |ALL Y| view
Filer Certification ‘
Showing 1 to 2 of 2 records
ID Name Agency Email
220 John Doe Adirondack Correctional Facility C/O Dept of Correctional Services (10230} John Doe@ny.gov

424 Patricia Adams Adirondack Correctional Facility C/O Dept of Correctional Services (10230) Patricia Adams@ny.gov
Jane Smith Showing 1 to 2 of 2 records

Certification

Steps to Certify all Agency FDS Filers

H «“ ”
1. Click the Agency drop down menu The attached list(s) comprise a complete and accurate record of current agency policy-

makers (indicated by filer type "PM") as designated by the appointing authority. including
board/members directors, and current non-policymaking/non-exempt employees serving
2. Se|ect the agency in positions whose annual job rate is in excess of the "filing rate” (filer type "TQ") for ALL
All are required to file the 2014 Annual Statement of Financial Disclosure with the NYS

Joint Commission on Public Ethics by May 15, 2015. | confirm that all required filers

. . names appear on the attached lists and update forms and have been advised of the

3. Click “View” f f Financi

. IC ew requirement to file the 2014 Annual Statement of Financial Disclosure

| or my designee shall notify the NYS Joint Commission on Public Ethics throughout the
year as personnel changes occur which affect the attached required filers list. Such

4, Venfy all I’eqUiI’Ed FDS Filers are listed. If an FDS Filer personnel transactions include: (1) new hires into policymaking positions or non-

policymaking positions whose job rate is in excess of the “filing rate"($91.821); (2)

IS missing, you will need to add a new FDS Filer by resignations or external agency transfers of current required filers; (3) internal agency

USing the "Add 9 Filer" fUnCtion Under the main promotions/ transfers to positions with an annual salary rate in excess of the "filing rate"
or designated policymaking; and (4) newly appointed board members/directors
navigation menu.

Your Name

Oversight Officer

5. Click “Certify” 9/30/2015 3:28:00 PM

ﬁ Certify
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Certification = Agency Training Status

FDS Filers are required to complete three mandatory ethics
trainings. Ethics Officers are responsible for entering training Ceriification - Preferences
information of every FDS Filer within their agency.

Filer

The “Agency Training Status” menu is a snapshot of cumulative o
Agency Training Status

training statistics of every FDS Filer within your agency. As an  —

Ethics Officer or Agency Contact, you have the ability to enter, Annual Training Compliance

view and filter training statistics depending on your need.

Agency: v View
Annual Training Status
Filter By Class: ALL v
Showing 1 to 3 of 3 records
Orientation CETC Ethics Seminar
Name Due Complete Status Due Complete Status Due Complete Status
John Doe 08/25/2015 Tested Out 082712017 08/20/2015 Completed 08/20/2018 087252015 Completed
Patricia Adams 12/0312015 Not Completed 09/04/2017 Not Completed TBD Not Completed
Jane Smith 08/25/2015 Not Completed 087272017 Mot Completed TBD Not Completed
Showing 1 to 3 of 3 records

The following functionality is available under the “Agency Training Status” menu:

= View a snapshot of your agencies current training status with the ability to filter results by class
= Enter and Update FDS Filer training information

= View an individual FDS Filer Dashboard

= Send e-mail reminders to an FDS Filer

“Filter By Class” drop down menu.

*OEO - Online Ethics Orientation: Available to
Annual Training Status agencies on the Statewide Learning Management
System (“SLMS”). New FDS Filers must complete this

Filter By Class: | ALL v ) o - } '
online training within the first 90 days of becoming an
OED FDS Filer. Filers can “test out” of this requirement by
CETC taking the CETC (see below) within the first 90 days.

Name " cinics seminar

*CETC — Comprehensive Ethics Training Course: New

FDS Filers must complete this live, two-hour instructor
led training within the first two years of becoming an FDS Filer.

*Ethics Seminar — FDS Filers must complete this live, instructor-led training within three years from
having completed the CETC.
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If you are an Ethics Officer of more than one agency,
additional
“Certification” from the
main navigation menu = “Agency Training Status”

to view training data from

agency/entities, select:

Under the “Agency” drop down menu, select the

agency/entity and click “View.”

Agency: |

Adirondack Correctional Facility C/O Dept of Correctional Services
( Albion Correctional Facility C/C Dept of Correctional Services
Annu Aliona Correctional Facil O Dept of Correctional Services
. Arthur Kill Correctional Facility C/O Dept of Correctional Services
Filter By Attica Correctional Facility C/O Dept of Correctional Services
Auburn Correctional Facility C/O Dept of Correctional Services
Bare Hill Correctional Facility C/O Dept of Correctional Services
Nz Bayview Correctional Facility
n Bedford Hill Corr Facility C/O Dept of Correctional Services
sp| Butler Shock Corr Facility C/O Dept of Correctional Services
Be| Camp Monterey Corr Facility C/O Dept of Correctional Services
Cayuga Correctional Facility C/O Dept of Correctional Services
S Chateaugay Correctional Facility C/O Dept of Correctional Services
Clinton Correctional Facility C/O Dept of Correctional Services
Collins Correctional Facility C/O Dept of Correctional Services
Community Supervision, Doccs
Coxsackie Correctional Facility C/O Dept of Correctional Services
Dept of Correctional Services
| Downstate Correctional Facility C/O Dept of Correctional Services

-

Agency:

Y] View
Annual Training Status
Filter By Class: | OEQ v
Showing 1 to 3 of 3 records
Orientation
Name Due Complete Status
John Doe 08/252015 Tested Cut
Patricia Adams 12/032015 Not Completed
Jane Smith 08/25/2015 Not Completed

check all

Showing 1 te 3 of 3 records

Steps to enter and update training information for an FDS Filer

1. Select the training class by using the “Filter By Class”

drop down menu.

Click the check box next to the name(s) of the FDS
Filer you want to add training information for, or to
select all filers simultaneously, click the “Check All”
button.

3. To unselect an FDS Filer click the blue [X] icon.

4. Click the green calendar icon to select the @
training date.

5. Click the “Update Button” when you have finished.
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Annual Training Status

Filter By Class: | OEQ
Add Course Information For:
+ 424 John Doe [x]

Date Taken: Update

Name
John Doe
Patricia Adams
Jane Smith

-
((check all




Viewing the Dashboard of an FDS Filer

Steps to view an FDS Filer Dashboard
1. Under the Certification Main Menu, select “Annual Training Status”

2. Click the “hour glass” next to the name of the FDS Filer you wish to view Q

The dashboard of an FDS Filer is broken down into four distinct sub navigation menus. To expand or
collapse any of the sub navigation menus, click the appropriate light grey column bar.

Filer . ID: 424 | Agency
| NYSDsID NYSEmp ID Status Agencies
Active Adirondack Correctional Facility C/O Dept of Correctional Services (10230)
Last First Middle Initial ireecy Mo o
Adirondack Correctional Facility C/O Dept of Correctional Services (10230)
Street Job Title Salary Designation
$32,752 Legislative Ethics Commission Long
city State Form
i NEHIE K Job Status Job Status Start Date Job Status End Date
e (LT 5/1/2015 6/2/2015
UNITED STATES
Email Exemption Status
@gmail.com Xempt
Activity Log
Officer \
Reminder
—New Reminder-
Reminder Type Custom Reminder Text
4

1. Filer and Agency — displays the FDS Filer contact information and denotes a filers’ primary and
any applicable secondary agencies.

2. Activity Log — a “to-do” list of tasks that are associated with the FDS Filer. The Activity Log task
bar window can easily be filtered by selecting and unselecting any of the sub categories. To
filter results, click any of the subcategory buttons shown below.

Al  Agency Education = FilerAgency  Filing = Filer Status =~ General = Review

3. Officer — displays the contact information of the FDS Filers agency Ethics Officers and any
applicable Agency Contacts.
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Annual Training Compliance

Ethics Officers are required to submit their Agency’s Annual

Ethics Training Compliance Report to JCOPE by January 31 Certification ~ Preferences
every year.

Annual Training Compliance is a snapshot of your agency’s Filer

training status with respect to the three mandatory ethics . Adency Training Status
trainings for your entire agency. The Annual Training Annual Training Compliance
Compliance runs from January 1 to December 31.

Steps to submit your agency Annual Training Compliance

Select “Annual Training Compliance” from the “Certification” main navigation menu

Select the agency you wish to submit the compliance report for, utilizing the agency drop down
menu

Click “View”

Verify the training dates, and completion status of all FDS Filers for the agency

Click “Submit Certification”

To edit training data, click “Unsubmit Certification”

o unkw

Need help?

Contact the JCOPE helpdesk at 518.474.3973
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