SECTION III: Group Federal Officer Management

Tools and Access to Advisory Committee Data

The Group Federal Officer (GFO) is not an official term with regards to the Federal Advisory Committee
Act (FACA) or any other official government employee that we know of. The GFO was made up by the
Committee Management Secretariat to identify the role of a person who holds an agency supervisory
position over a group of committees, i.e., the National Park Service in the Department Of the Interior or the
National Institutes of Health in the Department of Health and Human Services. The GFO uses the on-line
system to manage the sub-group of advisory committees, manage agency users of the system within the
sub-group, and, if necessary, to update the information on advisory committees during the current fiscal
year. FACA requires that information about the advisory committee be provided at least annually. The
web-based database accommodates and builds upon that requirement by both allowing the continual
updating of committee information throughout the fiscal year and providing committee management
functionality. Keeping the data continuously up-to-date converts the system from a focus on history and
records to a focus on management and immediate relevancy. With frequent and timely updates, the system
becomes more useful to everyone, ranging from the public user to congressional staff with oversight
responsibility.

What is the FACA Database?

The FACA database is a specialized database on the web. The Federal Advisory Committee Act
originally required that specific data items about advisory committees be collected by the President
annually and transmitted to Congress for review. From 1972 through 1996, this data was collected via
collated, paper-based reports, produced in the fall of each year after the fiscal year closed. In 1997 and
1998, this on-line, web-based, database system was used by all the government agencies that have advisory
committees to collect that data. In 1998, this on-line system was demonstrated to the House Oversight
Committee on Government Reform. Since that year, this system has been used to continuously collect and
report all of the advisory committee data and Congress no longer requires that a “printed and transmitted”
annual report be produced, although the data must still be provided.

The “GFO” user has access with edit and update rights to the current fiscal year’s data for their specific
committees via the Internet. The GFO is given their access rights, their logon (username) and their initial
password by the agency Committee Management Officer (CMO). The GFO, like any public user, can view
all of the information on all of the committees available for the current fiscal year in a read-only mode in
the Public section of the system. At the same time, only the DFO, or their designee, the GFO or their
designee, the agency CMO, or their designee, or a Committee Management Secretariat (CMS) staff
member can edit or update the committee data being reported for the current year.

What kind of data is being collected and maintained?

For the GFO, the program collects, totals, and displays

e  Committee charters and related information,

e Projected committee renewal or termination dates,

Distribution of establishment authorities and committee functions,
Committee members,

Committee costs,

Agency’s recommendations for continuation or termination of the committee,
Report titles, publication dates, and electronic copies of the reports,

Meeting dates, purposes, locations, whether the meetings were open or closed, and electronic copies of
the meeting minutes,

Ongoing committee justification information,

e Performance measurement data,



e  GFO contact information,

e Agency users and editing rights, and

e Any web site addresses (URLSs).

The database does not contain meeting announcements or committee recommendations to the agency,
although the designers have included provisions for those additions in the near future.

How does the GFO use the system?

The system is designed to capture relevant information when first entered by the CMO and DFO, and to
carry that information forward from year to year until the information is no longer required.
1) When a committee is first established and chartered by the agency and added to the system by the CMO,
the information entered addresses the committee’s general information, membership information, and
estimated cost information requirements.
2) The CMO and/or the Committee Management Secretariat (CMS) use the Consultation process found on
the Committee Menu page to complete the committee establishment. Since they usually do not use the
Consultation feature or make frequent consultations with the Committee Management Secretariat, the GFO
and DFO do not have the Consultation hyperlink displayed on the Committee Menu page they normally
view.
3) The CMO adds the DFO as a user to the system and provides the DFO access to the newly created
committee.
4) The CMO creates a group of committees for intermediate management.
5) The CMO adds the new committee to the appropriate group (or, in some rare cases, more than one
group).
6) The CMO adds the GFO as a user to the system and provides access to the committee group for which
the GFO is responsible.
7) The CMO has the DFO or the GFO log onto the system and

e Edit the general information for completeness and accuracy which contributes to the annual report

requirements and keeps the Renewal or Terminate Report timely and useful,

e Add meetings and reports as they occur,
Add or delete members as they come and go,
e Add or update costs as they occur,
Add or update the web address if a web site is created for the committee,
Add or update their own contact information as it changes,
Add or update the annual performance measurement data,
Recommend the continuance or termination of the committee by the end of the fiscal year, and

e  Verify the accuracy and completeness of the committee data for the closing year.
The guidance for the above data entry activities is found in the DFO Help manual, since the DFO or her
designee normally does the data entry and information maintenance. The GFO, or the CMO if she or he
chooses to do any or all of the tasks above, would find that the general information data, cost information
data, and member information data added during the establishment of the committee has been carried
forward to the relevant report pages for each reportable year. At the end of the year being reported and
closed, the program carries all of the data entered forward into the new year except for meetings and
reports.

The GFO also has access to the public read-only section of the system. This section can be very helpful
and useful to their management needs. Using the Search feature, the GFO can discover what other
committees exist in other agencies with issues and concerns similar to committees they are responsible for
or planning to charter. With that knowledge, the GFO can Drill Down to the specific committees of
interest and determine if the system has information useful to them, or they can identify people in the other
committee’s agency to contact for further investigation. In the Public Access section, the GFO drills down
from the general Year to the Agency to the specific Committee to view the desired information. At any
time the GFO can Search the entire collection for any word or phrase, use a Filter or Database Search to
limit the data displayed, and/or Download selected data to a spreadsheet.
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The opening screen for the ~
FACA Database lets GFOs H]?Argﬁ m]h)atabase ‘! ”
know that .they have .found t.he T

data repository and lists their

Optlons' The most direct Public Access  The Federal Advisory Committee Act (FACA) database 1z used by Federal agencies to

address for the system 1S continuously manage an average of 1,000 advisory committees government-wide This database
httD ://WWW.facadatabase.gov. Logon 15 also used by the Congress to perform oversight of related Executive Branch programs and by

. the public, the media, and others, to stay abreast of important developments resulting from
The FACADatabase is part of a B

family of shared-interagency-

databases located at Although centrally supported by the General Services Admmstration's Cormrmuttee Management

Secretariat, the database represents a true "shared system” wherein each participating agency

http//WWWﬁdOgOV Commitiee and individual committee manager has responsibility for prowiding accurate and timely informatio:
. Management that may be used to assure that the system's wide array of users has access to data required by
Hyperlinks and buttons control Secretariat .,y

navigation throughout the
system. The Navigation hyperlinks and buttons that are visible change depending upon the purpose of the
page and the requirements (or rights) of the user. The navigation hyperlinks are located in the top border
and the left border areas of each page. GFOs should move from page to page with the navigation
hyperlinks or buttons as much as possible and avoid use of the browser buttons (like the arrows to go back
or forward).

The reason to avoid use of the browser button where possible is that the FACA Database is truly a
database, an application running on the web. A database/application operates differently on the Internet
than purely informational net pages. Browser buttons and menu options are designed and normally
intended to take the user back to previously displayed pages of static, unchanged, and usually, minimally-
related or unrelated content. On the other hand, while the pages of a database system might appear to
change in content with every “selection, filter, edit, save, insert, or delete”, each page has a distinct,
“keyed” relationship that the page maintains with the preceding and following pages as the user drills down
or moves up through the data.

The five navigation hyperlinks on the opening screen navigate to the

Up,

Search,

Help,

Public Access,

Logon, and

“Committee Management Secretariat” pages.

The cursor becomes a hand as the mouse moves over the hyperlinks so the user can be certain which link is
being selected.

FACA Databas{ up, from the home page opening screen moves the user up (or back) to the
Home - FACA Datahase Federal Interagency Databases Online (FIDO) page. Generally, the Up link

# *f"f& = ? moves the user up (or back) to the previous screen.

Public The Federal Ad e .
ﬁis = oceee AN Search, when it is switched on and working,

continuously mang

Logon isalsoused by thy  allows the user to search for any text or phrase in FACA Database
T the pubkte, the me) o entire set of data stored as part of this system. Search Page
adwisory cormnimittd

That includes the data comprising the annual Please enter your search and click Go

Although centraly)  comprehensive reviews, the committee charters,
Secretanat, the dd

. . | @
Comuitice and ndwidual .o @nd any stored meeting minutes or reports. B

Management that may be used
Seorctariat  Fpcy
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Help explglns thfe syntax, terms,  [[A
and meaning of items of Hame Starch

FACA Database - % A

information collected as part of
that year’s Annual
Comprehensive Review. Help
displays a selection of manuals
that explain the system’s
functionality to the system’s
different users. This specific
manual we are currently
examining is for the part of the

Public Help Manual .pdf .doc
DFO Help Manual .pdl .doc
GFO Help Manual .pdf .doc
CMO Help Manual .pdf .doc
Complete Help Manual (extremely large file) .pdf .doc
What Each ITEM NO. Means:

The items with numbers have the same numbering system that was used on paper reports before 1997, They are arranged below in
the same order that they are found on the web site, They are behind hyperlinks using the same names as the groupings below.

Tnformation:

the two to five letter agency abbreviation for the kaghest depastment

is required This agenc: 4
bished by the agency and ¢

e belongs, & g . HHS 01 be edited on this page
g, 2000, 2001, 2002 . Jt be edited on this page. Ths ftem is required
The Full name of the commit o subcomraraites, in the carrent chaster, & g Arkansas Advisary Committee, carmot be edited on

thes page. This em i required
Committer St
displayed as a r
4 New Commi Ths

and cannot be edited on thes page

system designed for GFO access.
The manuals can be viewed on

: required The status wil display as Chartered or Terminated and carmot be edited on this page Thas data is
sken on the Consultation pags
m s vequired This dtem is Yes i the commater was established during the fiscal year being reported, otherwise Na,

the screen with Microsoft Word
or Adobe Acrobat Reader and printed.

Public Access takes the GFO to a page listing the fiscal years in
the system and a download center for extracting selected data
from the system. The data for the current fiscal year is
considered incomplete unless the user is confident that the DFOs
for each committee update the information continuously and
regularly throughout the year as events take place. At the end of
the fiscal year each DFO, GFO, and CMO verify the accuracy
and completeness of each committee’s data. The information on
a committee is not considered or reported as official and complete
until that committee has been verified by the CMO for that fiscal
year.

Committee
Management
Secretariat links the
GFO to the Committee
Management MyGSA

FACA Database -4 4

Public Access
Home Up Search Help Score300 FY2003

Explore Data |
Database Search
tembers Search
Download Center

Annual Comprehensive Reviews

Choose Fiscal Year:

Username FPassword |

Contacts

Find & GSA Organizatio

Redister for MyGSA

Secretariat’s home
page, the launching

Home = Policies, Guidelings, Regulstions, and Best Practices = Management of Fedaral Advizory Committess

Management of Federal Advisory Committees

Add to WMyGSA

pOlnt fOI' a Each Federal agency that sponsars advisory committees must adhere ta the requirements established by the FACA as well as those
1 administrative guidelines provided by the U.S. General Senices Administration's (GSA) Committee Managernent Secretariat. G5A has had
Comprehenswe the responsibility far overseeing the FAGA since 1977,

examination of the
advisory committee
process, practices,
history, case law,
advice and training.

Categories

= Best Practices
GSA shares best practices on managerment of
federal advisory cormmittees governmentwide so
federal agencies can better serve our citizens.

Councils and Communities of Interest

Databhases, Directories, Information and Reports

GEA provides access to information and research on
the Management of Federal Advisory Committees

Events
Federal Advizory Committee Act Interagency Meeting

Minutes for 31402 (FACA)

Resources in this Category

Committee Management Secretariat - A description of the duties and role of The Committes Management Secretariat.
The Federal Advisory Committee Act with Amendrments and Annotations - The Federal Advisory Committee Act became law in 1972 and

= Programs (1)
GSA sponsors programs about management of
federal advisory committees.

= Begulations. Guidelines and L aws
GSA provides information about acquisition
regulations, guidelines, and laws.

= Training and Professional Development
Federal Advisory Comnittee Act Training

iz the legal foundation defining how federal advisory committees operate. The law has ...




Logging onto GFO Data Maintenance Activities

Logon allows GFOs who are responsible for the committee data and who have editing rights to log on to
the current year and view and update the management data. DFOs can update their committees, GFOs can
update the committees in their group, CMOs can update all of their agency’s committees, and the
Committee Management Secretariat’s staff can update all the agencies’ data. Unless the GFO wants to add
or edit some specific committee data or limit the display to just the committees for which they are
responsible, there may be no need to log on. All of the information, searches, and most of the reports are
available from the Public Access section, the difference being that the Public section is read-only.

Clicking the Logon button displays the Logon page.
The Logon page has seven hyperlinks, four data fields
and one submit button. The main hyperlinks are
Home, Up, Search, and Help. Home returns to the
system’s opening page and ends the work session. We
discussed Up, Search, and Help above. The
additional hyperlinks are Score 300, Presidential
Committees, and Presidential Members, which are
potentially helpful status reports. The data fields are
the LOGON Text Box, the PASSWORD Text Box,
the OOPS Check Box, and the I WANT TO
CHANGE Check Box. The submit button is Continue.

Logon : [kigfa

Password: [
[T Oops. I forget my password. Please send by email.
™ Iwantio change my user information

FACA Database . 4% 4

Logon Page

Home Up Search Help Score300 FY2003

This form is for governmeni employees,
who are providing committee management data.

Presidential
Commitiees
Logon : |
Presidential
Members Password: |

[T Oops.1forgot my password. Please send by email.
[T Iwant io change my user information

Continue

To Logon, the GFO enters his/her username in the Logon: Text
Box field and their password in the Password: Text Box field.
When the Continue button is clicked, the program advances to the
GFO’s My Information page. If the GFO user logs on with their
e-mail address as the username, the program advances to the
Committee List page.

The GFO can change their user information
any time they are logging in by checking
the I WANT TO CHANGE Check Box

FACA Database

My Information
Home Up Search

Yy & 4

Help Score 300 FY2003 kfgh GFO

before they click the Continue button. If
the user fills out the My Information page,

Existing Logon kfgfo Existing Fassword kfgfo

including their e-mail, than the OOPS
Check box will work. To receive an email

Please use your EMAIL ADDRESS to logon.
Security is improved.
This screen will NOT appear, if you do.

with their password, the user enters their

LOGON (E-mail address), checks OOPS,
and clicks the Continue button. Then the
user waits for an e-mail from the system
that reminds them of their password.

First Name |kf Last Name |qu Phone |2EIE 273-3567

Enter Email address |kennert.fusse|l@gsa.gov
Confirm Email address |kennert.fuase|l@gsa.gov

Enter Password |kfgfo
Confirm Password |kigio

Cantinue |

Logon Error

Your logon or password is not correct.

Please click the Up button.

If the GFO receives a Logon Error, they should note

the error explanation and contact their CMO to adjust
their access rights. If you enter an incorrect Logon or

Password, you receive the “Your logon or password is
not correct” error.
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If your dates for access
have expired, you
receive “the Logon

Date has been Your authorized end date has been exceeded. Ask your CMO to extend your user end date.

exceeded” error.

Please click the Up bution.

Logon Error

Logon Error

Please click the Up button.

Your logon is not active. Ask your CMO to update your user information.

If your CMO has designated you as an
“Inactive” user, you see the “inactive
logon” error when you attempt to logon.

The Score 300 hyperlink displays a color-coded ranking of agencies for | FACA Database 4

the current fiscal year. It is a quick way to rank both the usage of the
system by agencies as well as the completeness and accuracy of the
data, since one can tell from the color and the number of committees
updated just how much data entry/updating activity has occurred. Don’t

Presidential

regard it as a “ding”. Think of it as a reminder and friendly competition Commitiees
Logen:[ |

among government employees. The user returns from the Score 300 Presidential

page using the Up hyperlink.

Logon Page

Home Up Search Help Scorg300 FY2003

This form is{for govermment ey
who are providing commitiee manag|

“Memhers Password:

[ Oops. I forget myp
[T Iwantio change m]

Score 300
Home Up Search Help Score300 FY2003

Scoring Legend [N B2 L 1]

FACA Database i %

Cantin
a Score 300 - Microsoft Internet Explorer provided by General Services Administration =& 1[
File Edit Wiew Favorites Tools  Help ﬁ
Back v = - (D #at | @ zearch [GFavorites  @Meda oH | By S [ - Lo
Address |@ http: . fido.gov facadst abasejscore300.asp j 6o
-

Score 300 (Updatzd + DFO Verified + CMO Verified + CMO Rolled Over =300

Rty S ervice
of

[Verified By [Verified By [Verified By [Total
lAgency (Committees [Updated ICO GFO IDFO CMO Roll Over [Last Time Updated Score
[F 454 B-Federal & ccounting Standards il il Il 1 il [2/7/2003 1:58:48 PI 25 Lo
L& dwvig vy Board

Sé-Jocial Security A dministration 1 L ] 1 p16/2003 9:43.00 AN 50
|4 DF-African Development Foundation 1 L 1] [3/13/2003 11:05:01 AL ]
FALCommizsion on the Future of the il il 1] 1 /24/2007 12:12-46 P 73
[United States Aerospace Industry
[FDIC-Federal Deposit Insurance il il 1] 42142003 T:24:41 A 73
orporation
[33A-Ceneral Jervices Administration [ [ ] EH2/2003 0:.48.28 AN ]
FUE-Momis K Tdall Bcholarship and il il 1] /652003 4:49:24 PI 73
[Excellence in Mational Environmental Folicy
[Foundation
CD-National Council on Disability ] ] ] B25/2003 7:40.535 AM ]
EH-National Endowsment for the ¥} ¥} 1] /222007 3:01 26 P 73
[Humatities
IDOL-Department of the Interior 115 1 ] ] 24 /162003 1:535:37 PM 7
SF-Mational Science Foundation 0 0 ] [5/5/2003 4:39:45 PM 3
CR-Comrdzsion on Civil Rights 1 E7 ] ) [ [5/15/2003 5:59:42 PM 6
IDO3-Department of State 18 F E [ o] EH20/2003 11:12:45 AM 3
IAID-A gency for International Development [2 L ] [B/18/2003 40535 PM E7
NC3-Corporation for Hational and ] il 1] l441 5/2003 33201 P BT

hstare ||| ] @ @, (DB G B ||[E]score 300 - Microsoft ... EaFosystem.dac - Meroso.., B 2P Al sam
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Clicking the Presidential Committees
hyperlink displays basic committee
information on committees that are either
Presidential in type or established by the
President. A committee is Presidential in
type if it reports to the president even
though it may have been established by
Congressional Act. The committee listed

Lo 11 FM
: Co
4“'3_:';';:1_” 2001 [vA Presidential  |Continue | Alfomo Foteet T03-696.5466 | 10793
13002
15538 FM 2001 |MEA Fremdential | Contne Henry Moran 20HGER-5109 1053
13 Stanstory
1300 1 et " Con T 132
11856 M 2001 [TFSTR iiuue::]sx nbnue i) 34
Presidential type.

Clicking the Presidential Members hyperlink displays a
list of committee members appointed by the President that
are in the current year’s member list. These two
hyperlinked reports are on the logon page at the request of
the White House Personnel office. These reports, like all
of the database’s reports for the current year, can only be
as useful and accurate as the DFOs are consistent and

regular in keeping the data up-to-date.

July 17, 2002 12:20:46 P
cpreadsheet XL ASCIT

m AppointmentT erm

Mo Frzed Term Hone H

in the third row is an example of

Members of Committees with Presidential Involvement July 17,

Board for
2002 |AID 630058 172001 | Preadental Ho F
2002 |AID :";;"A‘:x."“:;f:l‘“’ Db, D, Ada 72895 | 12001 Prosideatial ¥ H
Drewelopment
Board for
2002 [AID I:":'""""'"’J_F""‘" L":i"r" 121200 1102 |Presdental 2 ye
Development

These reports, like most and eventually all of the database’s
reports, can be downloaded to the user’s computer for more
direct use and customization via the Spreadsheet, XML, and
ASCII hyperlinks. No part of the data kept for public
accession online is subject to privacy provisions. Any public
user may download all of the publicly displayed data in the
online system.

The GFO’s Committee List and Management Activities

When the GFO logs on to
the system, they proceed
straight to the Committee

Commitiee List
Home Up Search

FACA Database

Reporis  Agency Toials DFO  All Annual

v T &

Help Score 300 FY2003 kfzfo GFO

List Page for their group.
The Committee List page
provides the GFO with
access to any of their

Tools
End of FY

Manage Users

Group: NIH-AIGFO

o J1==Fre [INes: = Joottom Pow=-§ Row=] micer | Download |

committees, and displays

Committee Name |Number | LastUpdated | DFODate | GFODate | CMODate

the navigation hyperlinks

‘AIDS Fesearch & dvisory Cormittee, NIAID

72| | \ \

[ Alerery, Tropenmpl

that activate most of their

and T

ion Research Corrittee

785 |

management activities in

Infectious Diseases

Board of Seientific Counselors, Mational Institute of &llergy and

this web system. We will
discuss the navigation
hyperlinks first, and then
the hyperlinks that access
the individual committees.

|Chuonic Fatigue §

‘Mlcrobiologg Infectious Diseases and &ids [nitial Review Group

‘Nati;:mal Advisory &llergy and Infectious Diseases Council

\
\
e fydvisory Coraittes ‘
\
\
\

‘Natinml Aivisory Council for Biomedical [maging and Bioengneering

Hational Institute of Allersy and Infectious Diseases Special Eraphasis
Panel

[Top |1 Prev JiNext = WG otiom fiRow - JIRow= [Filter [ Download |

[1-8: &
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The Committee List page currently displays eight hyperlinks in three groups. The new hyperlinks on this

page are

For the Reports group:

e Agency Totals,

e DFO Report, and

e All Annual Reports

For the Tools group:

e  Manage Users.

And for the End of FY group:
e None for the moment

There will be additional GFO management reports added to this page in the very near future.

Agency Totals

The Agency Totals hyperlink
displays the Totals page for the
group, which are totals of the
collected data elements for the
current year thus far. The Active
and Inactive lines refer to
committees for the entire agency.
The rest of the lines refer to the
distribution of the committees in the
group among the elements. New or
terminated committees in the group,
the distribution of committees by
authority or function in the group,
the number of meetings, reports,
members, costs, etc., etc. The
accuracy of the report at any point in
time during the current year depends
upon the frequency and timeliness

FACA Database iyl >

Agency Totals
Home Up Search Help Score300 FY2003 kfgfo GFO

Group: NIH-AIGFO

ACTIVE ACTIVE COMMITTEES 246
IADMIN INACTIVE "Y" ADMINISTRATIVELY INACTIVE COMMITTEES|

4. [NEW "YES" NUMEER OF NEW COMMITTEES

Ba. TERMINATE "YES" [NUMEER OF TERMINATED COMMITTEES

11.

COMMITTEE AUTHORITY |a. REQUIRED BY STATUTE

b. AUTHORIZED BY STATUTE

c. AGENCY AUTHORITY

d. PRESIDENTIAL DIRECTIVE

14.

COMMITTEE TYPE a. AD HOC

h. CONTINUING

c. PRESIDENTIAL

15.

COMNMITTEE DESCRIPTIONa. NATIONMATL POLICY/ISSUE

b. NON-SCIENTIFIC

c. SCIENTIFIC/TECHNICAL

d. GRANT BREVIEW

F-—-GRANT REVIEW SPFECTAL EMPHASIS PANEL

e. REGULATORY NEGOTIATION

-
OO O OO RO~k S OO0 S| O[N]SO -

of committee information data entry f. OTHER
162 REPORTS NUMBER OF REPORTS
on the part of the DFOs, and that, to | i+ hmrrmes N
some extent, depends on the b. CLOSED
guidance provided by the GFO to . 1;%1}?” CEOSED
the DFOs. I : e
I RS mInss —
DATA ELEMENTS CURRENT ACTUAL| NEXT E5TIMATE|
18/COMMITTEE COST a. PERSONNEL PAYMENTS
(1) NON-FEDERAL MEMEERS $25,857.00 | $398,300.00
(2) FEDERAL MEMBERS $398,800.00 | $25,857.00
(3) FEDERAL STAFF 1$3,384,399.00 §3,384,399.00
(4) NON-MEMBER CONSULTANTS| _$16,223.00| _$16,223.00
b. TOTAL TRAVEL AND PER DIEM|_$680,869.00| $680,869.00
. OTHER 1$1,896,327.00 51,896,327.00
4. TOTAT 1$6,402,475.00 §6,402 475.00
19/FEDERAL STAFF SUPPORT YEARS TOTAL FTE YEARS 32 3
5a [MEMBERS 173
5h [SEP MEMBERS 813
s [TOTAT MEMBERS SERVING DURING FISCAL YEAR] 986
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DFO Report

The DFO Report hyperlink displays the
DFO Report page, a listing of the
Committees and the DFOs’ contact
information. Again, this information is
only as useful as the DFOs’ timeliness in
keeping their information current. Of
course, the GFO has to give the DFOs
access to their committee data for the
DFOs to keep their information up to date
or the GFOs have to do the data entry
themselves.

All Annual Reports

Home  Up

Search  Halp
2002-Group: NIH-AIGFO

Name
ROBERTA
EINDER
BONA SISKIND Exerutive Secretary

FPhone

einntific Favine
i dmarstentor

DL
HALULA

o HORTENCIA  Dereten 14T

Eail
i G g

hNinnh gov

e g

s gurwrandninid nih gy

The All Annual Reports hyperlink (which is really useful only after the end of the FY and all of the data is
reported and verified) should display a single, continuous, scrollable, printer-friendly page of all the annual
reports for all the committees in the group for that year. Depending upon the number of committees in the
group, this page can take a while to load and display. This page can also be saved to a Word document and
once in Word, the user can add page breaks and other formatting features to display the reports as formally
as required. To return from this page to the Committee List page is an instance of when the GFO will

have to use the browser Back button.

Manage Users

The Users List
hyperlink displays the
list of agency users
responsible to the GFO

[Users List

[Home Up Search Help

2002 Group: NIH-AIGFO

DFO Report _ Fomm view

and their permissions ¥

Logon Level

\Access

Start [End Active  |Last Logon

Browser

cgoadl DFO |2

on the system. After

1171741992 107142001 114171998 549:08 FM

Unknown Unknovm

llefdfo DFO 2

3/15/2000 53142010 8/15/2002 10:31:33 AM

TE 6.0

the Committee oo |2

3| Tea | =

b dispigna

971011598 1/31/2000

12/3/1958 11:49:23 AM

Unkenewn Taknown

Management Officer First Page Prev Page

MNext Page

LastPage

Page 1

gives the GFO status
on the system, the GFO can
e Add users at the DFO levels of use,

e  Control whether users can edit the current year’s data,
e Determine when a user will have access to the system, and
[ ]

Look up the user’s password.
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By clicking the hot key, which is the underlined number at the
left of the row of user information, or by clicking the FormView
Navigation Button, the GFO displays a user record to edit. The
Form View Button selects the first record in the list to display.
The Hot Link displays the record of the user identified in the Logon field.
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User Form Rules and Codes to Assign User Rights

On the User Form the GFO will find

buttons to Filter for a specific Logon, FACA Database ! ”

Users Form

Save an edited record, add @ NeW USET, |pume 1 search| Hep Scobaon Fr2oez wegs cro
and return to the Users List, but will

not find a button to delete a user. ,‘%’[ TH"TIN a S|
. liter ave (=1 Sers LIS
Once a user is added to the system, |

they are kept in the system so that ;:m n %
there is an audit trail regarding who bt Nanne ———
created or edited the data in the system | ——
during what year. When addinganew | ——
user, the GFO should add the name T

and contact information and the user’s Permission Accss 73]

rights. The DFO will have to

. . Start Date |9.ﬂ 01998 +.2. 114541998
complete any contact-information- —— —
uuuuu 14312000 2
fields that are left blank when they . : e
Active User Mo =
first logon.

DFO Conmittee | Chronic Fatigue Syndrome Adwisory Committee

I«

The rules and codes regarding the user
information and access rlghts First Page | Frev Page | MNext Page | Last Page |
(permission levels) follow. : =S = —

1) The user’s Logon name and password together form a unique key Logen [Ibdispigna
field that is not duplicated within the agency or even in the whole Password 1234567990

system. The username (Logon) should be in the form of the user’s
government email address, but it can be simply a combination of the first letter from the first name and
the full last name. The user should be easily identifiable from the username.

2) The password can be any combination of up to 16 characters and it can be duplicated in the system
with other users’ passwords. If the same user has more than one login, each of the user’s passwords
must be unique. Passwords are generally a system’s weakest point of defense from unwanted
intrusion, so, unfortunately, the best password is such a complicated combination of letters, numbers,
and characters that you will never be able to remember it.
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3) The GFO can add users at the DFO Permission Level. The DFO can only view
and edit their single committee when logged on; the GFO can view and edit all
the committees in the group.

Permission Level |DFO -

Permission Access 48

Start Date

4) Permission Access is either read-only: 1, or edit: 2. A user needs a Permission

. ) Start D

Access of 2 to make changes to the data and add new information. “taft“ e

5) The Start Date is the carliest date that a Start Date 1997 o2 11/5/199%
user can logon and the End Date is the End Date [ro7ra71938 o2 11751998
last date that a user can logon.

6) The Active User can be set to “Yes” or “No”. This field is used to turn a user’s [ AciveUser Jria
logon rights on or off without having to change all the other settings. EMail

TED ittoo
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The Committee for which the
DFO user is responsible can be
set from the “DFO Committee”
pull-down. The pull down list
will display all the possible
committees for the agency, and
the GFO clicks on the correct
committee.

7)

8)

EMail |kfusse||@gsa gov

DFO Committee

IAcquwred Immunodeficiency Syndrome Research Review Commitiee

Acouired Immunodeficien drome Research Re
PretAIDS Research Advisary Cornmittes, NIAID
Allerdy. Immunaology. and Transplantation Research Committee
Eoard of Scientific Counselors, National Institute of Allergy and Infectious Diseases
Chranic Fatigue Syndrame Coordinating Committee
Ilckie Microbiology and Infectious Diseases Research Committee
‘Webmaster MNational Advisory Allergy and Infectious Diseases Council
MNational Advisory Council for Biomedical Imaging and Bioengineering
MNational Institute of Allergy and Infectious Diseases Special Emphasis Panel

First Page |

Wisitor
118515

assigned to a group before she can set up DFOs for that group. The GFO should always click “Save”
before leaving the page after completing any changes to a user form.

The Filter button on the User Form
displays a filter page so that the GFO
can quickly find a user record based
on the most relevant criteria. The
New button displays a blank data
entry page for adding a new user. The
GFO returns to the full read-only User
List page with the Users List button.

To use the Filter page, the GFO selects
criteria like Yes for the Active User
text box and clicks the Apply button.
The Cancel button cancels the Filter

page.

To create a new user, the GFO click
the New button on the Form View
page shown above.

The CMO must set up a group before a GFO can be assigned to that group. A GFO must be set up and

FA'CA Database l , ’

Users Form
Home TUp Search| Help Sco

300 FY2003 kfgfo GFO

Group: NTH-ATONO

Fiherl Savel Newl Users List |

Lkon |Ibd\spigna

Pyssword [rzase76ad]

FACA Database 4 4% -
Users Form ’

Home Up Search Help Score300 FY2003 kfgfh GFO

Group: NTH-ATGFO

Apply I Cancel | Users List |
Logon I
Password l—

Check Logon Awvailahility

First Name l—
Last Name I—
Phone l—
Permission Level I_LI
Permission Access m

Stacilate | ez 11451998
EniDate | «.g. 114571998
EMail |
Active User

DFO Commitiee I
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The GFO fills in all the contact
information and applies the
permissions and rules to create
a new user and then “saves” the
new user by clicking the Save
New button. The GFO can
abandon the new record by
clicking the Cancel button.

FACA Database - i
Users Form
Home Up Search Help Score300 FY2003 kfgzfo GFO
Group: NIH-ATGFO
Sawve Mew | Cancel | Users List |
Logon I Required
Password I Required
Check Logon Awvailability

Firsi Mame I

Last Name I

Phone I

Permission Level IDFO 'IRequiIEd

Permission Access [1 Required

Blax Dat I «g. 114571998

EndDate I g 111501998

il I

Active User IND vl Reuired

DFO Commitiee I j

Editing a Committee’s Data

The GFO should check out the DFO System Manual for a

thorough introduction to the process of editing the committee

information.

FACA Database

Committee Menu
Home Up Search

e 4

Help Score300 FY2003 kfgfo GFO

752-ATDS Research Advisory Committee, NIATD

General Infin Anmnual Report
Recommendations DFO Info

Reports GFO Info

Meetings CMO Infa

Costs Committee Decision Maker
Jusiifications View Charter

Members Mark Yerified

Sub-Committees

The GFO has complete editing rights to all the committee data and all changes are made, meetings and
reports and members are added through the Committee Menu page. The links below display the editable

pages. The menu options include

e  General Info,
Recommendations.
Reports,

Meetings,
Costs,

Justifications,
Members,
Sub-Committees,
Annual Report,
DFO Info,

GFO Info,

CMO Info,

View Charter,

e  Mark Verified.

Committee Decision Maker,

Web Site (if the committee has one), and
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The Rest of the Story

There are many other features and reports available to assist the GFO in the FACA Database online system.
Most of the other features are found and described in the Public System part of the manual, although we
will continuously be adding additional heads-up reports/alerts specifically for GFO use. However, all of
the features, data, and reports are only as useful and accurate as the data entered and kept up-to-date,
primarily by the DFOs or their designees. The DFOs, keeping the system up-to-date as frequently as
possible, whenever the committee data changes, or even on a weekly basis, transforms the FACA database
into a rare commodity in government, a useful, interagency data-sharing and management tool. The FACA
Database online system has been available since 1997. It is a living system in the sense that it has grown in
usefulness and functionality (and size) every year that it has existed. Some of the improvement is due to
the improved technology of the Internet, and a little can be counted due to the increasing skill of the
development team. However, most of the improvement is due to the feedback, patience, and willingness of
the users to participate both in the development process and with on-line record keeping. The
FACADatabase is truly a shared system that belongs to all of us.
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