Online EDS 2.0 - Instruction Manual - EDS System Overview

1. Overview

In this tutorial, we will discuss elements of the screen displayed after you sign into the system
and provide instructions on how to perform the functions available on those screens.

EDS Home Screen. It allows you to view instructions and announcements related to
the Online EDS System and well as information about you and your company.

My Profile. It allows you to view and/or change user information such as email
address, phone number, secret question and answer, and password.

EDS Search. It allows you to search for EDS documents that are stored in the system.

My EDS. It allows you to manage your company's EDS documents, including:

@)

@)

o

@)

o

Create New EDS document.

Access Recently Submitted EDS documents.
Access Return From City EDS documents.
Access Drafts EDS documents.

Access EDS In Process.

Company Admin. It allows you to manage your company sites and users. Depending
on your role, you may see different options under Company Admin.

If you are an EDS Captain, then you will see the following links:

@)

o

Site Administration - It allows you to edit your company name, create new sites,
delete sites, and edit sites.

User Administration - It allows you to approve or deny registration requests,
assign users the role of EDS Captain, and activate or deactivate user accounts
in the Online EDS system.

If you are an EDS Team Member, then you will see the following links:

@)

EDS Captains - It allows you to view a list of the EDS Captains in your company
and their contact information.
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2. EDS Home Screen

In this section, we will discuss the elements of the EDS Home Screen displayed immediately after
you sign into the Online EDS System. The EDS Home Screen has the following sections:

* An official website of the City of Chicago Here's how you know «

29 > ONLINE ECONOMIC DISCLOSURE STATEENT B e

HOME EDS SEARCH MY EDS v COMPANY ADMIN SUPPORT v a & MY PROFILE | | 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 Guick Start Guide.

Each Company must have a unique 1D!
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't log in?

‘Try "Forgot Your User ID?" and for "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:

e Section Il - Business Relationships with City Elected Officials becomes Section Il -Income or Compensation To, or Ownership By, City Elected Officials,
and questions changed

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

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

* Section VIl - Acknowledgments F.1-3 have been moved into the Certification section and reworded.

Please note the following change in the owners who need to be disclosed: If a legal entity is anticipated to hold within the next six months, a direct or indirect
interest in excess of 7.5% in the Applicant, it must be disclosed. This means that if there is an upcoming sale of the company or more than 7.5% of its stock or a
planned merger, the owners-to-be should be disclosed. To avoid confusion between current and future owners in building the ownership diagram, the
owners-to-be should be disclosed in an attachment.

Please note that EDSes that have already been submitted with solicitation responses and for contract mods and amendments are still valid. If an EDS was
started before May 11, that EDS will still be the previous version. Applicants and disclosing parties starting new EDSes on or after May 11 will submit the
updated version.

ey - < her

Figure 1: EDS Home Screen

A. City of Chicago logo and name of system, Online Economic Disclosure Statement.

B. Your name and the name of your company. NOTE: If you are representing more than one
company, please verify that you are logged in to the right one. If not, exit and log back into
the system with the right account information.

C. Login/Logout. Click the “Login” link to begin using the system and the “Logout” link to exit
the Online EDS system. NOTE: Exiting the Online EDS system without using the “Logout”
link could cause unexpected results.

D. My Profile. You may view and/or change any of the following information from My Profile
screen:

a. User Information such as email address, phone number, etc.
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b. Secret question and answer which is used as part of your electronic signature.
c. Password may be reset as needed.
E. Navigation menu. List of links to perform the following functions:
a. HOME to return to EDS Home screen.
b. EDS SEARCH to search for EDS documents.
c. MY EDS to manage your company’s EDS documents:
e Create a new EDS document.
e View recently submitted EDS documents.
e Access EDS documents returned from the city.
e Access draft EDS documents.
e Access EDS documents in process that you are currently working on.
d. COMPANY ADMIN to administer your company’s:

e Sites

e Users

e. SUPPORT to view announcements, privacy policy, City contact information, and to
access frequently asked questions, manuals, and videos.

F. Instructions and Announcements related to the Online EDS System.
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3. My Profile

You may view and/or change any of the following information from the My Profile screen. Click
“Update” to save changes.

A. User Information such as email address, phone number, etc. Updated information will
appear in EDSes created AFTER the update. Previously filed EDSes, EDSes that are in
draft, or EDSes in response to invitations issued before the update will not be updated
automatically. Those EDSes will need to be manually updated with this information.

B. Secret question and answer which is used as part of your electronic signature.

C. Password may be changed as needed.

HOME EDS SEARCH MY EDS v COMPANY ADMIN v SUPPORT v

My Profile

A .
M User Information
Salutation First Name * Middle Name
v Joe A
Last Name * Suffix
Montana v
Title * Business Phone *
Administrator 312-111-2222
Email Address * Confirm Email Address *
mail@mail.com mail@mail.com
E Your Secret Question * Answer To Secret Question *
In what city were you born? v chicago

Change Password

Old password *

New password * @ Re-enter new password * @

Figure 2: My Profile screen
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4. EDS Search

You may search for EDS documents that are stored in the system.

HOME EDS SEARCH MY EDS - COMPANY ADMIN - SUPPORT - & MYPROFILE  LOGOUT

E DS S ea rCh *or %%’ denotes wildcard

EDS Number Specification Number Contract Number Vendor Name

‘ ‘ ‘ ‘ ‘ ‘ ‘Richalds&Associates

7 Advanced search options

Search Results

I @ Only first 100 results shown. Your query resulted in 100 or more EDS being returned. Please narrow your search criteria and try again to see all results.

Showing 1 to 10 of 100 entries

Contract/
Vendor EDS Specification Contract Information
Name Number Prime Number Number Update Submitted Status Actions
Richards & 21130 o 12345 98765 Contract 08,/11,/2020 SUBMITTED Readonlyview View package
Associates 11:02 AM
Richards & 21131 « 589474 22443 Contract 08/11/2020  SUBMITTED Readenlyview  View package
Associates 10:23 AM
Richards & 21081 o Information 08/08/2020 SUBMITTED Readonlyview View package
Associates Update 02:08 PM
Richards & 20602 o Information 07/16,/2020  SUBMITTED Readonlyview View package
Associates Update 01:35 PM
Richards & 20232 14 Contract 06,/30/2020 SUBMITTED Readonlyview View package
Associates 02:11 PM
Richards & 17935 Iva Contract 03/12/2020  SUBMITTED | Read only view  View package
Associates 12:27 PM
Richards & 17933 o Contract 03/12/2020 SUBMITTED Readonlyview View package
Associates 12:22 PM
Richards & 17852 o 119359 29742 Contract 02,/20/2020 SUBMITTED Readonlyview View package
Associates 10:02 AM
Richards & 16934 o Information 12/13,/2019  SUBMITTED Readonlyview View package
Associates Update 04:41 PM
Richards & 16292 s 879021 Contract 06,/05/2019  SUBMITTED  Readonlyview  View package
Associates 02:00 PM

Showemries Previousnz 3 4 5 .. 10 Next

Figure 3: Search Results screen

4.1 Search results

A few things to know:

e If more than 100 EDS documents matched your search criteria, only the first 100 are
shown. Please narrow your search to see all matching EDS documents.
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Search results display EDS documents stored in the system with the following status:
o Submitted - Display only EDS documents that were submitted by your company.

o Returned - Display only EDS documents that were submitted by your company but
returned by the City.

o Awarded - Display ALL EDS documents for awarded contracts.

You may search by one or more search fields. When using multiple search fields, only EDS
documents meeting all criteria will be returned in the Search Results screen.

Initially, results are listed in date order starting from most recently submitted. You may
change the sort order by clicking on the arrow at the top of a column. Click on the same
arrow to reverse the sort order (ascending to descending and vice versa).

4.2 Most Common Searches and Suggested Search Options

For each of the searches below, enter the information you wish to search for in the appropriate
search option field, then click Search.

Search for a specific EDS document by EDS number.
Search for EDS documents that your company has submitted for a specification number.
Search for EDS documents that your company has submitted for a contract number.

Search for an EDS document in specific status by selecting SUBMITTED, RETURNED, or
AWARDED. It is recommended to search by status ALL.

Search for EDS documents that contains name of disclosing party which your company
has submitted. If entering the exact hame of Disclosing Party does not produce the desired
results, then use the wildcard search method in the name of Disclosing Party for best
results.

4.3 Wildcard Search Method

You may use the wildcard search method by adding an asterisk “*” at the beginning, in the middle,
and/or end of your search information. The wildcard search method is most useful for searching
names or contract descriptions.

Example: Enter *electron* in the “"Name of Disclosing Party” search field to search for EDS
documents that contain the word “electron” in the contract description.

4.4 Basic Search Options

You may also search for EDS documents by entering information in the following basic search

fields:

EDS Number
Specification Number
Contract Number

Vendor Name
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Advance Search Options - You may also search for EDS documents by entering information in
the advanced search fields. Click the “Advanced search options” link to display additional search
options, which includes:

e Status

e Vendor Number

e Contract Description

e Revision Number

e Doing Business As

e Release Number

e User Department Project Number
e Officer/Director Name

e Shareholder Name

¢ Controlling Party Name

¢ Retained Party Name

e Titleholder/Executor/Plan Admin

HOME EDS SEARCH MY EDS ~ COMPANY ADMIN SUPPORT v & MY PROFILE LOGOUT

ED S Sea rCh * or '%' denotes wildcard

EDS Number Specification Number Contract Number Vendor Name

P ——————————— 1

v Advanced search optionss

B o - o

Status Vendor Number Contract Description

[ ] | | | |
Revision Number Doing Business As Release Number

User Department Project Number Officer/Director Name Shareholder Name

Controlling Party Name Retained Party Name Titleholder/Executor/Plan Admin

Figure 4: EDS Search screen
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5. My EDS

You may manage your company’s EDS documents using the links under the "My EDS"” menu

option.
[ )

HOME

Create New. Click on the “Create New” link to create a new EDS document.

Recently Submitted. Click on “Recently Submitted” link to access EDS documents that
your company has submitted to the City within the last year and have not been returned
from the City.

Returned From City. Click on “"Returned From City” link to access EDS documents that
have been returned to you for further revision.

Drafts. Click on the “Drafts” link to access EDS documents that have been started and
saved by your company, but not yet submitted to the City.

EDS In Process. Click on the “"EDS In Process” link to access EDS documents that you are
currently working on.

EDS SEARCH MY EDS COMPANY ADMIN SUPPORT & MY PROFILE LoGouT

Create New

H 0 m e Recently Submitted

Can't print your certific

Returned From Ci . & (lick " " . "
ity 'Information Update”, which is not a complete EDS. Click "Create New" and select "Contract" EDS

Once you submit the "Ccoi]eity Fertificate

Just getting started?

EDS In Process

Register and file your EDS [k typl t Guide.

Each Company must have aSEETsc

Need help with disclosing

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

Can't log in?

Figure 5: My EDS menu

5.1 Definitions of Actions

Below is a list of all possible actions available for each EDS document. You may encounter these
actions when clicking on the links in the My EDS menu.

Fill EDS. Used to open a draft EDS document to continue filling it out.

Locked by you. It indicates you have the EDS document opened in REVISION mode,
which may be caused by one of the following

o Ifyou navigated away from an EDS document, you may return to the EDS document
by clicking the EDS number in “EDS In Progress”.

o If you improperly exit the system during a revision of an EDS document, the lock
will be released in approximately one hour.

NOTE: Unless you are making revisions, always open an EDS document with READ ONLY
VIEW.
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e Locked by another user. It Indicates another user has the EDS document opened in
REVISION mode. You may not make revisions until that person has completed their
revisions.

NOTE: Unless you are making revisions, always open an EDS document with READ ONLY
VIEW.

e Print certificate. Used to open PDF view of EDS Certificate.

£on

CERTIFICATE OF FILING FOR

CITY OF CHICAGO ECONOMIC DISCLOSURE STATEMENT

EDS Number: 21131 Date of This Filing:08/11/2020 10:23 AM
Certificate Printed on: 01/18/2021 Original Filing Date:08/11/2020 10:23 AM
Disclosing Party: Richards & Associates Title:President

Filed by: Lionel Richards

Matter: Exoffender Reentry Initative

Applicant: Richards & Associates

Specification #: 59474

Contract #: 22443

The Economic Disclosure Statement referenced above has been electronically filed with

the City. Please provide a copy of this Certificate of Filing to your city contact with other
required documents pertaining to the Matter. For additional guidance as to when to provide this
Certificate and other required documents, please follow instructions provided to you about the
Matter or consult with your City contact.

A copy of the EDS may be viewed and printed by visiting hitps://webappsqa.chicago.gov/
eds and entering the EDS number into the EDS Search. Prior to contract award, the filing is
accessible online only to the disclosing party and the City, but is still subject to the Illinois
Freedom of Information Act. The filing is visible online to the public after contract award.

Figure 6: Print certificate

¢ Provide/Revoke authorization. Used to provide or revoke authorization to City staff to
view a draft EDS filing so that you can obtain advice about correcting errors.

¢ Read only view. Used to open a PDF view of a single EDS document.

CITY OF CHICAGO
ECONOMIC DISCLOSURE STATEMENT and AFFIDAVIT
Related to Contract/Amendment/Solicitation
EDS #21131

SECTION | -- GENERAL INFORMATION

A. Legal name of the Disclosing Party submitting the EDS:
Richards & Associates

Enter d/b/a if applicable:

test

The Disclosing Party submitting this EDS is:

the Applicant

B. Business address of the Disclosing Party:

6622 W. Monroe St.

Figure 7: Read only view

¢ View package. Used to open a PDF view of an EDS and all related EDS documents.

¢ View related. Used to display information about the applicant’s EDS document and all
related disclosing parties’ EDS documents.
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5.2 Definitions of Workspace Information

Below is the list of all information which you may or may not see in your workspace. When you
click on one of the links under the "My EDS” menu, the Header and Workspace section will change.
The Workspace section list all the EDS documents along with information and possible actions
available for each EDS document.

Sort Order - Initially, EDS documents are listed starting from most recently submitted. You may
change the sort order by clicking on the column name or arrows at the top of a column. Click again
to reverse the sort order (ascending to descending and vice versa).

Below is list of information that you may see in your workspace:

e Locked - EDS document is opened for REVISION by you or another user. If an EDS
document is locked, you may perform all other actions except Revision.

e EDS Number - Unique identifier of an EDS document.

e Contract / Information Update - Type of EDS document. EDS for a contract or an EDS
information update.

e Specification Number - Specification number associated with this EDS document. May
be blank if this is an Annual EDS Information Update or not provided by your company
during new EDS creation.

e Invitation Number - An invite # is provided to an owner of the applicant and should be
used to create a new EDS document when requested by the applicant.

e Last Updated - Date that the EDS document was last revised.

e Status - Current status of the EDS document.

¢ Returned - Date that the EDS document was returned by the City.

e Submitted - Date that the EDS document was submitted to the City.
e Submitted By - Person who submitted the EDS document to the City.

e Actions - Click on the links displayed in this column to perform allowable action on the
EDS document listed in the row. Refer to section 5.1 for explanations of allowable actions.

5.3 Create New

The “Create New” link provides access to create a new EDS document. Detailed instructions on
how to create a new EDS document will be provided in the Create New EDS Document manual

5.4 Recently Submitted

The “Recently Submitted” link provides access to EDS documents that your company has
submitted to the City and have not been returned from the City. EDS documents displayed on this
screen may NOT be revised. Below are actions that may be taken on EDS documents in “Recently
Submitted” screen:

e Read only view
e View related

e View package
e Print certificate

Refer to section 5.1 for explanations of action and section 5.2 for workspace details.
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HOME EDS SEARCH MY EDS v

Contract /
EDS Number L Information Update

21131 Contract
21130 Contract
21081 Information Update

COMPANY ADMIN v

Recently Submitted

EDSes submitted by your company in the last 12 months are available here. EDSes older than 12 months may be found by using "EDS Search”. Enter your
company name in "Vendor Name" and click "Search." Use the wildcard %" or "*' when entering a portion of your company name. You may also use "Advanced
Search Options” and other search criteria.

Specification Number

59474

12345

SUPPORT v

SUBMITTED

SUBMITTED

SUBMITTED

& MYPROFILE LOGOUT

Submitted Submitted By Actions

re——
08,/11/2020 Lionel Richards Read only vlewi !
10:23 AM Lmmad

View related

08/11/2020 Lionel Richards I View package
11:02 AM Print certificate
08/08/2020 Lionel Richards Read only view  see
02:08 PM

5.5 Returned From City

Figure 8: Recently Submitted screen

The “Returned From City” link provides access to EDS documents that have been returned to you
for further revision. EDS documents displayed on this screen may be revised. Revision of returned
EDS document must be made promptly to expedite contract award or other City action. Below are

actions that may be taken on EDS documents in “Return From City” screen:

e Read only view
e View related
e Fill EDS

e Provide authorization

Refer to section 5.1 for explanations of action and section 5.2 for workspace details.

HOME EDS SEARCH MY EDS v

Locked EDS Number

13076

10614

COMPANY ADMIN v

Returned From City

Specification Number

33355

40767

34567

SUPPORT v

Status

RETURNED

RETURNED

RETURNED

Returned

08 /11/2020
11:06 AM

09/02/2020
09:41 AM

12,/02,/2010
10:35 AM

& MYPROFILE LOGOUT

a8 = Locked By You
& = Locked By Another User

Actions
L———u
1 1
Read only viewn ees 1
1 1
hmmmd
View related
Fill EDS

Provide authorization

Read only view  sss

Figure 9: Returned From City screen
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The contact person identified when the EDS document was created will receive a ‘Returned from
the City’ email notification with comments explaining the required revisions and/or actions.

™ EDS Returned Wednesday, January 28, 2009 4:02 AM
From: "onlineEDS@cityofchicago.org” <onlineEDS@cityofchicago.org> ?’J

To: edsmail99@yahoo.com

Dear Henry EEI,

Fconomic Disclosure Statement 6332 has been returned from the City due to incomplete information

The reaszon for the error is:

Tncomplete parent EDS @ Please provide additional parent information.

[o expedite approval of your contract, please make the necessary corrections and re-submit the EDS
23 soon as possible. Please contact me for additional information at 312-

pfatter: Trai
Specification:

[Yours truly,

EDS5 Dps User

Department of Procurement Services
City of Chicago

Cnline EDS Webk Site: http://webappsga.cityofchicago.org/EDSWHekb

Figure 10 - Email Notification - EDS Returned by the City

5.6 Drafts

The “Drafts” link provides access to EDS documents that have been started and saved by your
company, but not yet submitted to the City. Drafts are not visible to the City unless “Provide
Authorization (Section 5.1) is clicked. Below are actions that may be taken on EDS documents in
“Draft” screen:

e Fill EDS
e Read only view
e Provide authorization

Refer to section 5.1 for explanations of action and section 5.2 for workspace details.

HOME EDS SEARCH MY EDS ~ COMPANY ADMIN -~ SUPPORT ~ = MY PROFILE LOGOUT

=& = Locked By You
D rafts & - Locked By Another User

Contract /
Locked EDSNumber * Information Update Specification Number Invitation Number Last Updated Actions

pe——
28 23573 Contract 01,/18,/2021 FIllEDS Read only View} o |
11:24 AM Emmamd

Provide authorization

-8 23572 Contract 01,18 /2021 Fill tUs Heaw oniy view

11:21 AM
Figure 11: Draft screen
Last Updated Date: 2/8/2021 Page 12 of
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5.7 EDS In Process

The “EDS In Process” link provides access to EDS documents that you are currently working on.
Select from the list the EDS you would like to continue working on to fill out the EDS.

HOME EDS SEARCH MY EDS + COMPANY ADMIN -~ SUPPORT ~ = MY PROFILE LOGOUT

EDS In Process

Select from the list below the EDS you would like to continue working on.
EDS Number: 23572 Started on: Jan 18 at 11:21 AM

EDS Number: 23573 Started on: Jan 18 at 1124 AM

Figure 12: EDS In Process screen
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6. Company Admin

You may manage your company sites and users using the links under the "Company Admin”
menu option. Depending on your role, you may see different links under Company Admin.

If you are an EDS Captain, then you will see the following links:

e Site Administration - Allows you to edit your company name, create new sites, delete
sites, and edit sites.

NOTE: A site is a unique business address that you would like to use in an EDS document.
For example, if you have an Illinois and a Florida office, then you will need to add both
sites to the system to enter an EDS document using each address.

¢ User Administration - Allows you to approve or deny registration requests, assign users
the role of EDS Captain, and activate or deactivate user accounts in the Online EDS system.

>< ONLINE ECONOMIC DISCLOSURE STATEMENT A & ot

HOME EDS SEARCH MY EDS ~ COMPANY ADMIN - SUPPORT ~ = MY PROFILE LoGOUT

Site Administration

H 0 m e User Administration

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.

Figure 13: Company Admin menu for EDS Captain

If you are an EDS team member, then you will see the following links:

e EDS Captains - Allows you to view a list of the EDS Captains in your company and their
contact information.

HOME EDS SEARCH MY EDS v COMPANY ADMIN SUPPORT & MY PROFILE LOGOUT

EDS Captains

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.

Liind motbine nbaebardd

Figure 14: Company Admin menu for EDS Team Member

Definition of an EDS Captain - The EDS Captain manages the EDS team of a company. The
EDS team is made up of everyone who can file an EDS document for a company. The first user

representative of your company to register is the default EDS Captain. The EDS Captain has several
rights and responsibilities:

Last Updated Date: 2/8/2021 Page 14 of
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e Online EDS will send other account applications for your company to you for approval.

e If you or another representative of your company wishes to file an EDS with a different
office address, you will be responsible for updating online site/location information for the
different offices of your company.

e 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 your company.

e You may deactivate the accounts of other Online EDS users who have left your company
or no longer have responsibilities for filing EDS documents.

e In addition, as an EDS Captain, you will be able to file Online EDS documents as a
representative of your company.

6.1 Site Administration

B > ONLINE ECONOMIC DISCLOSURE STATEMENT g it

HOME EDS SEARCH MY EDS - COMPANY ADMIN ~ SUPPORT -~ = MY PROFILE LOGOUT

Site Administration

You may change your company name and address information here. Please note that your address change will reflect only on future EDS documents. It will
NOT reflect on EDS documents in process. Address changes here do not automatically update other City systems such as FMPS and [RIS. To ensure that your
address is updated in all appropriate City records, please also contact each department you do business with and follow their address change procedures.

Company Name: The name field should contain the full legal name of your company.

FEIN: You may not update your FEIN. If your company’s FEIN changes, the City considers your company to be a new legal entity. You must create a new vendor
registration using the new FEIN.

Sites: Each business address your company uses to file EDS documents should appear as a separate site.

Vendor Information

Company Name FEIN
Richards & Associates 31-1234578

8] Primary Site

Address T Address Line 2 Address Line 3 City State/Province Zip Code/Postal Code Country Actions
6622 W. Monroe St Floor 10 Suite 8 Chicago  IL 60603 United States

Other Sites

Address T Address Line 2 Address Line 3 City State/Province Zip Code/Postal Code Country Actions

123 connecticut ave Chicago IL 60618 United States
291 N Laramie 321 Kansas City ~ AS 60602 United States
333 N. LSD Chicago IL 60601 United States

Add New Site

Figure 15: Site Administration screen

Last Updated Date: 2/8/2021 Page 15 of
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A. Edit Company Name - Follow these steps to change your company name:
1. Click on the Edit button to the right of your company name.
2. On the “Vendor Information” screen, change the vendor name in the textbox.

NOTE: The Vendor Name must be your company'’s full legal name. If it is not, please
making the appropriate revisions. If your company name is changing to due a
merger, acquisition, or other legal transactions that changes your FEIN then you
may NOT change the vendor name here. You must register as a new vendor using
your new company name and new FEIN.

HOME EDS SEARCH MY EDS v COMPANY ADMIN v SUPPORT v & MY PROFILE LoGOoUT

Vendor Information

Please enter the full legal name of your company

Full legal name of vendor

‘ Richards & Associates ‘

3. Click "Return” to end the update or click “"Update” to save the changes.

4. On the Site Administration screen, verify that the company name is correct.

B. Edit Primary Site - The primary site is the default address for EDS filings for your
company. Follow these steps to change your primary site details:

1. Click on the Edit button to the right of the primary site.

2. On the “Site Details” screen, change site address in the appropriate textboxes.

HOME EDS SEARCH MY EDS + COMPANY ADMIN ~ SUPPORT & MY PROFILE LOGOUT

Site Details

Please enter the site's information

Address * Address Line 2 Address Line 3

| 6622 W. Monroe St. | ‘ Floor 10 ‘ | Suite 8 |

City * State/Province * Zip Code/Postal Code * Country *

| Chicago | | L v | | 60603 ‘ | United States v |

3. Click “"Return” to end the update or click "Save” to save the changes.
4. On the Site Administration screen, verify that the site information is correct.

C. Manage Other Sites - These sites may be selected during EDS creation. Follow these
steps to manage non-primary sites:

e Delete Site

1. Click on the Delete button to the right of a non-primary site you wish to
delete.

2. On the “Confirmation” pop-up, click “"Confirm” to delete the site, or click
“Cancel” to end the deletion.

3. On the Site Administration screen, verify that the site is not displayed.
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o Edit Site

1. Click on the Edit button to the right of a non-primary site you wish to
update.

2. On the "Site Details” screen, change site address in the appropriate
textboxes.

Click “Return” to end the update or click "Save” to save the changes.
4. On the Site Administration screen, verify that the site information is correct.
e Add New Site
Click on the “"Add New Site” button at the bottom of the screen.

2. On the "“Site Details” screen, enter site address in the appropriate
textboxes.

Click “Create” to save new site information or click “"Return” to end update.

4. On the Site Administration screen, verify that the new site information is
correct.

6.2 User Administration

EDS Captain(s) may perform the following actions on user accounts:

A. Approve or deny registration requests. EDS Captain(s) may approve or deny
registration request(s) on the Pending Registration section of the screen. The EDS Captain
is notified via email when a user registers for a new account. All pending user account
registrations are listed on the Pending Registrations section. If there are no pending
registrations, then “There are no pending registrations” is displayed.

EDS Captains may take the following actions on each pending registration request:

Approve registration. To approve a user registration, follow these steps:

1. Click the 'Approve' button in the Actions column of the user account you wish to
approve.

2. Click 'Confirm' button on the pop-up window to confirm your decision.

Deny registration. To deny user account registration, follow these steps:

1. Click the 'Deny' button in the Actions column of the user account you wish to deny.
2. Click 'Confirm' button on the pop-up window to confirm your decision.
NOTE: The user will be notified via email of your decision.

B. Manage approved users. Assign/remove EDS Captain rights, activate/deactivate user
access to the Online EDS system, and view user account details.

Assign or remove EDS Captain rights. The EDS Captain(s) may add or remove EDS Captain
rights from a user’s account. If the EDS Captain checkbox is checked, then the user account
has been given EDS Captain rights.

1. Click on the “"EDS Captain” checkbox of the user account row to assign or remove
EDS Captain rights.

2. Click “Update” button.
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Activate or deactivate user access. EDS Captain(s) may activate or deactivate a user’s
account. If the Active checkbox is checked, then the account is active.

Pending Registrations

HOME EDS SEARCH MY EDS - COMPANY ADMIN -~ SUPPORT - & MY PROFILE LOGOUT

User Administration

Your company or organization may have multiple EDS users. Registrations for new user accounts must be approved by you or another EDS Captain before the
user account is created.

Click "Approve” or "Deny” Upon approval, the user moves to the "Approved Users” list. You may check the box "EDS Caprain” after the user moves to the
"Approved Users” list to make the user an EDS Captain (company administrator). We recommend having more than one captain in case one leaves.

User ID Name Registration Date Title Email Telephone Actions

1 dpmeto03 | 06,/04,/2020 CTO f

EApproved Users

Active approved users ("Active” box checked) may submit EDSes on behalf of your company or organization and view previously submitted EDSes. Deactivate a
user who no longer needs access by unchecking the "Active” box. Check the "EDS Captain® hox to make the user an EDS Captain (company administrator). EDS
Captains can change site information and approve/deny new users.

User ID T Name Title Email Telephone EDS Captain Active
carlrogers? Carl Rogers Sales Director ' 312-555-1212 [m]
lindsevlohan Lindsey Lohan Secretary 312-555-6666 O
Irichards Lionel Richards President 312-555-1444
Irichards3 Lionel Richards 111 Wice President 312-555-1212
mileycyrus Ms. Miley Cyrus Chief Operating Officer 312-535-1212

mrichards2 Mildred Richards Assistant to CEQ 312-055-1212 [m]

ERe.-ja:ﬂ.-cted Users

Users whose registration was rejected in error may be approved by clicking "Approve’.

User ID T Name Title Email Telephone Actions

carlrogers Carl Rogers Sales Director 32-555-1212

rrabbittest Mr. Roger R Rabbitt [11 President 312-555-1212

Figure 16: User Administration screen

NOTE: The EDS Captain should deactivate a user who has left the company or a user who
is no longer authorized to submit EDS documents on behalf of the company.
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1. Click on the Active checkbox of the user account row to activate (checked) or
deactivate (unchecked).

2. Click “Update” button.

Users with inactive accounts will receive the following error message when they attempt
to log into the Online EDS system “Inactive users cannot log in”.

View user details. EDS Captain(s) may view user information of existing users, such as
title, email, phone, and fax.

C. Manage rejected users. EDS Captain(s) may approve a previously rejected
registration request. EDS Captains may take the following actions on a rejected registration
request:

Approve registration. To approve a user registration, follow these steps:

3. Click the 'Approve' button in the Actions column of the user account you wish to
approve.

4. Click 'Confirm' button on the pop-up window to confirm your decision.

NOTE: The user will be notified via email of your decision.

6.3 EDS Captains

The EDS Captain link is available to non-captain users. It provides a list of all EDS Captains within
your company and their contact information.

HOME
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EDS Captains

Listed below are the EDS captains for Richards & Associates

Name Title Telephone Email
Lionel Richards President 312-555-1444 benjamin.ho@cityofchicago.org
Lionel Richards III Vice President 312-555-1212 benjamin.ho@cityofchicago.org
Figure 17: EDS Captains screen
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