For Help with this process, contact the NSSC Customer Contact Center

at 1-877-NSSC123 or nssc-contactcenter@nasa.gov

Filing for OGE 450 Using Adobe Reader (.pdf)

Assumptions:

1. The filer does not have an active Entrust Certificate and does not have the Entrust client on the desktop

2. The filer does not have FileNet is installed on the desktop, version 4.2 for Windows machines, version 5.0 for MACs.
(if you have Entrust and FileNet, please use the Electronic filing process)

\ 4

Access the Form
OGE-450 via the
NASA Electronic
Forms Page at
http://nef.nasa.gov

>

The NEF search
page will be
presented. In the
Quick Form Search
field, type in “450”

Complete the Form OGE-
450 .pdf version
Using Adobe Reader.

Print and sign
the Form
Note: The filer

Adobe Reader will allow the
filer to type in the fields, but

should save a
copy his/her

Does the file
work for LaRC
or NSSC?

Filer provides required
information to the
attorney

Legal Counsel

Note: At this step, the agency has
officially accepted the OGE-450 v

Assign the form to an

attorney for review via
EPTS

Forms are scanned in,
added to the NSSC

the hard copy form is
archived

A

o the form can not be saved records
Q
(I
The filer places the
form in an envelope
» and delivers to the
Center collection point
(NSSC Liaisons)
l
. v v
8 The filer contacts g Collect the OGE
=S the supervisor and 8 o) 450s from the Fed-ex the forms
E the supervisor — N ) fi » in batches to the
. ' = ilers at each
o signs the filer's > © Center NSSC
- OGE 450 —
n
Forms are scanned in The EPTS administrator t(;o?ttﬁd iz fllert asklr(;(gj
Fed-Ex package batches, added to the reviews each form in Does the No 3 t Ty t(;]orrfec o ad
received by NSSC  |—» NSSC electronic library | the library and »<_Agency accept p| cdatato eb °Ttm an
Document Management and the hard copy form associates it with the the form? Not _r_T_iu f:md
@) is archived filer's record in EPTS forn? v?/.ill no(te b:rre(l?tcj)rpréd
g to the filer for additions
zZ Tes or corrections

electronic library, batch Filing Complete
copied into EPTS and 9 p

4

EPTS natifies the
attorney that OGE-450s

Review the electronic

oes the file
need to be

»  version of the form

are awaiting review/
approval

within EPTS

contacted?

Print and sign the form
and mail the form to the

NSSC

Contact the filer
requesting further
information via email
through EPTS




	Page-3�

