Online EDS 2.0 - Instruction Manual - Vendor Registration

1. Overview

In this tutorial, we will provide instructions on how to set up an account:
e Complete user registration request

e Email notification of user registration regarding approval status (i.e., Approved or Not
Approved)

e Concept of EDS Team Captain and EDS Team Member within each company
You will need to set up an account to fill out an online Economic Disclosure Statement (EDS).

Below is a high-level summary of events:

Vendor
Registration

v

Enter user Enter company Confirm Summary
information information information

v

Receive email
acknowledgement

Try again or
Registration ) contact Captain as
Approved? N instructed in

email

Yes

v

Log In with
Selected
Password

Figure 1: Registration Overview

NOTES:

e If you represent more than one company, you must register for a separate account for
each company

e If you are the first user to register for a vendor, then you are automatically assigned the
role of "EDS Team Captain”, which entitles you to administrative rights that an "EDS Team
Member” does not possess
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2. Registration

a.Click on the “Vendor Registration” menu item from the top navigation menu

I >k ONILINE ECONOMIC DISCLOSURE STATEMENT

HOME EDS SEARCH VENDOR REGISTRATION SUPPORT v & LOGIN

Home

Can't print your certificate of filing? You submitted an “Information Update", which is not a complete EDS. Click “Create New" and select “Contract” EDS.
‘Once you submit the "Contract EDS", you will receive a certificate.

Just getting started?
Register and file your EDS in no time using our Quick Start Guide.
Each Company must have a unique ID!

Need help with disclosing multiple layers of ownership?

Figure 2: Home Screen

b.Enter user details on the “"User Details” screen of the Vendor Registration

HOME EDS SEARCH VENDOR REGISTRATION SUPPORT - LOGIN

Vendor Registration € @

User Details @

Each person who is involved in the preparation, review, or submission ol an EDS must have their own log-in. For example, il'a stall person will prepare an EDS
for a supervisor's signature, both should have their own log-ins.

Each Company must have a unique ID!

* = Required Field

Is this an existing City of Chicago user ID?

O Yes ® No

Salutation  First Name * Middle Name

[« b

Last Name *

Title * Business Phone * @
userid* @

Password * @ Confirm Password + @
Email Address * Confirm Email Address *

Your Secret Question *

Answer To Secret Question *

Cancel m

Figure 3: Vendor Registration - User Screen
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1.

8.
9.

Is this an existing City of Chicago ID?
e "No” is initially selected
e Click on the “Yes” radio button if you would like to change this answer

e Most people should answer "No” to this question. Click on “Yes”, only if you have an
existing online City account

e If you have an existing online City account, then you can use that user ID and
password for the online EDS system by clicking “Yes” to this question

Enter your details in the appropriate fields:
e Salutation
e First Name
e Middle Name
e Last Name
e Suffix
Title. Your official title within your company
Business Phone number. Must be in the following format:
e (000-000-0000 for domestic numbers
e +11111111111 (At least 11 digits) for international numbers
User Id
e If you have an existing City account, then enter your user ID

e If not, provide a user ID that meets the requirements on the page. User ID
requirements can be displayed by clicking on the “?” bubble next to the field title

Password
e If you have an existing City account, then enter the password for that account

e If you do NOT have an existing City account, then enter password and confirm
password in respective fields

o No action is required if field is grayed out

o Password must meet the requirements on the page, which can be displayed
by clicking on the “?” bubble next to the field title

Email Address. Email address where you wish to receive EDS electronic correspondences
Confirm Email Address. Re-enter email address exactly as above

Your secret question. Select a secret question that is easy to remember, as you will
need to provide the answer to this question as part of your digital signature

10. Answer to secret question. Provide an answer to secret question selected above. You

will need to provide this answer as part of your digital signature for the online EDS

11. Click on "Next"” to proceed to next screen or “"Cancel” to end registration process
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c.Provide the requested information of the company you are representing

>< ONLINE ECONOMIC DISCLOSURE STATEMENT

HOME EDS SEARCH VENDOR REGISTRATION SUPPORT v & LOGIN

Vendor Registration e © comvn

Company Information &
The registration process will use the following information to find a match to an existing vendor record in our database.

Do you have an EDS invitation number? Invitation Number
O Yes @ No ‘ ‘

Do you know your company’s tax id number (FEIN or SSN)? FEIN/SSN
O Yes @ No ‘ ‘

(Must be formatted as 00-0000000 for FEIN or 000-00-0000 for SSN)

Do you know your company's vendor id? (Answer yes only when working Vendor Id
with Online EDS support staff - this is not your FMPS/iSupplier vendor ‘ ‘
number).

O Yes @ No

Company Legal Name ‘ ‘

mm‘ Cancel |

Figure 4: Vendor Registration - Company Screen

1. Do you have an EDS invitation number?
e "No” is selected initially. Skip to the next step if you do not have this information

e Click on “Yes” if you have an invitation number; then enter your invitation number
in the Invitation Number field

e The Invitation Number field is open for data entry only if you selected “Yes” to the
question above

2. Do you know your company’s tax id number (FEIN or SSN)?
e "No” is selected initially. Skip to the next step if you do not have this information

e Click on “Yes” if you know your company’s FEIN or SSN number; enter FEIN or SSN
in FEIN / SSN field

e The FEIN / SSN field is open for data entry only if you selected “Yes” to question
above

3. Do you know your company's vendor id? (Answer yes only when working with
Online EDS support staff - this is not your FMPS/iSupplier vendor number)

e “No” is selected initially. Skip to the next step if you do not have this information

e Click on “Yes” if you know your company’s vendor id; enter vendor id in Vendor Id
textbox field

e The Vendor Id field is open for data entry only if you selected “Yes” to question above
4. Company Legal Name

e Enter a key word or partial word that is unique to your company name. The system
will try to find your company information in our records

e Below are TIPS to find the most complete list of likely matches:
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o One or partial word provides the best search results
o Enter a fragment or a key word that is unique to your company name

o Do not enter company suffixes such as “inc”, “co”, etc.

o Example: If the name of the company is “Fred Jones & Sons Co.” for best
results, enter “Fred Jones” only. DO NOT use special characters such as “&”,
and “co”

5. Click “"Next” to proceed to next screen, “"Previous” to return to previous screen,
or “Cancel” to end registration process

d.Based on the Company Name information you entered on the previous screen, one of
the following scenarios is possible

1. Scenario 1 - Match is found where the last 4 digits of FEIN/SSN matches that of your
company
Scenario 2 - Match(es) is found, but your company is not listed

Scenario 3 - NO match is found

Scenario 1 - Match is found where the last 4 digits of FEIN/SSN matches that of your
company

> ONLINE ECONOMIC DISCLOSURE STATEMENT

HOME EDS SEARCH VENDOR REGISTRATION SUPPORT v & LOGIN

Vendor Registration o 2

Matching Vendors

Please select one of the following options.

@ Best Group Engineering

3254 W Maple Drive
Suite 3501

Chicago, IL, 60645
United States

Vendor #:

Vendor Id: 226345
FEIN/SSN: xx-xxx7434

Figure 5: Vendor Registration - Match Found

e Click on the radio button next to your company name. Select the company
record if the last 4 digits of your FEIN/SSN or vendor id matches that of your
company, even if any of the information is incorrect (e.g., Company Name, address,
etc.). After you have completed registration, you may request your company’s EDS
Captain to correct your company'’s information as appropriate. Your EDS Captain may
correct this information by clicking "Company Admin”, “Site Administration”.

e Click "Next"” to proceed to next screen, or “Previous” to return to previous
screen, or “Cancel” to end registration process
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Scenario 2 - If matches are found, but your company is NOT listed, in that case click on
radio button next to "Add my information as a new vendor”

If you have done business with the City of Chicago, but no match is found
for your company, click on “Previous” button to return to previous, check
the spelling entered in the Company Legal Name and try again.

FEIN/SSN. Enter your company’s FEIN or SSN (domestic companies only)

Company Legal Name. Enter the legal name of your company; It is important to
review this information for spelling accuracy

Enter your company’s address information. Business Address Line 1, Business
Address Line 2, Business Address Line 3, City, Country, State/Province, and Zip
Code/Postal Code

Click “"Next” to proceed to next screen, or “"Previous” to return to previous
screen, or “"Cancel” to end registration process

Scenario 3 - If match is NOT found to any company records in our system, then you
must enter the following information:

Vendor Registration e © oy

Matching Vendors

* - Required Field

@® Add my information as a new vendor.

FEIN/SSN *

(Must be formatted as 00-0000000 for FEIN or 000-00-0000 for SSN)

Company Legal Name *

Business Address Line 1*

Business Address Line 2

Business Address Line 3

City *

Country *

| United States ~ |

State/Province *

Zip Code/Postal Code *

Previous m Cancel

Figure 6: Vendor Registration - New Company Record

FEIN/SSN. Enter your company’s FEIN or SSN (domestic companies only). If your
company is not a US domestic company or is a joint venture that does not have a
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FEIN number, leave it blank and explain the lack of an FEIN in the "Comments” box
that will appear.

e Company Legal Name. Enter the legal name of your company; It is important to
review this information for spelling accuracy

e Enter your company’s address information. Business Address Line 1, Business
Address Line 2, Business Address Line 3, City, Country, State/Province, and Zip
Code/Postal Code

e Click “"Next"” to proceed to next screen, or “"Previous” to return to previous
screen, or “Cancel” to end registration process

e.The following screen will be displayed only if there are other users in your company
that are already registered with the Online EDS system:

>< ONLINE ECONOMIC DISCLOSURE STATEMENT

HOME EDS SEARCH VENDOR REGISTRATION SUPPORT + & LOGIN
——
. .
Vendor Registration e © corvery
Matches Found
Our records show that your company, Best Group Engineering, has one or more active users registered with the Online EDS application. Please select one of

the following users who will approve your registration and add your user id to the Best Group Engineering vendor profile.

@ Mr. William Jones - Manager smansuri@eki-consulting.com 773-555-5555

If you are unable to contact one of these users, contact the site administrator at onlineEDS@cityofchicago.org
Cancel ‘
Home Disclaimer Web Standards Site Credits Site Map Contact Us Press Room ‘Website Feedback

Figure 7: List of EDS Team Captains Found for your Company

1. Click on the radio button next to the user that is authorized to review and
approve your registration

2. Click on “"Next” to proceed to next screen, or “Previous” to return to previous
screen, or “Cancel” to end registration process
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f. Review the summary screen for accuracy

>< ONLINE ECONOMIC DISCLOSURE STATEMENT

HOME EDS SEARCH

VENDOR REGISTRATION SUPPORT ~

Vendor Registration e

Summary

Here is the summary of the registration process

User Info:
Email:
User ID:

Company Legal Name:

FEIN/SSN:

Mr. James F Best - Staff Engineer
smansuri@eki-consulting.com
IBest2020

Best Group Engineering

3254 W Maple Drive

Suite 3501

Chicago, IL, 60645

United States

HK-KKNT434

In order to register with the Online EDS application, your registration must be approved by:

EDS Captain: M

r. William Jones, Manager

smansuri@eki-consulting.com

773-555-5555

& LOGIN

° Summary

Once your registration is approved, you will be sent an email containing your Log In information. If you are unable to reach "Mr. William Jones", contact the site
administrator at onlineEDS@cityofchicago.org

I'm not a robot

™

2CAPTCHA

© select "Confirm’ to complete your registration.

Previous m Cancel

Figure 8: Registration Summary

1. Verify that your User Info, Email, and User Id are accurate. If yes, complete the
CAPTCHA, then click “Confirm”

o Your company name and address may be corrected by your EDS Captain

2. If revisions are required, click “"Previous” to edit your responses on the previous
screen. Click “Cancel” if you wish to end your registration process

g.Registration Complete

>< ONLINE ECONOMIC DISCLOSURE STATEMENT

HOME  EDSSEARCH  VENDOR REGISTRATION  SUPPORT & LOGIN

Vendor Registration e

Registration complete

nsulting com. Yo

n registered as

Online EDS users who have left Best Group Engineering or no longer have responsibilities for filing EDSs. In
presentative of Best Group Engineering

Figure 9: Registration Summary as EDS Captain
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>k ONLINE ECONOMIC DISCLOSURE STATEMENT
Vendor Registration e
Registration complete
Ty A ot Rk Son o Bt e Aol S e s
Figure 10: Registration Summary as EDS User
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3. Email notification of user registration

a. Email notification of registration submission if you are an EDS Team Captain for your
company

e The role of EDS Team Captain is automatically assigned to the first person to register as a
user for this vendor

e The email will provide the rights and responsibilities of an EDS Captain

e The email contains a link that activates your account. Click on the activation link to activate
your account before logging in. You will not be able to login until you have clicked the
activation link.

Economic Disclosure Statement - User Application Approved

 reply | reph o
e onlineEDS@dityofchicago.org 3 Reply | € ReplyAll | = Forward
To ©

Dear Mr. William Jones,

Your application for an account with the City of Chicago's Online tatement ("EDS), as a f Best Group Engi g has been approved.

Your user name is Wlones2020
Click hitps: 1a.chi 109154-3165-4fc3-811£.93f to activate your account and confirm your email address.

As the first user representative of Best Group Engineering, you are the default EDS Captain for Best Group Engineering, As EDS Captain, you wil have several rights and responsibilities.
First, the Online EDS will send other account applications for Best Group Engineering to you for approval.
‘Second, if you or another Best Group Engineering representative wishes to file an EDS with a different office address for Best Group Engineering, you will be responsible for updating online site/location information for the different offices of Best Group Engineering.
“Third, you will be able to designate other users as EDS Co-Captains with the same online rights and responsibilities once they have been registered as representatives of Best Group Engineering,
Fourth, you may deactivate the accounts of other Online EDS users who have left Best Group Engineering or no longer have responsibilities for filing EDS's. In addition, you will be able to file Online EDS's as a representative of Best Group Engineering.

If you do not wish to serve in the role of EDS Captain, please ask the appropriate person in your organization to create an Online EDS account. After you have appm\tsd that person’s account, you may designate him/her as an EDS Captain, Your EDS Co-Captain may then remove your EDS Captain designation. You willstill be able
tofile Online EDS's as a representative of Best Group Engineering. Help for EDS Captains is in the System Overview Manual available online at ONLINE EDS OVERVIEW PDF.

Itis strongly recommended that Best Group Engineering have at least twa EDS Co-Captains for backup purposes. You are encouraged to recruit a Co-Captain. After hefshe registers, check the "Captain” box when you approve his/her account.
Thank you for your interest in doing business with the City of Chicago,

Yours truly,

Online EDS System Administrator

City of Chicago
Online EDS web site: https://webapps1qa.chicago.gov/eds

This e-mail, and any attachments thereto, is intended only for use by the addressee(s) named herein and may contain legally privileged and/or confidential information. If you are not the intended recipient of this e-mail {or the person responsible for delivering this document ta the intended recipient), you are hereby notified that any
dissemination, distribution, printing or copying of this e-mal, and any attachment thereto, is strictly prohibited. If you have received this e-mail in error, please respond to the individual sending the message, and permanently delete the original and any copy of any e-mail and printout thereof.

Figure 11: Email Notification - Assigned EDS Team Captain

Economic Disclosure Statement - User Registration Approval

“— y & y Forw P
e onlineEDS@cityofchicago.org > Reply | O ReplyAll | —> Forward
o ©

Dear Mr. William Jones,

Mr. James F Best has registered with the City of Chicago's Online Economic Disclosure Statement application as a representative of Best Group Engineering with user 1D JBest2020.
Please verify the credentials of the user and approve the registration at https://webapps1ga.chicago.gov/eds.
To approve,

Login

Click "Company Admin" dropdown menu

Select "User Administration” option

Review user's information in Pending Registrations table

Click "Approve” to approve the user's registration or "Deny" to deny their registration
Click "Confirm" to confirm your decision

. The user will be notified of your decision by email

NowpweNpe

Yours truly,

Online EDS System Administrator

City of Chicago

Online EDS Web Site: https://webappsiqa.chica eds

This e-mail, and any attachments thereto, is intended only for use by the addressee(s) named herein and may contain legally privileged and/or confidential information. If you are not the intended recipient of this e-mail (or the person responsible for
delivering this document to the intended recipient), you are hereby notified that any dissemination, distribution, printing or copying of this e-mail, and any attachment thereto, s strictly prohibited. If you have received this e-mail in error, please
respond to the individual sending the message, and permanently delete the original and any copy of any e-mail and printout thereof.

Figure 12: Email Notification - To EDS Team Captain when Secondary User Registers
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b. Email notifications of registration submission if you are NOT an EDS Team Captain for
your company

e The first email notification acknowledges receipt of your registration. No further action is
required at this time until you receive the second email which contains the action on your
registration request by your EDS Captain.

Economic Disclosure Statement - User Application Received

“— y & y Forw P
e onlineEDS@cityofchicago.org ) Reply | O ReplyAll | —> Forward
To @

Dear Mr. James F Best,

You have applied for an account with the City of Chicago's Online Economic Disclosure Statement (EDS) web site as a representative of Best Group Engineering. Your account application must be approved by EDS Captain, Mr. William Jones, for
Best Group Engineering. You will receive an e-mail confirmation when your account application is approved.

If you have an urgent need to file an EDS, please contact Mr. William Jones. I he/she is no longer at your firm, please contact onlineEDS@cityofchicago.org.

Yours truly,

Online EDS System Administrator

City of Chicago

Online EDS web site: https://webapps1qa.chicago.gov/eds

This e-mail, and any attachments thereto, is intended only for use by the addressee(s) named herein and may contain legally privileged and/or confidential information. If you are not the intended recipient of this e-mail (or the person responsible for
delivering this document to the intended recipient), you are hereby notified that any dissemination, distribution, printing or copying of this e-mail, and any attachment thereto, is strictly prohibited. If you have received this e-mail in error, please
respond to the individual sending the message, and permanently delete the original and any copy of any e-mail and printout thereof.

Figure 13: Email Notification - Registration Acknowledgement

e The second email notification states the approval status of your registration request. If your
request is approved, then you will receive the following email which provides confirmation of
the approval

Economic Disclosure Statement - User Application Approved

“ Reply | Reph Forn
e onlineEDS@cityofchicago org > Reply | %) RepiyAll | —> Forward

To ©

Dear Mr. James F Best,

Your application for an account with the City of Chicago's Online E Disclosure Statement ("EDS") as a ive of Best Group Engineering, has been approved by EDS Captain Mr. William Jones.
Your user name is JBest2020

You may now login to the Online EDS and file an EDS on behalf of Best Group Engineering. Thank you for your interest in doing business with the City of Chicago.

Yours truly,

Online EDS System Administrator

City of Chicago
Online EDS web site: https: ebappslqga.chicago.gov/eds

This e-mail, and any attachments thereto, is intended only for use by the addressee(s) named herein and may contain legally privileged and/or confidential information. If you are not the intended recipient of this e-mail (or the person responsible for
delivering this document to the intended recipient), you are hereby notified that any dissemination, distribution, printing or copying of this e-mail, and any attachment thereto, is strictly prohibited. If you have received this e-mail in error, please
respond to the individual sending the message, and permanently delete the original and any copy of any e-mail and printout thereof.

Figure 14: Email Notification - Registration Approved
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c. If your request is not approved, then you will receive the following email which
provides contact information of your EDS Team Captain for further information

Economic Disclosure Statement - Registration Not Approved

onlineEDS @cityofchicago.org
To ©

Dear Mr. Brian Franklin,

€ Reply | 4 ReplyAll | —> Forward

Your application for an account with the City of Chicago's Online Economic Disclosure Statement application, as a representative of Best Group Engineering, has not been approved. Please contact me at 773-555-5555 or smansuri@eki-

consulting.com for further information.

Yours truly,
Mr. William Jones

Best Group Engineering

Online EDS Web Site: https://webappsiqa.chica eds

This e-mail, and any attachments thereto, is intended only for use by the addressee(s) named herein and may contain legally privileged and/or confidential information. If you are not the intended recipient of this e-mail (or the person responsible for
delivering this document to the intended recipient), you are hereby notified that any dissemination, distribution, printing or copying of this e-mail, and any attachment thereto, is strictly prohibited. If you have received this e-mail in error, please
respond to the individual sending the message, and permanently delete the original and any copy of any e-mail and printout thereof.

Figure 15: Email Notification - Registration Not Approved

d. Log In to EDS System

B > ONLINE ECONOMIC DISCLOSURE STATEMIENT

HOME EDS SEARCH VENDOR REGISTRATION SUPPORT

lelcome

Please enter your User ID and Password. The User
ID and password for City users is the same as your

computer login.

User ID *

Password *

Login

Forgot your User ID? >
Forgot your Password? >

Figure 16: EDS Log In Screen

e Enter User Id and Password in respective fields. (Use the password which you selected when
your account was created)

e Click on “Log In” to proceed to next screen or click “Forgot User ID/Password” if you forgot
your credentials
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e. After successfully authenticating, the Home page is displayed

I > ONLINE ECONOMIC DISCLOSURE STATEVIENT Bt s Enrein

HOME EDS SEARCH MY EDS COMPANY ADMIN + SUPPORT v & MYPROFILE  LOGOUT

Home

Can't print your certificate of filing? You submitted an “Information Update’, which is not a complete EDS. Click "Create New" and select "Contract” EDS.
Once you submit the "Contract EDS", you will receive a certificate.

Just getting started?

Register and file your EDS in no time using our Quick Start Guide.

Each Company must have a unique ID!

Need help with disclosing multiple layers of ownership?

Take a look at the pages 18-31 of the How to file a new EDS document manual or the ownership videos.
Can'tlog in?

Try "Forgot Your User ID?" and /or "Forgot Your Password?" in the upper right corner.
2017-05-04: The EDS questions will be updated beginning Thursday May 11 This is a summary of the changes in the updated EDS:

« Section III - Business Relationships with City Elected Officials becomes Section 111 -Income or Compensation To, or Ownership By, City Elected Officials,
and questions changed

« Section V.B - Further Certifications - has been extensively reorganized and reworded.

¢ Anew V.B.1 question about the use of integrity monitors, integrity compliance consultants, or private sector inspector generals has been added

Figure 17: Authenticated User - Home Screen
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