Compliance Report Instructions for Financial
Disclosure Reports (FDR)

1. Internal Liaisons: http://cosaweb/fdradmin or Open COSAweb —
Intranet Portal
In the address bar after http://cosaweb/ type in: fdradmin

Al City of San Antonio Intranet COSAweb - Microsoft Internet Explorer provided by City of San Antonio

File Edit ‘iew Favorites  Tools  Help

\_.) \,_,/I u |ﬂ JSearch ‘*E';:(’Favnrites @ E:,;:{v .:;. I!)_.f| - _J ﬁ ﬁ

Address

http:ffcosaweb)fdradmin

COSAweb

City of San Antonio - Intranet Portal

Sanantonio.goy Council Agenda Telecommuters

ALL COSA BULLETIN BOARD

2. External Users: https://webapps.sanantonio.gov/fdr/
Select option: Assigned Logon id. (non-city employees)
Enter Logon ID and Password

Select Logon button

- | @ https:ffwebapps.sanantonio, govfdr D & Identified by COMODO | +4 || X

Wiew  Favorites  Tools  Help @Convert - [P select

8 [° Logon X [0 Ciky of San Antonio | Official ... ] l

OFFICE OF THE CITY CLERK S
EJ.Q’ANC:[AL DiscLosURE REPORTING S‘XSTEM*

,»Jr

FDR Options:
— |The City of San Antonio’s Financial Disclosure Reporting (FDR) web |LOGON USING:
¥ Logoff based application contains information required to be disclosed by | O cosa network logen credentials.

the City's Ethics Code.
O sap employee number.

The following help options are available. —— | (%) Assigned logon id. (non city employees)
Email Logon ID:

ethics@sanantonio.gov > namefunn

Business Support - Office of the City Clerk —— PEssTEE T

Monday thru Friday 7:45AM - 4:30PM bl

(General office number) 210-207-7253
Rosalinda Diaz 210-207-7021
Carri Wiggins 210-207-3397

**|1f you have not received your Logon ID or Password, please contact the
Office of the City Clerk at 210-207-7253.
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3. Select Reports on side menu
OFFICE OF THE CITY CLERK

FiNanciaL DiscLosure REPORTING ST TEM

e

FDR Options:
i Welcome Funny Name
VAdgll'nin If you are not Funny Name click here

B — :
bBree Your current due date is: DUE DATE NOT SET. CALL YOUR LIAISON
' Thereareno FDR orSpeclﬁed Gi‘ﬂReports on File for you.

4. Select report: Users Not in Compliance

OFFICE OF THE CITY CLERK . -
Financiar Discrosure REPQKHNG SYS’IM _

""'.

FDR Options: Report Type

> Logoff

Select Your Report

' Users Not in Compliance

Uszers in Compliance

Expired Users

5. Following screen will appear:
e Click on down arrow and select correct Start and End dates from
list (see next screen)
*you do not need to change the Start date, but you will need to
change the End date.
e Filter By: Select Department

Report Type H Report Filters ]

Mon Compliance Report

Start Due Date: | 01/10/2011 D

End Due Date: mu -—

Airport Advisory Commission D — ———
Select date from list and then select the Create Report button [ Create Repart ]

I recommend you select the last date in the selection, in order to capture all
individuals who have not completed a FDR.
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Compliance Report Instructions for Financial
Disclosure Reports (FDR)

6. Non Compliance Report

The Board Members who have not completed their FDR through March 31,
2011 are listed. You will need to contact the Board Member to ensure they
will complete their FDR by the due date.

Note: the list changes as Board Members are appointed by City Council on
Thursdays. Make sure you pull a Non Compliance Report at least once a
week. The Board Members name is removed from the Non compliance
Report once their FDR is submitted.

7. Here you may select View Report, Export Report, or send email

l Report Type ” Report Filters ” View Report ” Export Report H Send Email ]

Non Compliance Report

Start Due Date: | 01/10/2011

End Due Date: | 03/31/2011

Airport Advisory Commission
| 5| i B | =
BARROS MARCO A. 0373172011 Alrpurl Advisory Commission Email
BENSON EDWARD A. R 03/31/2011 Airport Advisory Commission Email
EGLIT VERNER 03/31/2011 Airport Advisory Commission Email
GISH KYLE A. E 03/31/2011 Airport Advisory Commission Email
HENDLER MARSHA B. D 033172011 Airport Advisory Commission Email
Hobgood Leslie A 03/31/2011 Airport Advisory Commission Email
Jackson Earl A 02/22/2011 Airport Advisory Commission Email
Loomis Barbara L. C 03/31/2011 Airport Advisory Commission Email
QUINN JAMES D. Jr. T 03r31/20M dmm' h;’:g;:":’“ ¢ L | ]
RICHER PRISCILLA R. 03/31/2011 Airport Advisory Commission Email
STONE NEIL H. E 03/31/2011 Airport Advisory Commission Email
TAFOLLA MARK 03/31/2011 Airport Advisory Commission Email
Tate Kyle M D 03/31/2011 Airport Advisory Commission Email
Wolfe Michael K. 03/31/2011 Airport Advisory Commission Email
WOOD LOREN G. 033172011 Airport Advisory Commission Email

8. Select Export Report, then Download to Excel

[ Report Type ][ Report Filters ][ View Report ][ Export Report ][ Send Email

Download to Excel
biame_—_______JLogon o R r—" Email

BARROS MARCO A. () 033172011 Airport Advisory Commission Email
BENSON EDWARD A. R jw 03/31/2011 Airport Advisory Commission Email
EGLIT VERNER E 03/31/2011 Airport Advisory Commission Email
GISH KYLE A. 03/31/2011 Airport Advisory Commission Email
HENDLER MARSHA B. D r 03/3172011 Airport Advisory Commission Email
Hobgood Leslie A A 03/31/2011 Airport Advisory Commission Email
Jackson Earl 02/22/2011 Airport Advisory Commission Email
Loomis Barbara L. C 03/31/2011 Airport Advisory Commission Email
QUINN JAMES D. Jr. T | oamron i‘;::;‘:;‘%’;;’mlf;ﬂ:f’s EopnissiniLtAn por |
RICHER PRISCILLA R. E 03/3172011 Airport Advisory Commission Email
STONE NEIL H. D 03/3172011 Airport Advisory Commission Email
TAFOLLA MARK 03/31/2011 Airport Advisory Commission Email
Tate Kyle M 03/31/2011 Airport Advisory Commission Email
Wolfe Michael K. 03/31/2011 Airport Advisory Commission Email
WOOD LOREN G. N/ 03/31/2011 Airport Advisory Commission Email
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9. This is the report in Excel

rLgl mErosofitgxcel SNonEomplanceRpi{E ||
EI_‘I Ele Edit ‘iew Insert Format Tools Data  Window Help  Adobe PDF

INEHBOE 3IFVE 8RBT |2 = -2l Rl B © @i
ERraRrEy |
Al - & Mame
A B c D E §
1 Name Logon Id |Due Date| Board, Commission, or Department  |Email
2 |BARROS MARCO A Y [ 3/31/2011[Airport Advisory Commission Email
3 |BEMSOMN EDWWARD A, R 34312011 |Airport Advisory Commission Email
4 |EGLIT WERNER 3/31/2011 |Airport Advisory Commission Email
5 |GISH KYLE A E 33152011 [Airport Advisory Comrmission Ermnail
B |HEMDLER MARSHA B. 34312011 |Airport Advisory Commission Email
7 |Hobgood Leslie A D 3312011 |Airport Advisory Commission Ermail
8 |Jackson Earl A 22272011 |Airport Advisory Commission Email
9 |Loomis Barbara L. 343142011 |Airport Advisory Commission Email
C Convention and Visitors Commission,

10 |QUINK JAMES D. Jr 3/31/2011 |Airport Advisory Commission Email
11 |RICHER PRISCILLA R. T 343122011 |Airport Advisory Commission Email
12 |STONE MEIL H. 34312011 |Airport Advisory Commission Email
13 |TAF OLLA MARK E 3312011 |Airport Advisory Commission Ermail
14 |Tate Kyle M 34312011 |Airport Advisory Commission Email
15 |Wolfe Michael K. D 343142011 |Airport Advisory Commission Email
16 |WOOD LOREN G. N | 3312011 | Airport Advisory Cormmission Ermnail
17

10. If you select Send Email you will get an option for Boards and

Commissions and a drop down list with Qetions for emails.

[ Report Type H Report Filters ” View Report ” Export Report ” Send Email ]_

Ho Email Type Selected

E | Re i ; ..
=t [#] Beards and Cemmissions
[ Board Lisisons
<

Email Type: Create Email ‘

From: FDR Liaisen

To: funny.name@gmail.com

REDACTED

Subject:

Body:

& Internet

Be sure the email type is blank and select Create Email.
You can put a message in the body and send it to all of the members listed
in the report.
At the bottom of the page you may chose | Preview Recipients

] [ Send Email ]
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11. This is a good way to see exactly who you are sending an email
to.

[ Hide Recipient List ] [ Send Email ]

T

BARROS MARCO A. ?/ \*Q
BENSON EDWARD A. REDACTED
EGLIT VERHMER

GISH KYLE A.
HENDLER MARSHA B.
Hobgood Leslie A
Jackson Earl

Loomis Barbara L.
QUINM JAMES D. Jr.
RICHER PRISCILLA R.
STOME NEIL H.
TAFOLLA MARK

Tate Kyle M

Wolfe Michael K.
WOOD LOREN G. I&\ j

12. When you are ready select | Sand Email |

13. Please note: There are known issues with Firefox. Please use
Explorer or Safari to complete/view FDR reports.”
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