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GUARDIAN FINANCIAL DISCLOSURE INSTRUCTIONS 

New Filer:  If you are new user for 2016, you will receive two emails from the Guardian Software System to file your 

Financial Disclosure for 2015 with instructions on how to enter the system.  Your username will be in one email and 

the second email will have a temporary password.   Begin with Step #1.  

Annual Filer:  If you are already in the system and need to file your annual filing, you will not receive new credentials. 
Please go the Guardian site located at guardian.ok.gov and enter your username and password. The system will ask 
you to reset your password.     If you don’t know the username, please use the “Forgot your User Name?” option.  En-
ter the first name, last name and Email address, click on “Get User Name”.  It will ask you a security question, if an-
swered correctly, the system will send you an email with your username.  Once logged in, begin with Step #6.  

If you have your username and don’t know your password, enter the username and click on “forgot your password” 
option.  It will ask you a security question, if answered correctly; the system will prompt your password on the screen.  
Enter your password and click on Login.  If it’s been some time since you logged in, the system will ask you to reset 
your password.   

New Filer:   

1# - The first email will list your username.      

 

#2 - The email provides a temporary password which you will need to log into the system.  
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#3 - The system will take you to the login page, click 

on the Filer Login tab.  

 

 

 

 

 

 

 

 

 

 

#4 - Login with your temporary password. It was 

provided in the 2nd email.  

 

 

 

 

 

 

 

 

 

 

#5 - The system will ask you to put in your previous 

password and to set up a “New Password” as your 

permanent password to choose a security question.   

 

Once your permanent password is in place you will 

need to log in to the system using your Username 

and New Password.   
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#6 - You are now in the “Personal Disclosure Workspace”.   

You need to edit your profile with the “Edit Profile” button and 

enter your mailing address, phone number, employee id (if you 

have one).    

 

 

 

 

 

 

 

 

 

 

#7- Complete the information indicated with the red asterisks. 

And then click the “Update Profile” red button at the bottom of 

the frame. 

This profile will stay with you for as long as you are a required 

filer including if you change agencies.   

This profile information can be updated and changed as necessary 

for name changes, email changes, address changes, and phone 

number changes.   

 

 

 

 

 

#98- Now you are ready to do your Disclosure.  Under the 

“Pending Disclosures” section the Filing Year required will be 

queued up for your attention.  Click on the blue Edit link on the 

right.  NOTICE...you are filing for the previous calendar year.  In 

this case the Filing Year is 2015.  You must answer the questions 

for information between January 1, 2015 through December 31, 

2015. 
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#9 - There are 10 sections to this form.  All sections are open and requires you to make an entry in each section.   Again, enter the 

required fields with red asterisks and those that apply to you.  This section requires you to enter an appointing authority, date of 

appointment and expiration of term. If you are a state employee, you will need to leave the expiration of term blank.  

                                                       

#10 - For each entry, you must either enter the required information with red asterisks or  click on the checkbox at the top of each 

listing if you have no information to disclose for that section.    When you have completed the information, select the red “Add 

Employment Info” button at the bottom to save the information you entered.  NOTE: You must click on the “Add Employment Info” 

button even if you checked the box for no information o disclose. 
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#11- The system will display the information you 

provided.  In the example a state employee has 

no other private income and has checked the  

“No disclosure of this type”.  Review the infor-

mation.  If you need to update it click on “Add 

New Disclosure.”  

#12.  Once the information is accurate, select 
“Return”.  This returns you to your workspace.  

 

 

#13 - As each section is completed, an entry is 

added under the Section heading.  See the arrow 

where “Nothing Reported” has been added. 

 

 

 

 

 

#14 –Some sections will allow for multiple en-

tries, such as Section 3.  In these section you 

must click “Add to list” to save each item added. 

As items are entered, a grid will populate.  When 

all necessary information has been added click 

return. 

 

 

 

 

#15  Once you have completed all sections and 

are ready to move to the next step in the filing 

process you must select the red “Continue” 

button at the bottom of the page. 

 

NOTE:  If the screen does not go to a signing 

verification page, scroll to the top of the page 

for red text that will tell you what needs to be 

completed before continuing. Correct what is 

indicated and click Submit again. 
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     [SAMPLE FILING] 

 

 

 

 

 

 

 

 

 

 

 

After you’ve clicked “Finished” the system will return you to your work-

space.  Notice that your filed Financial Disclosure appears under the 

heading “Filed Disclosures” where you can “view” the filing.    

#18.  AMENDING.  If you need to amend this financial disclosure you will 

select the “Amend” hyperlink next to the filing and update the sections 

by selecting the “edit” button under the relevant section. You will then 

go through filing process again [steps 15-18]. 

NOTE:  The filer in the example screenshots is from the test site and is 

not an actual filer.   
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#16 - You can Preview your Unfiled Report by clicking on the red 

“Preview Unfiled Report” button to review your report.  If the 

report is good, click the “By signing…” checkbox and the red sub-

mit button.  NOTE:  The Preview Report will have a Preview Only 

watermark and the “Date Submitted” will not be populated.   

#17 - After submission you will receive a confirma-

tion screen with a link to view, save and print a copy 

of your report.  Then click the red “Finished” button. 


