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Chapter1 Introduction

What is the SF-278 Financial Disclosure Form?

The SF-278 is a standard Office of Government Ethics (OGE) form used to document a
person’s outside affiliations and financial interests to determine if a conflict of interest
exists with the individual’s official duties. The Ethics in Government Act, as amended,
requires certain individuals serving in senior or other designated positions in the United
States Government to submit a full and complete accounting of their affiliations and
financial interests. This is a Federal Government mandate to promote public trust and
financial interests. The e-Forms SF-278 Wizard has the goal of providing an easier method
for SF-278 filers to complete the form.

Form Options

You have three options for completing the form, they are as follows:

1. The SF-278 Wizard is accessible on the Ethics and Political Activities Website (intranet)
2. The SF-278 Wizard and the SF-278 HTML Form format are accessible on the internet

3. The SF-278 Form in FAR (e-Forms) is accessible on OpenNet

The SF-278 Wizard

The SF-278 Wizard is a step-by-step format placed over the e-Forms SF-278 form. It
provides a more organized method of completing this complex form by displaying the
information in a logical manner. Additionally, the design of the SF-278 Wizard
incorporates standard business rules that restrict or allow a particular function based on
pre-defined instructions.

The Actual SF-278 Form in HTML and FAR Formats

Both the HTML and FAR versions of the form graphically show the actual form as it will
look when printed.

Note: This guide covers how to systematically access, save, print and navigate through the
process of completing the SF-278 using the SF-278 Wizard.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 1



User Guide SF-278 Wizard

Who Needs to File?

The Ethics in Government Act of 1978, as amended, requires senior officials in the
executive, legislative, and judicial branches to file public reports of their finances and other
interests outside the Government. At the Department of State, individuals required to file
include all employees appointed to an Executive Schedule position, all members of the
Senior Executive Service, all members of the Senior Foreign Service, all Schedule C
employees, and any limited non-career appointee in the Foreign Service who is a political
appointee.

Who you can contact for questions and assistance?
Sarah E. Taylor, Chief, Financial Disclosure Division
L/EMP/FD

2201 C Street NW

Suite 5425

Washington, DC 20520

Tel: (202) 647-6168

Fax: (202) 647-8573

Email: Taylorse2@state.gov

Or

Contact the L/Ethics front desk by dialing 202-647-4646
Email: L-EMP-FD Financial Staff@state.gov

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 2
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Chapter 2  Getting Started

This chapter discusses basic procedures used throughout the SF-278 Wizard. It provides
instructions on how to log in and navigate.

Introduction

The Department of State employees can access the SF-278 Wizard by typing in the
following URL: http://forms.cerenade.com/sf278

Before you get started, the following is information you should know:

e For additional information you can view the video clips:
http://www.state.gov/m/a/dir/forms/employment/c26873.htm

¢ The amount of data you can enter into the SF-278 Wizard equals the amount of
data accepted in the OGE version of the SF-278 form

e For additional information on the SF-278, see the instructions for completing the
SF-278 Wizard. Click on SF-278-I available on the internet website

e The SF-278 Wizard has drop down buttons that provide a list of pre-selected
choices or you have the ability to type the information

¢ You can save your data locally from any screen that has the Save button located
at the bottom of each screen. Remember to save frequently as discussed in
Chapter 8

e In this document, the term “actual form” is referring to the form generated in
Print Preview

Page Navigation

As you are completing the SF-278, you will need to navigate through the many screens.
Table 2.1 describes how to navigate in the SF-278 Wizard.

Table 2.1 Navigation Symbols

Navigation Symbol Description

Close The Close button allows you to exit the Wizard. You will
receive a warning to save your data before closing.

I,/i?'“. The Help icon is located on various screens in the SF-278
S Wizard. By clicking on it you will receive additional
information about the specific item.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 3
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SF-278 Wizard

Navigation Symbol

Description

y Business Rule:

The SF-278 Wizard has standard business rules and guidelines
that control fields that are restricted or allowed based on your
selections. This business rule icon appears throughout this
guide to alert you to the business rule as it applies to a
specific screen.

[Next] The Next button takes you from the current screen to another
screen based on the SF-278 business rule.

[Back] The Back button takes you to the previous screen.

[Save] The Save button saves the data entered.

Warning: The System does not automatically save your data,
you must click Save. (See Chapter 8)

[Print Preview]

The Print Preview button displays the original SF-278 form. If
you have entered data in the SF-278 Wizard, it will appear in
the print preview of the SF-278 form. Print Preview will take
you to the first page of the actual SF-278 form.

For more details on printing. (See Chapter 9)

[Add Another]

The Add Another button allows you to add a new line item in
each of the schedules.

[Delete]

The Delete button allows you to delete the selected line item
in each of the schedules.

Privacy Act

Click on the Privacy Act button to view the Privacy Act
information.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 4
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Logging In

This section explains how to log in to the SF-278 Wizard. You need to log in each time you
access the SF-278 Wizard.

To access:

Steps:

1. Open an internet browser, for example Internet Explorer. In the Address box, type in the
following web address: http://forms.cerenade.com/sf278 or click this dynamic link
(Figure 2.1).

address | hktp: fyFarms cerenade, com/sF278 b | Go | Links *®

HOMELAND SECURITY
ADVISORY

ELEVATED @80 @
Sigrificant Risk of Temost Attacks

Home Directory

search: (5 T

@ Cpenbiet OInternet Advanced Search

DepartiientNBEHEESS LOOKING FOR SOMETHING? TRY USING THE WHAT'S NEW

INET SEARCH BOX ABOVE!

g REE”ND%R: H?T Cafeterfia = Artist of the Month
and Circle Cafe Hours o ) i ) =
Cperation on FRIDAY, NOY 10 find infarmation, try iNet Search, When the Ask HR ]
14 results appear, see the highlighted "Quick Links" and = ®  Cyber Security
then the results list. Still no luck? Click "I did not find Awareness Events

= EEB's CFC Launch

what [ was looking for" and send details - = HR Shared Services
" Federal Benefits Opan eDiplomacy’s search support team will reply ASAP. Goes Live!
Season Fairs Please e-mail "searchsupport@state, gov" for other *  Records
® AFSA: Crafting Cur guestions about iMNet Search. Management

Message to the Transition
Team-Soliciting your input
thrnnnh AFSA's annial Tranaw o™ CTaTr POPULAR LINKS A

&] % Local intranet

Figure 2.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 5
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2. You will go to the SF-278 web page. Click on the Click Here link under US Department of
State and USAID employees as seen below (Figure 2.2).

-

L @ u gl‘r E r-) H‘l;—TA'T"l-_' tl';. I

‘ J cerenade

The all- i ; ol through
the pro f complating t

Benefits to you are:

rou have completed.

and a browser.

Need more information?

To learn more about the technology behind SF izard, please click here,

renade, All rights =d, [Hit Counter]

Figure 2.2

Once you have successfully logged in, the SF-278 Wizard opens to the Guide and you will
be able to complete each part of the SF-278.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 6
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The SF-278 Wizard Guide

Steps:

1. The Guide is located on the left side of the SF-278 Wizard and can be accessed on every
page of the SF-278 Wizard (Figure 2.3). The Guide is your table of contents for the SF-
278 Wizard. If you need to go to a specific section of the report, you may do so by
clicking on the selected section from the Guide.

The Guide allows you to see where you are in the SF-278 completion process by
highlighting the section in the color blue.

To begin using the SF-278 Wizard:

2. After you read the information on the initial Guide screen, click Continued or click on
the section to which you want to go.

SF-278 Executive Branch Personnel Public Financial Disclosure Report o 01

Www .cerenade.com

Personal

Schedule A
[: Schedule B

! Schedule Bl
Schedule C |

Schedule CHI
Schedule D

Schedule DI

CLOSE

Question? Who must file a financial disclosure report?

Answer: As more fully explained in 2 FAM 710, the Federal ethics laws and regulations provide for two kinds of financial
disclostre. However, this irformation covers the filing for the Public Financial Disclosure Report (SF-278) only
In general, a highlevel employee or political appointee must file the SF-278,

Public Financial Disclosure
The term "public filer” means any employes of the Department, including an employee serving in a "strefch assignment”

(1) Whais serving in an Execttive Schedule, Senior Executive Service, or Senior Foreign Service pasition {or, in the case of any
individual whose pay i not fixed under the General Schedule and who does not serve in the Foreign Service, ina position for
which the rate of basic pay is equal lo or greater than 120% of GS-15, step 1, i.e., lacalily pay or ather special pay 15 nol counted);
ar

{7) ‘Whois servingin a position that is excepted from the competitive service because it is of a confidential or policy-making character,
including Schedule C employees and any limited non-career appointee who is a political appointee. (A prospective filer described
in this paragraph may be excluded from the filing requirement by the Department's Ethics Cffice if he or she will have na
policy-making role with respect to Deparlment programs, e g, a private secrelary.)

A public filer must submit @ nesw entrant, incumbent (annuall, and termination report. Mew entrart reports must be submitted both by

candidet es for employment with the Department and current employees assuming public fler positions. A prospective Presidential
appointee to a position requiring the advice and consent of the Senate will be required to file a "nominee” report. Annual reports by

public filers must be submitted by May 15 of each year, unless an extension is approved
Continued 1

Figure 2.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 7
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3. Select SF-278 Wizard (Figure 2.4).

www .cerenade.com

Procedures

The Ethics Office provides guidance to bureau and post Management Offices to permit those offices to
{1} identify employees (and candidates for employment) who serve in or will serve in public filer positions and

Personal [2) give to each filer the prescribed written instructions and a blank form o ensure timely filing The instructions inclucle information
gbout when to file, where to file, penalties (possibly to indude a late filing fee), and how to access an electronic version of the SF-278.

Schedule A

The Ethics Office distributes guidance conceming annual reports prior to each annual filing cycle, induding having the updated
Schedule B guidance and related malenals avallable on the Department of State Ethics infranet website (waww.ethics stale.gay).
Schedule Bl Select your preference
Schedule C 1 .data via Interview-driven screens Input data directly on to the form
3 SF-278 Wizard SF-278 Form
Schedule C lI .

Schedule D |

Schedule DIl - Your Internet browser must support 128-hit encryption and musl have javascript enabled
- IFyou are using Internet Explarer (Windows), the minimum version that will work with this site is version 5.0, with service pack 2
- Ifyou are using Netscape, the minimurm version that will work with this site is version £ 2

Tacormplete the SF-278 on-line please note the following requirements

Note: Depending on the speed of your Internet connection, the time to download each page may vary. Fleass be patient.

CLOSE

[ Back ]

Figure 2.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 8
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4. After you select the SF-278 Wizard, you have three options on this screen (Figure 2.5):
e Select SF-278 Wizard if you have no data to import

e Select Import Data to upload your existing data from a saved SF-278. (See
Chapter 10)

e Select Get Answers if you need help with completing the form or select Privacy
Act Statement to get the Privacy Act information

SF-278 Executive Branch Personnel Public Financial Disclosure Report

www cerenade.com

4

ﬁ SF-278 Wizard Import Data
Personal Use this option if you have not Usethis optionto upload your Help On This Form
started the SF-278 Wizard existing data from a saved SF-278 [T
Schedule A Privacy Act Stalement
Schedule B

Getting Started with SF-278
This site permits filers to complete the SF-278 without any accounts
Partially completed data will be slored on your lecal computer

Schedule B Il

Schedule C1 Ifyou need to quit before you have completed the application, please click the "Save" bulton and save the data to your
Schedule C II local computer
Schedule D |
New Application | Import Data
Schedule DIl . . .
Begin a new SF-278 Wizard or import data that you previously saved during a prior session.

CLOSE

Figure 2.5

The details to complete each section are in the following chapters.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 9
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Chapter3 Personal

This section will discuss completing the Personal section of the SF-278 Wizard found on
page 1 of the actual form.

Reporting Status Section

Once you select the SF-278 Wizard, you will begin entering your information in the
Reporting Status Section (Figure 3.1).

To complete the Reporting Status Section:

Steps:

1. Type your date of appointment or candidacy

2. Select your reporting status. You may choose from either:
e Incumbent
e New Entrant, Nominee, or Candidate

e Termination Filer

“E=® Business Rule: You can select both Incumbent and Incumbent Date AND
Termination filer and Termination date if needed. If Incumbent and Incumbent Date OR
Termination filer and Termination Date are selected, selecting New Entrant will remove the
Incumbent and Termination Filer information.

Business Rule: If you select New Entrant or Nominee as the reporting status, the
Wizard will automatically populate None in Schedule B, Part I — Transactions and Part II:
Gifts, Reimbursements, or Travel Expenses.

3. After you have selected the appropriate reporting status and typed the additional
applicable data, click Next. You will go to the Reporting Individual Section.

Reporting Status Section

Guide Date of Appointment, Candidacy, Election, or Nomination (Month, Day, Year) {7 Late filing fee

Bersonal Oectober 1, 2008 | Enter Date as: October 12, 2008

Schedule A

Schedule B | =
Reporting Status (Check Appropriate Boxes) (7

Schedule B 1l

Calendar ¥ ear Mew Enlrarl
Cowvered by Report Mominee, or
Gandidate

Incumbent

Schedule C 1 Filer cabile) (Mornlh, Day, Yeur)

—

Termination Fenination Date (I Appli-

Schedule C II =

Schedule D1
Schedule D 1l

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 10
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Reporting Individual Section

To complete the Reporting Individual Section:

Steps:

4. Type your last name (Figure 3.2).

5. Type your first name.

6. Type your middle initial.

7. Type the complete address for your present office.

8. Type the telephone number including the area code.

9. Select your position from the Title of Position drop down list or type in your own.

10. Click Next. You will continue to the Prior Positions Section.

Reporting Individual Section

www.cerenade.com

Guide Reporting Individual's Name

LastName
Doe

Personal

— Middle
-~ Initial

Schedule A

Location of Present Office {or forwarding address)
Schedule B |

Schedule B II 555 Main Street . i
Washington, DC 20000 a 202-555-5555
Schedule C | -
Schedule C Il <Hostion far Which Riling ... ===
TIﬂeofPositiori ZZZ-ISEFT.EIE.? ........................................... j T e T T T O T T
Schedule D |
] Secretary
Schedule D i

Department or Agency (If Applicable)
U.S. Department of State

CLOSE

[Save] [Print Preview ] [Back] [Next]

Figure 3.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 11
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Prior Positions Section
To complete the Prior Positions Section:
Steps:

11. If you have held an additional position(s) with the Federal Government during the
preceding 12 months, type the title of the position and date held (Figure 3.3).

12. Select the name of the Senate Committee considering your nomination from the drop
down list or you can type your own committee in. (See Business Rule below)

£ Business Rule: If you are an Incumbent or Termination Filer, this field will be
locked. However, if you are New Entrant, the Wizard will automatically populate

Senate Foreign Relations Committee, with the option to remove it.

13. If you intend to create a Qualified Diversified Trust, select Yes. Otherwise, select No.

14. Click Next. You will continue to Comments of Reviewing Officials.

Prior Positions Section

www.cerenade.com

Guide Position(s) Held with the Federal Government During the Preceding 12 Months (If Not Same as Above)
Title of Position(s) and Date(s) Held (2 fnes of fextonly) - S
Executive Secretary 1/07 - 6/07

Schedule A

Schedule B |
Presidential Nominees Subject to Senate Confirmation

Schedule BII Name of Congressional Committee Considering Nomination [Mot &ppiicable 12 |.=
Schedule C 1 Field is Locked because 'Incumbent or "Termination Filer' is selected.
Schedule ClI

Schedule D1 Do Y ou Intend to Create a Qualified Diversified Trust?

Schedule DI (@ ves i,
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

[Save] [ Print Preview ] [ Back] [Next]é

CLOSE

Figure 3.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 12



User Guide SF-278 Wizard

Comments of Reviewing Officials

Only reviewing officials should complete the comments section. With the exception that if
the filer has been granted an extension, then the filer completes the Filing extension is
granted check box and completes the Indicate number of days text box.

To complete the Comments of Reviewing Officials:
Steps:

15. If the filer has been granted an extension, select the filing extension check box (Figure
3.4).

16. Type the number of days the extension has been granted.
17. Type your comments.

18. Click Next. You will continue to Schedule A - Assets and Income.

Comments of Reviewing Officials oh

www .cerenade.com

** Only the Reviewing Officials Should Fill Out This Section ***

Guide

Comments of Reviewing Officials

| I Filing extension is granted Indicate number of dayvs: |
Schedule A X - ¥

Schedule B | Enter Your Gomments Below: (8 lines of text only)
Schedule B Il @
| ScheduleCl |
Schedule C Il
Schedule DI
Schedule D II

=g ===
[Save] [Print Preview ] [Back] [Next]

CLOSE

Figure 3.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 13
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Chapter4 Schedule A

This chapter will discuss completing Schedule A in the SF-278 Wizard.

Schedule A - Assets and Income

Steps:

1. Click None if you have no assets to report in Schedule A. Then select Next and you will
continue to Schedule B.

2. If you have items to report in Schedule A, click Next (Figure 4.1).

www cerenade.com

Guide
e For you, your spouse, and dependent children, repart each assel held for invesiment
Personal ar the production of income which had a fair market value exceeding $1,000 at the
T close of the reporting period, or which generated mare than $200 in income during the
Schedule A reparting periad, together with such income:
Schedule B
For yourself, also report the source and actual amount of eamed income exceeding
Schedule B 1l $200 {other than from the U.S. Gowernment). For your spouse, reporl the source but
not the amount of earmed income of more than $1,000 (sxcept report the actual
Schedule C 1 amount of any honoraria over $200 of your spouss).
Schedule C I
Schedule D | Bxclude for yourself and spouse income from employment by the United States
R Government and from any retirement system of the United States (induding the Thrift
Schedule D II Savings Plan) or from social security
a
l— None
CLOSE [Save] [Print Preview | [Back] [Next]

Figure 4.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 14
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To complete Schedule A:

Steps:

3. For Block A, type each asset in detail. Only 2 lines of text only (Figure 4.2).
Note: Skip Block B and Block C if this is a Sub-category item.

4. For Block B, select the valuation of the asset.

5. If the asset is a mutual fund and meets the Excepted Investment Fund (EIF) criteria, see

must select the Type of Income.

6. For Block C, select the income type associated with the asset. If the income type is not
listed, select Other Income and specify the type and actual amount.

7. Select the amount of income.

8. If amount is associated with Honoraria, type the date.

9. The Add Another button allows you to add a new line item in each of the schedules.
10. The Delete button allows you to delete the selected line item in each of the schedules.

11. When you have added all assets and income, click Next. You will continue to Schedule
B.

Schedule A - Assets and Income

www cerenade.com

Asset and Income (Block A} m 1 OF 1
Guide Desoription | [Fidelity Olympus Fund 3
{2 fnes of text only)
Personal |
Skip Blocks "B" and "C" if this is a Sub-Category ltem.
Schedule A Valuation of Assets (Block B) El
Schedule B 1 © Wore (or Less than $1,001) € $100001 - ':aul © | §1,000,001 - $5,000,000 Excepled Iwestment Fund (7
[C $1,001 - $15000 & $250,001 - Bhorewd) € $5000001-$5000000  © BoepledTrust (7)
Schedule B |l C | $15,001 - $50,000 C $500,001 - $1,000000 € §25000001 - $50000000 € Qualified Trust (\'E
1€ $50,001 - $100,000 | Over $1,000,000% | Gver $90,000,000
Schedule C |
Income (Block C)
Scheduk’. C " Al .TWEZZZ £ S KAl AL A RIS LA AR A AT A RIS KTy 1 [+]) ] MR R O Ee)
Schedule D | ividends C  Wone forless than $204)  C g - $15,000 | Qver $1,000,000%
Rent and Royallies C $201 - $1,000 c 1 $15,001 - $50,000 "_ $1,000,001 - $5,000,000
Schedule D Il T Interest (__ $1,001 - $2.,500 <1 $50,001 - $100.000 | Over $5,000,000
F Capitel Gains O §2501 - $5,000 @ | $100,001 - $1,000,000

T Othertocome Cate
(Spedfy Type Only if 10-12-2007
& - Honorana (Mo,
Actual Amount) | ———————————— Day, ¥r)
[Sawve] [Print Preview ] [AdE])ther] [ I ] [Back] [

Figure 4.2

CLOSE

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 15
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Chapter5 Schedule B

The chapter will discuss completing Schedule B: Part I and Part II in the SF-278 Wizard.

Schedule B - Part I: Transactions
Steps:

1. If you select Incumbent or Termination Filer as the reporting status, you must select
None if you have nothing to report. Then select Next and you will continue to Schedule
B: Part II.

If you have transactions to report, select Next to continue to Schedule B: Part I.

2. If you select New Entrant or Nominee as the reporting status, the Wizard will
automatically populate None in Schedule B, Part I — Transactions and Part II: Gifts,
Reimbursements or Travel Expenses. Select Next (Figure 5.1).

. Form
OMB No

www cerenade.com

Guide ATTENTION -
Do not complete Schedule B if you are a new entrant, nominee, or Vice Presidential or Presidential Candidate.
Personal
mffhﬁiu«lfpimw Reporting Individua's Name Page Mumber Repart any Do nat report & transaction involving property used solely
purchase, sale, or exchange by you, your spouse, or as your personal residence, or a transaction solely
dependent children during the reporting penod of any between you, your spouse, or dependent child
Schedule B I real property, slocks, bonds, commadily futures, and Check the "Certificate of divestiture’ block to indicate
| Schedule C | ather securties when the amount of the transaction sales made pursuert to a certificate of divestiture from
R exceeded $1,000. Include transactions that resuted in a 0GE
Schedule C Il loss
Schedule D |
1
Schedule D Il
[ None

[Save] [Print Preview ] [Back] [Next]

CLOSE

Figure 5.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 16
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To complete Schedule B — Part I: Transactions:
Steps:

. Type a description of your asset (Figure 5.3).

. Type the date of the transaction (Mo, Day, Yr).

. Choose the Transaction Type. Your choices are: Purchase, Sale, or Exchange.

3

4

5

6. Select the amount of the transaction.

7. The Add Another button allows you to add a new line item in each of the schedules.
8. The Delete button allows you to delete the selected line item in each of the schedules.
9

. After you have added all transactions, click Next. You will continue to Schedule B - Part
II.

Schedule B - Partl: Transactions ol

www.cerenade.com

Identification of Assets (2 ines of faxf only) 1 OF 1
e entr es Common 3 2/1/99
Mo, Day ¥r
Personal J ! i @
Schedule A Transaction Type 5
Schedule B | @ | Purchase C Sale € Exchange
Schedule B Il Amount of Transaction E]
Schedule C | | $1,001 - §15.000 €| §250,001 - $500,000 95,0001 - $25,000,000
| $15,001 - $50,000 00,001 - $1,000,000 €[ $25,000,001 - $50,000,000
Schedule ClI " =
| 850,001 - $100,000 C Gver $1,000,000 Ower $50,000,000
Schedule D | C | $100,001 - $250,000 1 $1,000,001 - $5,000,000 | Centficate of divestiture
Schedule DIl

" This category applies only if the underlying asset is solely that of the filer's spouse or dependent children: [f the underlying asset 1S
either held by the filer or jointhy held by the filer walh the spouse or dependent children, use the olher higher categones of value, as

appropriate

[Save] [Print Preview ] [ Add Another] [Delete] [Back] [MNext] |

CLOSE

Figure 5.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 17
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Schedule B - Part II: Gifts, Reimbursements, and Travel Expenses
Steps:

10. If you select Incumbent or Termination Filer as the reporting status, you must select
None if you have nothing to report. Then select Next and you will continue to
Schedule C: Part I.

If you have items to report in Schedule B: Part II, click Next (Figure 5.3)

11. If you are a New Entrant or Nominee Do Not complete Schedule B, click Next.

www .cerenade.com

ATTENTION - (?)

Guide Do not complete Schedule B if you are a new entrant, nominee, or Vice Presidential or Presidential Candidate.
Personal
Foryou, your spouse and dependent children, report the source, a brief description, and the value of.
Schedule A g%
{1) gifts {such as langble items, transportation, lodging, food, or entertainment) received from one source tolaling mare than
Schedule B | and 4§55
: : ' ' ' : I i [7) travelrelated cash reimbursements received from one source totaling more than $8&Q, For conflicts analysis, it is helpful to
chedule
indicate a basis for receipt, such as personal friend, agency approval under 5 U S.C. 84111 or other stalutory authority, efc. For
Schedule C1 travel-related gifts and reimbursements, include travel tinerary, dales, and the nature of expenses provided  Exclude amything
JE given 1o you by the LS. Government; given to your agency in connection with official travel, received from relatives; received by
Schedule C i your spouse or dependent child totally independent of their relationship ta you, or provided as personal hospitality at the donar's
Schedule D | residence. Also, for purposes of aggregating gifts to determine the totel value from one source, sxclude items worlh $$4 or less

------- See instructions for other exclusions et

Schedule D II .
10
CLOSE

[Save] [ Print Preview ] [Back] [Next]

Figure 5.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 18
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To complete Schedule B — Part II: Gifts, Reimbursements, and Travel Expenses:

Steps:

12. Type the name and address of the source. Only 2 lines of text. (Figure 5.4)

13. Type a brief description of the gift, reimbursement, or travel expense. Only 2 lines of

text.

14. Type the value of the item.

15. The Add Another button allows you to add a new line item in each of the schedules.

16. The Delete button allows you to delete the selected line item in each of the schedules.

17. After you have added all the items, click Next. You will continue to Schedule C.

Guide

Personal
Schedule A
Schedule B |
schaies |
" Schedule C|
" Schedule C Il
é"ch;dl;{e D| .
Schedule D Il

cose H

| A Leather Briefcase 13

Schedule B - Part lI: Gifts, Reimbursements, and Travel Expenses

Identification of Gift, Reimbursement or Travel Expense

Sounce (Mame and Address) (Onfy 2lines of fext)
Frank Jones, San Fransico, CA 12
—

www .cerenade.com

1 OF1

(Personal fiiend)

Brief Description (Onfy 2 lines of fext)

Walue

1300.00

[Save] [ Print Preview ] [ Add Another] [Delete]

Figure 5.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

[Back] [Next]

Page 19



User Guide SF-278 Wizard

Chapter 6 Schedule C

This chapter will discuss Schedule C: Part I and Part II of the SF-278 Wizard.

Schedule C- Part I: Liabilities
Steps:

1. If you select Incumbent or Termination Filer as the reporting status, you must select
None if you have nothing to report. Then select Next and you will continue to Schedule
C: Part II.

2. If you have liabilities to report in Schedule C: Part I, click Next (Figure 6.1).

Schedule C - Partl: Liabilities OM

Fo

www.cerenade.com

Guide

Personal Repart ligbillies over $10,000 owed to any one credilor at during the reporting period by you, your
T e | spouse, or dependent children. Check the highest amount owed during the reporting period
Schedule A
Schedule B | Exclude a mortgage on your personal residence unless it is rented out; loans secured by
aulomobiles, househald furnilure or eppliances, and labilties owed [o cerain relatives lisled in
Schedule B i instructions. See instrustions for revelving charge accounts. |7

Schedule C |

Schedule C 1l
T 1

Schedule D |

|_ None
Schedule DI ]

[Save] [ Print Preview ] [Back] [MNext]

CLOSE

Figure 6.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 20
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To complete Schedule C - Part I: Liabilities:

Steps:

3. Type the name and address of your creditor. Only 2 lines of text (Figure 6.2).

4. Type a brief description of the liability. Only 2 lines of text.

5. Type the date the liability was incurred. For example, 2007.

6. Type the interest rate (if applicable).

7. Type the term (if applicable).

8. Select the category of amount or value.

9. The Add Another button allows you to add a new line item in each of the schedules.

10. The Delete button allows you to delete the selected line item in each of the schedules.

11. After you have added all liabilities, click Next.

Schedule C - Part|: Liabilities

www .cerenade.com

e Identification of Liability (Enter only two lines of text in Creditors and Type of Liability) 1 OF1
Guide
Personal | Creditors (Name and Address) FjISt District Bank g
Washington, DC L
Schedule A

Type of Liability Mortgage on rental property, Delaware 4
Schedule B | (S

Schedule B I Date Interest Term if |

P Binourred 1091 @Rate 8 applicable 25 years |
ScheduleCl @ Exarnple 2007

| Category of Amount or Value

Schedule C I
Schedule D | | §10,001 - $15,000 € HI00001- $250000 || Over §1,000000° € 525,000,001 - $50,000,000
| $15001 - $50,000 | $250,001 - $£00,000 [ $1,000,001 - $5,000,000 C| Over $60,000,000

Schedule D Il @ | §50,001 - $100,000 © $200001-$1,000000 | o $5000,001 - $25,000,000

* This categary applies only if the underlying liabilty is solely that of the filer's spouse or dependent children. Ifthe liability is that
of the filer or a joint liability of the filer with the spouse or dependent children, mark the other higher calegories, as appropriate

—{_~ | =
[Save] [Print Preview ] [ Add Another] [Delete] [Back] [Next]

CLOSE

Figure 6.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 21
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Schedule C - Part II: Agreements or Arrangements
Steps:

12. If you select Incumbent or Termination Filer as the reporting status, you must select
None if you have nothing to report. Then select Next and you will continue to
Schedule D: Part I.

13. If you have Agreements or Arrangement to report in Schedule C: Part II, click Next
(Figure 6.3).

Www .cerenade.com

Guide

Personal Report your agreements or arangements for
Schedule A {1y continuing participation in an employee benefit plan (e g pension, 401k, deferred compensation);

(2) continuation of payment by aformer emplayer (including severance payments);
Schedule B | (3 leaves of absence; and
{

4 future employment. See instructions regarding the reparting of negatiations for any of these arrangements or benefits f'?

Schedule B Il
Schedule C 1
Schedule C I
Schedule D |
Schedule DI [ None

CLOSE © [Save] [PrintPreview ] [Back] [Next]

Figure 6.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 22
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To complete Schedule C — Part II: Agreements or Arrangements:

Steps:

14. Type the status and terms of any Agreement or Arrangement (Figure 6.4).

15. Type the names of the parties involved in the Agreement or Arrangement.

16. Type the date of the Agreement or Arrangement. For example: 7/85.

17. The Add Another button allows you to add a new line item in each of the schedules.
18. The Delete button allows you to delete the selected line item in each of the schedules.

19. After you have added all Agreements or Arrangements, click Next. You will continue to
Schedule D: Part I.

Schedule C - Partll: Agreements or Arrangements

www cerenade.com

Identification of Agreement and Arrangement 1 OF1
Guide
(Enter only two lines of text in the Status and Terms and Parties fields)
Personal
Status and Terms of any Agreement ar Arrangement 14
Schedule A - - - -
Pursuant to partnership agreement, will receive lump sum payment of capital amount
Schedule B 1 & partnership share calculated on service performed through 1/00.
. Schedule B Il Biafies
Schedule C1 Doe Jones & Smith, Hometown, State
Schedule C I
Schedule D T S —
Schedule D 1l

[Save] [Print Preview ] [ Add Another] [Delete] [Back] [Next

CLOSE

Figure 6.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 23
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Chapter 7 Schedule D

This chapter will discuss Schedule D: Part I and Part II of the SF-278 Wizard.

Schedule D- Part I: Positions Held Outside of U.S. Government
Steps:

1. If you have no positions held outside of U.S. government to report in Schedule D: Part I,
select None. Then click Next to continue to Schedule D - Part II.

2. If you have held positions outside the U.S. Government, select Next (Figure 7.1).

Schedule D - Part I: Positions Held Outside U.S. Government

www.cerenade.com

Guide
Personal N _

Report any positions held during the applicable reporting period, whether compensated or nat

Schedule A Positions inzlude but are not limited to those of an cofficer, director, trustee, general partner,
proprietor, representative, employee, or consultant of any corporation, firm, partrership, or other

Schedule B | _ _ _ o .
business enterprise or any non-profit organization or eduzational institution. Exelude positions with

Schedule B I refigious, social, fralemal, or polilical enliies andthose solely of an honorary nature.

Schedule C1

| ScheduleCl

Schedule D |

Schedule D II [l None

CLOSE

[Save] [Print Preview ]

Figure 7.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 24
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To complete Schedule D - Part I: Positions Held Outside U.S. Government:
Steps:

. Type the Organization (Name and Address). Only 2 lines of text (Figure 7.2).
. Type the Type of Organization. Only 2 lines of text.

. Type the Position Held. Only 2 lines of text.

. Type the date you started the position. For example: 6/92.

. Type the date the position ended.

. The Add Another button allows you to add a new line item in each of the schedules.

o 0 9 & w»n A W

. The Delete button allows you to delete the selected line item in each of the schedules.

10. After you have added all positions held outside the U.S. Government, click Next.

Schedule D - Part |: Positions Held Outside U.S. Government

www .cerenade.com

Guide |dentification of Position Held Outside U.S. Government 1 OF1
S B N (Enter only two lines of text in the Organization, Type of Organization and Position Held fields)
Personal o
I ganization (Narme and Address)
Schedule A Nat] Azssn. of Rock Collectors, NY NY | 5
Schedule B
Schedule B Il Type of Organization
Non-profit education | 4
ScheduleCl
Schedule CIl
———— Pusition Helc
ScheduleDI M President |

Schedule D I

From (Mo, ¥r) @ 6/92 To (Mo, ¥r) Present
[Save] [Print Preview ] [Ather] [Le;ete]

Figure 7.2

CLOSE :

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 25



User Guide SF-278 Wizard

Schedule D - Part II: Compensation in Excess of $5,000 Paid by One
Source
Steps:

11. If you selected New Entrant or Nominee as the reporting status, or if you have no
compensation to report in Schedule D - Part II, select None.

12. If you have received compensation in excess of $5,000 paid by one source to report,
click Next (Figure 7.3).

fl

g y
g’ 2
i I

If Incumbent or Termination Filer was selected in the reporting status, the SF-278

Wizard will automatically populate the None check box.

OMB Mo 01

www .cerenade.com

ATTENTION -
Guide Do not complete this part if you are an Incumbent, Termination Filer, or Vice Presidential or Presidential Candidate.
Personal
E—— Report sources of mare than $5,000 compensation received by you or your business affiliation for
Schedule A services provided directly by wou during any one year of the reporting period. This includes the
names of clients and customers of any corporation, firm, partnership or other business enterprise,
Schedule B | 9 £y GERErEen T, parnersip oro i
aor any other non-profit arganization when you directly provided the services generating a fee or
Schedule B I payment of more than $5,000 Y ouneed not report the U S Government as a sounce
Schedule C 1
| Schedule C I
| Schedule D1
Schedule D Il

[ None

[Back] [Next]

[Save] [ Print Preview ]

Figure 7.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 26
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To complete Schedule D - Part II: Compensation in Excess of $5,000 Paid by One Source:
Steps:
13. Type the name and address of the compensation source. Only 2 lines of text.

14. Type a brief description of the duties for which you were compensated. Only 2 lines of
text.

15. The Add Another button allows you to add a new line item in each of the schedules.

16. The Delete button allows you to delete the selected line item in each of the schedules.

Schedule D - Part ll: Compensation in Excess of $5,000 Paid by One Source

www .cerenacde.com

Identific ation of Compensation 1 OF1
Guide
(Enter only two lines of text in the Organization, Type of Organization and Position Held fields)
Personal

T Source (Mame and Address

Schedule A ( e

Doe Jones & Smith, | ;4

Schedule B | Hometown, State

Schedule Bl Brief Description of Duties

Schedule C | Legal services|

Schedule C Il

Schedule D 1

Schedule DI

CLOSE

[save][Prthrewm ] [A dAnn;;ler] [DBIEte]..... [Back][Nm]

Figure 7.4
This is the end of the data entry for the SF-278 Wizard. In the remaining chapters, you will
learn how to save, print, and import your data.
If you need to save, see Chapter 8.
If you need to print, see Chapter 9.

If you need to import, see Chapter 10.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 27
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Chapter 8 Saving the SF-278 in the Wizard

You can use the Guide to edit any of the sections by selecting the section.

It is recommended that you save often to avoid losing any of your data. You can only save
the SF-278 to your local computer. On every screen where data can be entered there is a
Save button located on the bottom left. Saving your data is easy. It is similar to saving a
document in Word.

To save the SF-278:
Steps:
1. Click Save (Figure 8.1).

Reporting Individual Section OMBY

wWww .cerenade.com

Guide Reporting Individual's Name
P s e o B B o B B P P o Mldd‘e
Personal Last Name First Name Initial
i R L . | N
Schedule A
—— Location of Present Office {or forwarding address)
e Address (Number, Strest, City, State, and ZIP Code) (Cnly 2inesoftextf ~ Telephone No. (Include AreaCode)
Schedule B Il | 555 Main Street
Washington, DC 20000 207-555-5555
Schedule C |
Schedule C I Position for Which Filing
TIﬂeOfPosititm "|Secretary
Schedule D1 S S T
Secretary
Schedule D Il 0 o e

Department or Agency (If Applicable)

U S Repartment of State

[Save] [PrintPreview ] [Back] [Next] |

CLOSE

Figure 8.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 28
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If your pop-up blocker is not turned on, skip to Step 6.

If your popup blocker is turned on, follow Steps 2-5 (Figure 8.3). Note: You may or may
not see all of these screens.

2. Click OK on the Information Bar window.

Information Bar ) x|

Did pou notice the Information Bar?

The Information B ar alertz you when Internet Explorer blocks a
pop-Lp window or file download that might not be zafe. If a
“Weh page does not dizplay properly, look, for the Infarmation
Bar [near the top of your browser).

[ Do not show this message again.

L earn about the Information Bar...

Figure 8.2

3. Click on the Pop-up Blocked message (Figure 8.3).

a http://demo.cerenade.com - SF278 - Microsoft Internet Ex|

@ Pap-up blocked. Ta see this pop-up or additional aptions click here. .. 3
J

Figure 8.3

4. Click Always Allow Pop-ups from This Site (Figure 8.4).

Information Bar Help

Re Urti“ |ndividu.m WL UV

Figure 8.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 29
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5. Click Yes to allow pop-ups (Figure 8.5).

Allow pop-ups from this site? El

m Ywhould you like to allow pop-ups from 'demo.cerenade. com'?

5 e I Mo

Figure 8.5

6. Now that you have allowed pop-ups, click Save (Figure 8.6).

Reporting Individual Section L

Guide

Personal

Schedule A

Schedule B |
Schedule B Il
Schedule C |
Schedule C I
Schedule D |

Schedule D1l

CLOSE

wWww .cerenade.com

Reporting Individual's Name

[RHAEE NtheC e e i e Jeietonc Nanop ool
| 555 Main Street
Washington, DC 20000 702-555-5555

Position for Which Filing

Title of Position _ [Secrie

| Secretary

Department or Agency (If Applicable)
U.S. Department of State

E][Save] [ Print Preview ] [Back] [Next]

Figure 8.6

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 30
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7. Click Continue (Figure 8.7).

=10l x|

Save Form to local Computer

You have selected to save form 'SF273' to your local computer.

Please click "Continue' button to continue or 'Close' hutton to cancel the sawe operation.

@ Continue | Clnael

|@ Done I_ I_ I_ I_ I_ |ﬂ Inkernek i

Figure 8.7

On many computers you may have pop-up blockers turned on and if so, you will see
Figure 8.8.

8. Click in the yellow security section to continue.

=10l x|

5 To help pru:-te_u:t wour seu:urit?.-', Internet Explorer blocked this site From downloading Files to wour b
computer, Click here for opkions. ..

)

a http:/ /demo.cerenade.com - Please click ‘Continue’ button Eo co|

Save Form to local Computer
You have selected to save form "SF27 3" to your local computer.

Flease click '"Continue' buttan to continue ar 'Close’ hutton to cancel the save operation.

Caontinue | Clnsel

1) Done |_|_|_|_|_|ﬂ Internet 2

Figure 8.8

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 31
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9. From the drop down list, click Download File (Figure 8.9).

a http:/ /demo.cerenade.com - Please click "Conktinue’ butEamn't

| arn doAn|

ed LIS =
ﬁhat's the Risk?
Information Bar Help
You have selected to save form 'SF2 78 o roor o ST coTTTEOTET

Save Form to local Computer

Please click 'Continue' button to continue or 'Close’ hutton to cancel the save operation.

Continue | Clnsel

1) Done l_ l_ l_ l_ l_ 4 Internet 4

Figure 8.9

10. On the File Download window, click Save (Figure 8.10).

2l http://demo.cerenade.com - Pl nkinue UNCLA D[] ﬂ! ~Blx]

Save Form to local Computer

You have selected to save form 'SF278'to your local computer.

Please click "Continue' button to continue or 'Close’ button to cancel the save operation

Continue | Close wWww.cerenade.com
[&] pane [0 [ g meemet %
; Guide | Reporting Individual's Name
E E j Middle
| Doe u i
Schedule A | Do you want to open or save this file?
' Locatit

Schedule B | Mame:  #f278_tmp-1324300068. far e
Schedule B II Type: Cerenade Electronic Form, 96.0 KB e
i ; From:  demo.cerenade com 12-555-5555
| ScheduleCl
' ScheduleCll | Positic Open | 10 | Save | Cancel I
R ——— Title of |
Schedule DI Secret W Always ask before opening this typs of file
Schedule DIl o
While filez from the Intemet can be useful, some files can potentially
Depart harm wour computer. IF you da nat trust the source, do not apen or
save this file. What's the risk?
US. L

[Back] [Next]

CLOSE

[Save] [Print Preview ]

Figure 8.10

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 32
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The Save As dialog box opens allowing you to choose a place to save your file.

The program will assign a random file name. For example, sf278_tmp127563398.far. It is
recommended you change the file name so that it identifies the form followed by your

name and year. For example, sf278_Do0e2007.far. FAR is the extension name and must not be
changed.

11. Edit the file name that appears (Figure 8.11).

Note: If you have previously saved the file, you can select it and overwrite it when
asked.

12. Click Save to save the file to the place you have designated.

Savens 21x]
Save in: [ SF278 2| €| =i = B

File name: [sF278 Doez007 far |11 =] 12 M5ave I
Save as type: ICerenade Electronic Form LI Cancel I
o
Figure 8.11
13. Click Close to return to the SF-278 Wizard (Figure 8.12).
RI=TEY
] i
Dl:%nload Complete
Saved:

=f278_tmpE7 0844675 far from demo. cerenade. com

Drownloaded: 960 KB in1 sec
Download to: HASF27ESSF278_Doez2007 far
Transzfer rate: 950 KB/Sec

[T Cloze this dialog box when download completes

Open Open Folder I 13 | Clase I

Figure 8.12

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 33
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Chapter 9 Preview and Printing the SF-278

in the Wizard

From any SF-278 Wizard screen that has a Print Preview button located at the bottom of
the screen, you can view your data in the actual form.

To preview and print your data:

Steps:

1. Click Print Preview (Figure 9.1).

Reporting Individual Section

Guide
Personal

Schedule A
Schedule B |
Schedule B Il
Schedule C |
Schedule C I

= S.;hé..(.lu.l.é. D| o]
Schedule D Il

CLOSE

.U.S. Dep of State
1

wWww .cerenade.com

Reporting Individual's Name

..................................................................................................................... Middle
Name. o Hgere e O
Doe Jame ...
Location of Present Office {or forwarding address)

Address (Number, Strest, City, State, and ZIP Code) (Only 2 fresoffexti —~  Telephone No. {Include AreaCode)
555 Main Street

Washington, DC 20000 207-555-5555

Position for Which Filing

Secretary

Department or Agency (If Applicable)

[Save] [PrintPreview ] [Back] [Next] |

Figure 9.1

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 34
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You can navigate to each page by using the green arrows or you can print the form.

2. Click the Print icon (Figure 9.2).

2 pr o X 3
% ¢ i i o = - >
> 29 9 9| 2wz P2 e l
Fint Fage Fage Pags Fage Zoimdn Zoam-Out Submt Preview (]
Ty Executive Branch Personnel PUBLIC FINANCIAL DISCLOSURE REPORT ShaE R 5 - oot
2 s oitieof G Bhics
Diate of Appeintmert, Candidacy, Election, | Reporting Incunb ext Calendar Year Hew Entant, Teminstion  Termination Date (Jf dppli- Feefor Late Filing
orNomingtion  {Month, Doy, Year) Status Goved by Repoit Hominee, o Filer D cable) (Mowh. Dep, Fear) Ay individual wha isrequred to
o (Chece Appropriate Candidate this report and does so more than 30 days
October 1, 2008
¢ Boz) l:l after the date the report is required to be
Reporting Tasbiame First Name and Middle Initial filed, or, if an extensionis granted, more
ivi . than 30 days after the last day of the
Individnals Neme Doe Jane ‘ J filing e}mymunpmud, shall%e subject
. R Title of Position Department or Agency{df Applicable) toa $200 fee.
Position for Which R tine Perind
Filing eporting Periods
Secretary U.S. Department of State Incunbents: The reporting peciodis

Location of
Present Office
(o fomrarding address)

Adidress Monber, Street, Ciy, State, and ZIP Cock)

Telephone Mo, (clude Area Code)

555 Main Street
Washingten, DC 20000

202

Positions) Held with the Federal
Govemenent During the Preceding
12 Muonths(TFAot Same as Above)

Tifle of Position(s) and Date(s) Held

Presidential Naminzes Subject
to Senate Confimation

Name of Congressional Coramittes Considering Nomination

Do You Intend to Create a Qualified Diversified Trua?

[l Tes

DND

the preceding calendar year except Part
11 of Schedule C and Part I of Schedule
where you st al so include the
yearup to the datevou file. Part [T of
Gchedule D is not
Termination Filers: The reporting
period beginsat the end ofthe period
covered by your previous filing and ends
at the date of tenmiration Part IT of
Schedule Disnot applicable.

Nowinees, New Entrants and
Candid for President and

Certifi cation

Signature of Reporing ndividual

Date onth, Day, Year)

I CERTIFY that the statements I Jave
mads onthis form and all attached
schedules ae true, conmplete and correct
to thebest of my knowledge.

Other Rewew
(If desired by
agency)

Signature of Other Reviewer

Date (donth, Day, Year)

Agency Ethics Official's Opinion

Signature of Designated Agency Ethics Official/ Reviewing O

fficial

Date (dbmth, Day, Year)

e basis of fommion cortaued i this
Tepart, I conchuds that the f dar E in complimce
vrith applicable laves ard reghtiore (abiect to
ay Cammeres it o be o).

Office of Governient Ethics
Use Only

Signature

Date (Aonth, Day, Year)

Cormments of Reviewing Officials Jfadditiona] space i vequired, wse the reverse side of this shest)

(Check box if fling extension granted & indicate mumber of daps bl

Figure 9.2

J

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)

Vice President:

Schedule A-- The repotting petdod
for income (BLOCK C)is the preceding
calendar year and the current calendar
wear up to the date of filing. Value aseets
as of any date you choose that is within
31 days of date of filing,

Schedule B-- Mot applicable.

Schedule C,Part I (Liahilities)--The
reporting period is the preceding calendar
year and the current calendar year up to
any date you choose that is within 31 days
ofthe date of filing

Schedule €, Pare IT (Agreements or
Arrangements)-- Show any agreements or
arrangernents ag of the date of filing,

Schedule D -- The reporting period is
the preceding two calendar years and
the current calendar year up to the date
of filing
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The Print Parameters dialog box opens (Figure 9.3).
3. Under Output, select Print to Adobe PDF.

4. You can select the page range if you want to print just selected pages.

SF-278 Wizard

5. Under Print Mode, make sure that Final Copy — Form and Data are printed is selected.

6. Click Continue

Print Parameters
Outpurt

" Print directly to printer (requires high-zpeed Internet Connection)
¥ print to &dobe FOF | 3

" Prirt ta Microzaft ¥PS

Page Range

From Page: |1 To Page: |12

Print Mode

" Form Only - Farm prints without data
" Dratt Copy - Farm and Data prints with Watermark
* Final Copy - Form and Data are printed B

E] Continue  Backto Form

Figure 9.3

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8)
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A new window opens displaying the PDF on your screen (Figure 9.4).

7. Click the Printer icon to complete the print process

File Edit GoTo Favorites Help | }F
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e Executive Branch Personnel FUBLIC FINANCIAL DISCLOSURE REFORT -
e —
el e — L | e il A
A ek iy s X Comlbtini ,—| ahia apan md s e mors L 34 deya
cieler 1. F0E Bt 2 ] O T e P P
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] *) a1 = st ada
Anclin dusad®s Humen Doe Tages I T -1 nl"-'.a;!:xu’rh-—qn
Tk o Fasdos T o Aoy 3 4ps e cben | @ 3 s
Pkt i —
Sseretary UE of S ool sy aict
Asctise ol L B of chvechobe ) | of Sk ke
Frami OfMa W b it kb Ui
1o by i [ T0T-555-5555 DR i B Pt
Fostionsan Hedd o e Fedeal Tt o Fomtowan: st Coteins Hu b Efonielo 01 e et N
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Uhes iy B I R T
i 1k e 8 g,

Comwmen of B we s ik add e g w ikl wr o s s o M rberdd Sl dals B -~ Thi g partad
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Figure 9.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 37
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8. Click OK to print the SF-278 (Figure 9.5).

vt x|

~ Printer

R Froperties |

Status  Ready Comments and Forms:

Type: HF Lazer)et 4300 PCL B |D|:n::un'|ent and Markups jl
— Print Range = Preview: Compozite

i+ &l

" Cumrent view
" Curent page
{" Pages I'I -12

T
2o
T,

ket

T
Subset | All pages in range =]

[ Feverse pages

—Page Handling
Copies; |'I 3: ¥ Collate 84

Page Scaling: IShrink to Frintable Area j
¥ auto-FRatate and Center
ot L
" Choose Paper Source by POF page size
I Piint to fil Unitz: Inches Zoon; 943
112 (1] J

Printing Tipzs Advanced E ak I Cancel

Figure 9.5

After your file prints, it will bring you back to the PDF File which you can close.

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 38



User Guide SF-278 Wizard

Chapter 10 Importing data into the Wizard

If you have existing data from a saved SF-278 created in the Wizard, you can import your
data back into the SF-278 Wizard.

To import your data into the SF-278 Wizard:

Steps:

1. From this Guide page in the Wizard, click Import Data (Figure 10.1).

SF-278 Executive Branch Personnel Public Financial Disclosure Report

www _cerenacle.com

m SF-278 Wizard Import Data | GetAnswers |

Personal Use this option if you have not sethis optionto upload your Help On This Form
starled the SF-278 Wizard exisling data from a saved SF-278 ;

Schedule A Privacy Act Statement

Schedule B |
Getting Started with SF-278

Schedule Bl This site permits filers to complele the SF-278 without any eccounts.

Schedule C1 Partially completed data will be stored on your local computer
If you need to quit before you have completed the application, please click the "Save” button and save the data to vour
Schedule C I lozal computer.

Schedule D1

| New Application I Import Data
Schedule D Il

Begin a new SF-278 Wizard or import data that you previously saved during a prior session.

CLOSE

Figure 10.1

2. Click Browse to edit your previously saved form (Figure 10.2).

Edit my previoushy saved Forms

Fleasze Clickthe Browse' hutton to locate and select your Farm,

> | Browse... |

Continue Cancel |

Figure 10.2

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 39
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The Choose file dialog box opens allowing you to use the Look In drop down box to
choose the folder you saved your FAR file. The example in Figure 10.3 uses the SF278
folder.

3. Select the FAR file that you have named and click Open. This example uses
SF278 Doe2007.far.

l Look in: | SF278 - l@ 0

8_Doez007 Far

ky Documents

o B
-

tdy Computer

File name: |5F2?E_D oe2007 . far j 3 Open

Files of type: I,-'l'-.ll Files [*.%) j Cancel |
: F
Figure 10.3

4. Click Continue to upload your data into the SF-278 Wizard (Figure 10.4).

Edit my previousty saved Forms

Please Click the 'Browse' hutton to locate and select your Farm.

HASF27ENSFZYE_DoeZ007 far Browse... |
E Continue Cancel |

Figure 10.4

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 40
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Chapter 11 Submitting the SF-278 form to
L/EMP/FD

Complete and save your SF-278 file. Open Outlook and start a new email message. Address
the message to SF278@state.gov and attach your FAR file stored on your local computer.
For example, SF278_Smith2007 far.

Currently, we do not have approval to accept electronically signed SF-278 reports. Thus,
we must receive a signed copy, even if you email the completed report to the L/EMP/FD
office.

You will need to also submit a signed copy by mail to:
L/EMP/FD

2201 C Street NW

Suite 5425

Washington, DC 20520

Or

You can also fax a signed copy to:

Fax: (202) 647-8573

Helpful Hint: Remember to save your data often by clicking SAVE. (See Chapter 8) Page 41



