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1 Introduction to CSC Entity Management 

CSC Entity Management is a portfolio management system that makes it easy for corporate legal departments, 

compliance professionals, and businesses to manage their entities, compliance events, corporate filings, officers, 

directors, management, and much more. It’s a flexible and robust solution that goes beyond basic compliance needs. 

The Entity Management application: 

• Provides a simple, yet effective, tool for managing your entire entity portfolio, including individual entity 

details 

• Improves visibility, and alerts you to important compliance due dates 

• Delivers corporate filings directly to your entity, while providing comprehensive document management 

capabilities  

• Offers extensive searching and reporting capabilities  

• Provides the ability to view, download, and report on all information within your portfolio  

• Allows field customization to meet the needs of each unique business  

This guide will instruct you on using the Entity Management application, while also providing you with the functional 

insights needed to maximize your efficiency and effectiveness.  

1.1 Portfolio Level vs. Entity Level 
The information contained within Entity Management can be broken into two levels: the portfolio level and the entity 

level.  

• The portfolio level allows you to view and take action on all entities associated with the overall portfolio.  

• The entity level is specific to viewing and taking action on individual entities within the portfolio.  

1.2 User Roles 
All CSC representation clients receive basic access to Entity Management. Users with basic access can view high-level 

entity information. This manual, however, is designed for clients who have purchased the complete Entity 

Management solution. The data sets contained within Entity Management, and the actions that you can take, are all 

role-based. CSC Entity Management role information can be found in Section 10.1.1.  

1.3  CSC Contacts 
As Registered Agent, CSC has certain responsibilities to representation clients, including Service of Process (SOP). As 

such, it is important that CSC always has the most up-to-date contacts on file for each entity within a portfolio that 
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has representation service with CSC. Primarily, CSC needs to know who handles legal responsibilities, compliance 

mail, and the responsibilities for receiving annual renewal invoices for each entity.  

To view contacts that are currently on file, choose an entity from the Entity Portfolio Grid (as described in 

Section 3) and select the “CSC Contacts” sub-folder from within the “Contacts” folder. Contact the CSC Support 

team to request changes to the information on file.  

 

 

1.4 Help 
Contact your CSC entity portfolio specialist with questions or to arrange training at any time. Real-time help is also 

available within the application from 8 a.m. to 8 p.m. EST daily through CSC’s live chat feature.  

• Phone: (800) 927-9801 x66825 
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2 Standard Grid Behavior 

Within the Entity Management application at both the portfolio and entity levels, grids display your entity 

information. Grids are used consistently throughout Entity Management. The behaviors in any grid include the 

following:  

• Sorting grid columns 

• Filtering data displayed on a grid 

• Locking the first column of a grid 

• Resetting a grid 

• Downloading a grid to Excel or PDF 

• Customizing the grid display 

At a high level, all grids function the same way within Entity Management; however, on a conceptual level, the data 

contained within each grid may be different based on the type of information being reviewed.  

2.1 Sorting Grid Columns 
Grids can be sorted in ascending or descending order by clicking the top of any column header.  

Example: In the example below, you can sort the grid so that it displays the oldest entities first by clicking the 

Formation Date column.  
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2.2 Filtering and Searching Data Displayed on a Grid 
You can filter and search for specific data within a grid using any one of the following features: 

• Drop-down list that contains commonly used search criteria (dependent on grid type)  

• A quick search to filter by specific criteria  

• Input a specific date range  

2.2.1 Using the Drop-Down List 

Most grids have a drop-down list in the top right corner that contains commonly used search criteria (dependent on 

the grid type).  

 

Example: In the grid below, you can view All entities, Active entities or Inactive entities by selecting a value 

from the drop-down list.  
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Note that once new search criterion is added, you must click the Refresh button in the top right corner to view the 

changes. 

2.2.2 Using Quick Search 

For advanced filtering, you can conduct a quick search. Follow the steps below to initiate a quick search from any grid.  

Step 1: Click Show Quick Search to enable quick search options.  

 

Step 2: Once the search fields have appeared in the first row of the grid, you can narrow the results using 

specific search criteria.  

 

mailto:CSCEntityManagement@cscglobal.com


Page 14 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

• For text fields, enter text and then indicate whether the search query contains the text, is the exact 

text, begins with the text, or ends with the text.  

• For drop-down value lists, choose the specific values being searched for, or check all values in the 

drop-down list.  

• For date range select lists, choose the date and then indicate whether what is being searched for 

equals, is between, is not equal to, is less than, is less than or equal to, is greater than, or is greater 

than or equal to that date.  

 

Step 3: Once filtering criteria has been determined, select the Refresh button in the upper, right-hand corner 

to display the updated grid.  

 

2.2.3 Using Date Range Search 

Some grids provide the ability to conduct a search within a specific date range. To filter the grid by date range, 

indicate the ranges and select the Refresh button.  
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2.3 Locking and Unlocking the First Column of a Grid 
If a grid contains columns that do not fit within the screen display, click the lock icon to freeze the first column in 

place. Once the column is frozen, scroll to the right to view additional attributes relating to that row. To un-freeze a 

column, click the lock icon again.  

 

2.4 Reset a Grid 
To reset a grid and clear all column sorts and filters, click the Reset button in the top, right-hand corner.  
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2.5 Download Grid to Excel and PDF 
Using the Download Grid to Excel option allows for offline viewing and data analysis. To download a grid to Excel, click 

Download Grid to Excel  

 

To download your grid to PDF, click on More Options, then select Download Grid to PDF  

 

 

2.6 Set Group Level Grid Display 
Using the More Options drop-down list, you can select any combination of system and custom attributes to create a 

default view for all users.   This feature is available on the Entity Portfolio, Officer/Director/Management, Capital, 

Ownership, and Ownership Transactions grids.   
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To get started, select the More Options drop-down list and click Set Group Level Grid Display.  

 

 

In the pop-up box that appears, you can indicate which columns you want displayed in the grid, as well as how they 

are ordered. Highlight the attribute(s) to be displayed in the Hidden column (on the left) and click the Add button to 

add them to the Displayed in Grid column (on the right). Conversely, remove attributes that are not needed in the 

Displayed in Grid column by highlighting the appropriate attribute(s) and selecting the Remove button.  
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Once the selected attributes appear in the Displayed in Grid column, you can change their order by highlighting the 

attribute that needs to be moved, and using the Top, Up, Down and Bottom buttons. When finished, click Save to 

retain your changes and return to the grid.  
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Depending on the grid, custom fields that have been added and made “grid eligible” may also be available. For more 

information on custom fields, refer to Section 10.4. 

2.7 Customize the Grid Display 
Using the More Options drop-down list, you can customize the grid to add or remove the displayed attributes. To 

customize a grid’s columns, select the Grid Actions drop-down list and click Customize Grid Display. This is similar to 

the Set Group Level Grid Display, but is specific to the user.  
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In the pop-up box that appears, you can indicate which columns you want displayed in the grid, as well as how they 

are ordered. Highlight the attribute(s) to be displayed in the Hidden column (on the left) and click the Add button to 

add them to the Displayed in Grid column (on the right). Conversely, remove attributes that are not needed in the 

Displayed in Grid column by highlighting the appropriate attribute(s) and selecting the Remove button.  

 

Once the selected attributes appear in the Displayed in Grid column, you can change their order by highlighting the 

attribute that needs to be moved, and using the Top, Up, Down and Bottom buttons. When finished, click Save to 

retain your changes and return to the grid.  
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Depending on the grid, custom fields that have been added and made “grid eligible” may also be available. For more 

information on custom fields, refer to Section 10.4.  

2.8 Set Entity Favorites  
Entity Favorites provides the ability to save quick search criteria for future use. When selecting an Entity Favorite to 

filter the Entity Portfolio Grid, the same filter will be applied to all of the other portfolio grids, except Minute Books, 

Other Documents and My Calendar. See section 2.2.2 for more information on using Quick Search. 
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2.8.1 Create Entity Favorite 

Use any combination of system and custom fields for your quick search criteria. To save your quick search results as a 

favorite, select Save next to the Entity Favorites select box.  Then enter a name for your search, then select Save.  

 

 

2.8.2 Remove entity favorite 

To remove your Entity Favorite selection to return the grid to the All Entity view. To do this, select No Favorite 

Selected from the Entity Favorites drop down and hit Apply.  

 

2.8.3 Set Entity Favorite as Default 

You can set a specific Entity Favorite list as your default list when launching Entity Management. To do so, select the 

Favorite name from the drop down and select Default. 
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2.8.4 Edit Entity Favorite 

To change the filter criteria for a Favorite list, select the Favorite from the drop down and click Edit. Additional filter 

criteria can be added by selecting from the Attribute drop down and clicking Add Attribute. 

 

To remove an attribute from the filter criteria, highlight the attribute in the Display Criteria grid and click the Remove 

Attribute button. 

 

 
2.8.5 Delete Entity Favorite 

 To remove an Entity Favorite, select the Favorite name from the drop down and click Delete. 
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3 Entity Portfolio Grid 

The Entity Portfolio Grid is the first screen that appears when you log into Entity Management. It provides a high-

level overview of all entities within the entire portfolio.  

If you have been granted the appropriate role of “Entity/Jurisdiction Information Edit” (role definitions can be found 

in Section 10.1.1), the Entity Actions drop-down menu in the Entity Portfolio Grid includes the following 

options: 

• Add New Entity: Add a new entity not already listed in the portfolio. 

• Mass Update: Perform bulk changes to specific entity attributes. 

• Search Entities: Locate any entity within the portfolio. 

• Remove Entity from System: Remove an entity within the portfolio. 

 

3.1 Accessing Entity Portfolio Grid 
Log into Entity Management by setting Entity Management as the CSCGlobal quick-link from the account login 

screen. 
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 Once logged in, you’ll find that the Entity Portfolio Grid is your default first screen. This grid can also be accessed by 

clicking on Entity Portfolio via the Entities main menu option (located within the navigation bar).  

 

The grid’s default view is to display All entities (both active and inactive) in alphabetical, ascending order. The filter in 

the top right corner allows you to quickly change the status of the entities from All to Active or Inactive. Note that 

the default view can be changed to display only active entities from the Admin options (as described in Section 

10.8.1).  

 

3.2 Add New Entity 
When adding a new entity that is not already listed within the portfolio, select Add New Entity from the Entity 

Actions drop-down menu. Complete the fields for the new entity and select Save when finished.  
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If there are jurisdictions that need to be added for the entity, select Continue with Additional Jurisdictions instead 

of Save. You can add more jurisdictions on the next screen. 

 

To add your jurisdictions, complete the entity detail fields and select the Save button. 
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3.3 Mass Update 
To perform mass updates to specific system or custom attributes associated with a large number of entities within 

the portfolio, select Mass Update from the Entity Actions drop-down. Then, choose the attribute that needs to be 

updated and click Next.  

 

Mass updates to an attribute can be completed in two different ways. The first way is to type the information into the 

text fields on the right.  
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Otherwise, if the same information applies to multiple entities, click the checkbox to the left of the entities, type the 

information into the primary field, and select Copy to Selected. Be sure to click Save when finished.  
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3.4 Beneficial Ownership Report 
Users with the appropriate role can generate a Beneficial Ownership Report for one or more entities within the 
portfolio, by selecting Beneficial Ownership Report from the Entity Actions drop-down. 
 

 
 

Select one or more entities (with a maximum of 20) from the list to generate the report. 
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The Beneficial Ownership Report will display two grids: 
 

• Reporting Entity – displays entity system and custom attributes about the selected reporting entity. It also 
displays Director & Officer system and custom attributes for any active Director & Officer record assigned to 
the reporting entity. 

 

• Owners & Appointments – displays Tier Number & Indirect Ownership calculations, and CTA Classification for 
each owner of the reporting entity. Additionally, it displays system and custom attributes of each active 
Director & Officer record assigned to the owner. 

o The indirect ownership percentage is derived by calculating multiple levels of ownership from 
the perspective of a “root company”.   

o As an example, “Individual A” owns 50% of “Entity B” which in turn owns 50% of “Company 
C”.  In this example, “Company C” is a “reporting company” and functions as the root 
company.  The following describes how the indirect ownership percentage between “Individual 
A” and “Company C” is calculated.  The 50% ownership interest that “Entity B” has in “Company 
C” is multiplied by the 50% ownership interest that “Individual A” has in “Entity B”.  In this 
example “Individual A” has a 25% indirect ownership in “Company C” (50% x 50% = 25%). 

 

 
 
Select Customize Attributes above each grid to hide/show/re-order attributes on either grid display. Grids can be 
customized separately, and once saved the customization will persist every time a report is run. 
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If multiple entities were selected, use the dropdown above the grids to view the report for other entities. 
 
To export all or selected entity reports into an Excel spreadsheet, select Export to Excel. An Excel spreadsheet will be 
created for each entity. 
 

 

3.5 Address Mass Update  
To perform an address update to a large number of entities within the portfolio, select Address Mass Update from 

the Entity Actions drop-down.  
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Address mass update can be completed by filling in the address information at the top and choosing the entities to 

which the new address applies. The user has the ability to Copy to Main address or Copy to Mailing address using the 

buttons provided. 
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3.6 Search Entities 
To search for portfolio entities using expanded functions, select Search Entities from the Entity Actions drop-down 

list. The search action is available to all users, and although most searches can be done using the quick search that 

was described in Section 2.2.2, the expanded action is appropriate for more advanced searches (e.g. 

searching by a prior name). The following screen and parameters will appear, allowing you to search for entities 

based on advanced criteria.  

 

3.7 Remove Entity from System 
Note that only non-CSC entities that do not use CSC for representation services can be removed from the portfolio. 

This requirement exists because the information surrounding CSC entities is essential to being able to provide 

appropriate representation services.  

When removing a non-CSC entity from the portfolio, select Remove Entity from System from the Entity Actions drop-

down list. Begin typing the entity name and make a selection from the search results. Once the entity has been 

identified, click the Select button.  
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On the following screen, confirm the removal of the entity by clicking the Confirm button. Note that once removed, 

the deleted entity information cannot be retrieved.  
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4 Entity Level Details 

Within the Entity Details screen, you can view and perform actions on specific entity information. Available 

information includes the following: 

• Summary: A high-level summary of the overall entity information.  

• Jurisdictions: All jurisdictions in which the entity does business.  

• Name History: All names ever associated with the entity. 

• DBA Names: All DBA names belonging to the entity.  

• Officers/Directors/Management: Officers, directors and management tied to an entity.  

• Capital: Details surrounding the entity’s overall capital structure.  

• Ownership: Entity ownership details. 

• Ownership Transactions: Transactions surrounding entity ownership.  

• Org Charts: Organizational charts pertaining to where the entity fits into the overall portfolio.  
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4.1 Accessing Entity Details 
To access an entity’s details, click the entity name within the Entity Portfolio Grid.  

 

4.2 Entity Summary 
The Summary page contains an entity-data overview and is broken into categories that can be expanded by clicking 

the arrow to the left of each category name. The Summary contains the following primary categories: 

• Entity Summary: High-level entity information, including the domestic jurisdiction and formation date.  

• Main Address: The entity’s main office and mailing address.  

• Status: The CSC entity status, as well as the internal status maintained independently of CSC.  

• Notes: Any high-level notes specific to the entity.  

Note that you can manage the displayed categories, add and manage custom fields within those categories, and 

change the order in which each field is displayed on the screen. Additional details are described in Section 

10.3.  

For example, the image below depicts custom categories for Officer/Director Specifications, Related Names, 

Subsidiary Tracking, Country Code, and Tax & Accounting Contacts that appear in addition to the primary categories.  
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4.2.1 Editing Summary 

To edit details that are stored within the Summary, expand the desired category and select the Edit button.  

 

To edit, update the fields and select Save.  

 

4.2.2 Status Maintenance 

Users with the appropriate role can maintain an organization’s status. This status is maintained independently of CSC 

and the jurisdiction, and is essentially the internal status designated by the organization.  
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By expanding the Status category, the drop-down list titled Entity Status can be used to indicate the desired status. 

Note that custom statuses can be added to this value list (described in Section 10.6).  

 

The most important thing to note when making a status change is that when an entity is set to Inactive, other data 

updates relating to that entity are not made automatically. For example, you can set the status to inactive, however, 

officers and directors associated with the company may still be listed as active. There may also be active jurisdictions 

and DBA names listed, or the entity may be listed as the owner of other entities. Thus, when an entity is set to 

Inactive, it is your responsibility to update all other entity details to ensure the information is accurate.  

 
4.2.3 Expiration Grid to Expire Owners and ODMs 

When a user changes an Entity Status to Inactive, they are prompted with an expiration grid that allows them to 

expire any officers, directors, or owners associated with the company on a selected date.  If the user chooses not to 

expire the officers, directors, or owners, they can simply select Save without filling out the information in the prompt. 

A user can also select Cancel to go back to the original entity details page where the entity will still be listed as active. 
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Note: An email is generated to the user after using the expiration prompt that lets them know if it was successful, or if 

unsuccessful, will list certain owners, officers, or directors that could not be expired. 

4.3 Jurisdictions 
The Jurisdictions Grid displays all jurisdictions in which the selected entity is registered to do business. The grid’s 

default view shows jurisdictions in alphabetical, ascending order.  

 

Using the Jurisdiction Actions drop-down list, you can perform the following actions:  

• Add New Jurisdiction: Add a new jurisdiction not already listed. 

• True Name Change: Change the name of the entity within any or all jurisdictions.  

• Cosmetic Name Change: Correct the name of the entity due to a mistake (e.g. a typo).  

• Change Entity Type: Change the entity type within any or all jurisdictions.  

• Jurisdiction Mass Update: Perform mass changes to specific jurisdiction attributes.  

• Remove Jurisdictions: Remove a jurisdiction from the entity.  
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4.3.1 Add New Jurisdiction 

When adding a new jurisdiction that is not already listed with the entity, select Add New Jurisdiction from the 

Jurisdiction Actions drop-down list. Indicate the jurisdictions to be added and click Save when finished.  

 

 

 

To finish adding jurisdictions, input the jurisdiction details and click the Save button.  
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Contact CSC if you need assistance completing registration within a jurisdiction.  

4.3.2 True Name Change 

To make a true entity name change within a domestic or foreign jurisdiction, select True Name Change from the 

Jurisdiction Actions drop-down list. Note that true name changes can also be made from the Name History Grid (as 

described in Section 4.4). 

Use the Type of True Name Change drop-down list to select the jurisdiction type being changed, and then add the 

appropriate jurisdiction(s). Click Continue when finished.  
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Next, use the appropriate fields to add the entity’s new name and registration date, along with the previous name’s 

expiration date. For foreign jurisdictions, the new name’s registration date must be on the same date or after the 

domestic jurisdiction’s registration date. Also, the previous name must expire before the new name’s registration 

date. Click Save when finished.  

 

4.3.3 Cosmetic Name Change 

If a mistake, such as a typo, was made in a current name, prior name, or DBA name, select Cosmetic Name Change 

from the Jurisdiction Actions drop-down list. Note that cosmetic name changes can also be made from the Name 

History Grid (as described in Section 4.4).  

Next, select the current entity name, prior entity name, or DBA name that needs to be changed from the Entity 

Name(s) drop-down list and click Continue.  
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Once the entity name has been selected, input your changes and select Save. This will update the entity’s name 

across the portfolio.  

 

 

4.3.4 Change Entity Type 

To make changes to an entity type, select Change Entity Type from the Jurisdiction Actions drop-down list. Note that 

mass changes can be made by checking the boxes to the left, clicking the New Entity Type drop-down list, and then 

selecting Copy to Selected. 

Example: In the example below, Joint Venture has been copied to all selected jurisdictions.  
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To make individual entity type changes, use the New Entity Type drop-down list to the right of the corresponding 

jurisdiction. Be sure to select Save when finished.  

 

4.3.5 Jurisdiction Mass Update 

To mass-modify attributes across two or more jurisdictions, click the corresponding jurisdiction checkboxes, and then 

select Jurisdiction Mass Update from the Jurisdiction Actions drop-down list.  
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You can then make changes to any jurisdiction attribute. Once you click Save, the jurisdiction details will be updated. 

 

4.3.6 Remove Jurisdictions 

Note that only non-CSC jurisdictions that do not use CSC for representation services can be removed from an entity. 

This requirement exists because the information surrounding the CSC jurisdictions is essential to being able to provide 

appropriate representation services.  

To remove jurisdictions from a non-CSC entity, click the corresponding jurisdiction checkboxes and select Remove 

Jurisdictions from the Jurisdiction Actions drop-down list. 
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Once selected, confirm jurisdiction removal.  

 

4.3.7 Jurisdiction Details 

To view an entity’s jurisdiction details, select the name of the jurisdiction from the Jurisdictions Grid or click the icon 

to the right of the grid.  

 

The Jurisdiction Details screen provides a high-level overview of the jurisdiction data. Similar to entity details 

(described in Section 4.2), jurisdiction details are broken into categories that can be expanded and displayed. 

Note that you can create and manage custom fields within those categories, and the order in which each field is 

displayed. Instructions for adding and managing custom fields, as well as those for managing the screen display, are 

discussed in Section 10.4.  

To edit jurisdiction data, click the Edit button at the bottom right of each section.  
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4.4 Name History  
The Name History Grid allows you to view and edit an entity’s prior and existing names. The default view is set to 

display all jurisdictions in alphabetical, ascending order.  

 

The Name History Actions drop-down list contains the following:  

• True Name Change: Change the entity’s name in any or all jurisdictions.  

• Cosmetic Name Change: Correct the entity’s name due to a mistake (e.g. a typo).  

• Add Prior Name: Add a prior name for the entity.  

• Remove Prior Name: Remove an entity’s prior name.  

mailto:CSCEntityManagement@cscglobal.com


Page 48 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

 

4.4.1 True Name Change 

To make a true entity name change in a domestic or foreign jurisdiction, select True Name Change from the Name 

History Actions drop-down list. For additional details on how to make a “True Name Change,” refer to Section 

4.3.2.  

4.4.2 Cosmetic Name Change 

If a mistake, such as a typo, was made to a current name, prior name, or DBA name, select Cosmetic Name Change 

from the Name History Actions drop-down list. For additional details on how to make a “Cosmetic Name Change,” 

refer to Section 4.3.3.  

4.4.3 Add Prior Name 

To add an entity’s prior name so that accurate history can be maintained for that entity, select Add Prior Name from 

the Name History Actions drop-down list. Input the prior name by selecting an existing name within your portfolio, or 

by adding a new name not currently listed. Then, check the appropriate jurisdictions and select the start/end dates.  
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4.4.4 Remove Prior Name 

To remove a prior name that was added to an entity by mistake, select Remove Prior Name from the Name History 

Actions drop-down list. Once you delete the prior name, it will be removed from the historical entity records. 

 

4.5 DBA Names  
The DBA Names Grid allows you to view all DBA names associated with the selected entity. The default view is set 

to display all DBA names with current (active) registrations and then by alphabetical, ascending order. 
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Using the DBA Actions drop-down list, along with the grid itself, you can perform the following actions: 

• Add DBA Name for One or More Jurisdictions 

• Add DBA Names to a Single Jurisdiction  

• Renew DBA Name 

• Expire DBA Name 

• Edit DBA Name 

• Delete DBA Name  

• Cosmetic Name Change 

• Address Updates 

• Add Notes 

• View Renewal History  

• View Compliance Rule  

mailto:CSCEntityManagement@cscglobal.com


Page 51 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

 

4.5.1 Add DBA Name for One or More Jurisdictions 

When adding a new DBA name to one or more existing jurisdictions, select Add DBA Name for One or More 

Jurisdictions from the DBA Actions drop-down list. Then, follow the steps below. 

Step 1: Choose an existing DBA name or enter a new DBA name.  
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Step 2: Choose the jurisdictions where the DBA name has been added and select Continue when finished.  

 

Step 3: Select the registration office where the DBA name was filed in each jurisdiction. Some jurisdictions 

will have an office pre-selected, while others will require a selection. Note that, depending on state laws, DBA 

names may be filed at both the state and county levels, and there may be more than one office.  

Example: Pennsylvania, Rhode Island and Vermont are pre-selected because all DBA Name filings are 

filed at the state level. In Delaware, however, a selection must be made regarding the county 

office(s) in which the DBA Name is filed.  
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Step 4: Input the DBA name details for each jurisdiction. Note that when the Initial File Date field is 

completed, the Expiration Date field will pre-populate an expiration date based on the jurisdiction rules. If 

there are no renewal requirements, the date will be set to 12/31/2999.  

Example: In the following example, notice that after adding the Initial File Date in Delaware, 

Pennsylvania, and Rhode Island, the expiration date automatically sets to 12/31/2999 (because that 

jurisdiction does not require renewals). However, in Vermont, the expiration date was automatically 

set to 9/30/2018 due to the jurisdiction rules.  
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Step 5: Input the address for the newly added DBA name in each jurisdiction.  

 

Step 6: Add any necessary notes to the DBA name(s) being added. Select Save when finished to view the DBA 

names within the DBA Names Grid. 

 

4.5.2 Add DBA Names to a Single Jurisdiction 

To add multiple DBA names to a specific jurisdiction in a single action, select Add DBA Names to a Single Jurisdiction 

from the DBA Actions drop-down list. Then, follow the steps below. 

Step 1: Select the state or country and registration office where the DBA names have been filed. 
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Step 2: Complete the DBA name details. Use an existing DBA name if the name already exists in the portfolio. 

Use a new DBA name if the name does not currently exist within the portfolio. Note that when the Initial File 

Date field is completed, the Expiration Date field will pre-populate an expiration date based on the 

jurisdiction rules. If there are no renewal requirements, the date will be set to 12/31/2999.  

 

Step 3: Input an address for the newly added DBA name in each jurisdiction. Select Save when finished to 

view the DBA names within the DBA Names Grid. 
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Step 4: Add any necessary notes to the DBA name(s) being added. Select Save when finished to view the DBA 

names within the DBA Names Grid. 

 

4.5.3 Renew DBA Name 

To record a DBA name’s renewal date, check the box to the left of the corresponding DBA name and select Renew 

DBA Name from the DBA Actions drop-down list. Input the renewal date in the Renewal Date field and select Save to 

finish.  
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4.5.4 Expire DBA Name 

To record a DBA name’s expiration date, check the box to the left of the corresponding DBA name and select Expire 

DBA Name from the DBA Actions drop-down list. Input the expiration date in the Expiration Date field and select Save 

to finish.  

 

Note that once a DBA name has been expired, the name remains saved in the history with a DBA name status of 

Expired. Therefore, to display expired DBA names within the grid, change the DBA Name Status filter to either All or 

Expired.  
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4.5.5 Edit DBA Name 

To edit one or more of a DBA name’s key attributes, check the box to the left of the corresponding DBA name and 

select Edit DBA Name from the DBA Actions drop-down list. You can update the Registration Number, Initial File 

Date, Last Filed Date and Expiration Date.  

 

 

 

4.5.6 Mistake Handling 

If a mistake has been made, there are actions that allow you to make corrections and delete entries altogether. When 

you make a correction, the mistake is not included in the DBA name’s history. The following mistake-handling actions 

are available: 

• Delete DBA Name  

• Cosmetic Name Change  

4.5.6.1 Delete DBA Name 

You should only use the Delete DBA Name action if there was a mistake when entering or associating a DBA name 

with an entity. If the DBA name was not entered by mistake, but instead won’t be used anymore, the Expire DBA 

Name action should be used to retain its history.  

To delete a DBA name and its history from a jurisdiction, check the box to the left of the corresponding DBA name(s) 

and jurisdiction(s). Then, select Delete DBA Name from the DBA Actions drop-down list. Check the box to the left of 

each historical record belonging to that DBA name and select Confirm.  
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4.5.6.2 Cosmetic Name Change 

To correct mistakes (e.g. typos), select Cosmetic Name Change from the DBA Actions drop-down list. Note that in 

addition to having the ability to correct a typo for a DBA name, you can also correct typos for current or prior entity 

names. Select the name(s) that need to be updated and click Continue.  

 

Then, input the new name and click Save to finish.  
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4.5.7 DBA Name Addresses 

To view a DBA name’s addresses, click the Address link that is available in each row of the grid.  

 

Within the Address link, you can edit, delete and/or review all addresses associated with the chosen DBA name. 

 

4.5.8 DBA Name Notes 

To capture notes regarding a DBA name, use the Notes icon that is available in each row of the grid.  
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When notes are added, the Notes icon will update with a checkmark to alert you that notes have been saved.  

 

4.5.9 DBA Name Renewal History 

To view the renewal history associated with a DBA name, select the View History link that is available in each row of 

the grid.  
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4.5.10 DBA Name Compliance Rules 

DBA name renewal rules vary based on jurisdiction. Some jurisdictions require renewal after a given number of years, 

and some never require renewal. To view the DBA name compliance rules (based on the jurisdiction in which it was 

filed), click the Compliance Rule link that is available in each row of the grid.  

 

4.6 Officers/Directors/Management (ODM)  
In addition to the traditional Officers and Directors, this feature allows you to track Members, Managers, Partners, 

Power of Attorneys and Committee members.  We refer to these as Roles.  You also have the ability to create custom 

roles and titles to better organize people and titles to meet the needs of your organization.   See Section 7.2.2  

for details about adding custom roles and titles. 

Within this document, we will refer to the name and title combination as “ODM.” In order to view or edit ODM 

information, you must be granted the appropriate access level or role (as listed in Section 10.1.1). Updates 
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to ODMs can be made at both the entity level and the portfolio level. This section is specific to entity-level changes. 

See Section 7.2 to view portfolio-level specifics.  

The ODM Grid displays all names and titles associated with the selected entity. The default grid view is set to display 

all active ODMs, with all names and titles (roles), in alphabetical, ascending order. 

 

Using the ODM Actions drop-down list (and from within the grid itself), you can perform the following actions: 

• Add New ODM 

• Add New Title for Existing ODM 

• Assign Existing ODM: Assign an existing ODM to a new entity.  

• Modify Existing Titles: Modify existing ODM titles and related details. 

• Maintain Title Attributes: Maintain ODM Appointment custom field data. 

• Add New Title and Archive Original: Add a new title and archive the original. 

• Maintain Term Dates: Maintain the term dates of an existing ODM. 

• Expire Existing Titles: Expire an existing title associated with an ODM. 

• Mass Updates to Custom Fields: Perform mass (i.e. bulk) updates to custom fields. 

• Delete ODM: Correct a mistake by deleting an ODM from the entity. 

• View or Edit Business Information: View or edit the business information related to an ODM. 

• View or Edit Personal Information: View or edit the personal information related to an ODM. 

• Maintain ODM Individual Documents: Store and maintain documents related to ODM.  
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4.6.1 Add New ODM 

To add a new ODM, select Add New Officers/Directors/Management from the ODM Actions drop-down list. Input 

the new ODM information, including attributes related to title(s). Officers, Directors and Management can be 

individuals or entities. If the ODM is an entity, you can select an entity from your portfolio or add a new entity (also 

known as an External Organization) 

 

 

Note, you must select the role first.  This will limit the Title list to those titles that have been mapped to the selected 
role. 

 
4.6.2 Add New Title for Existing ODM 

To add a new title to an existing ODM, check the box to the left of the corresponding ODM and select Add New Title 

for Existing Officer/Director/Management from the ODM Actions drop-down list.  
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Complete the fields for the new title(s) attributes.  

 

 

4.6.3 Assign Existing ODM 

To assign an ODM that exists within your portfolio to the selected entity, select Assign Existing 

Officer/Director/Management from the ODM Actions drop-down list. Select the ODM and then choose to add an 

existing title. You can add more titles by selecting the New Title button.  
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4.6.4 Modify Existing Titles 

To modify an existing ODM title and its attributes, check the box to the left of the corresponding ODM and select 

Modify Existing Titles from the ODM Actions drop-down list.   This action can be used to modify attributes for the 

existing title (such as selecting the Authorized to Sign As value) or replacing the selected title with a new title.   When 

making changes to the title or Authorized to Sign As, begin by selecting the appropriate role.  This will limit the list to 

those titles that have been mapped to the selected role. 

Note that when a title is modified, it will only update for the selected entity (not for other entities within the 

portfolio). Additionally, if the ODM was assigned as part of an ODM slate, the ODM must be updated from the Slate 

Membership area (described in Section 7.2.3). 

Complete updates where necessary and select Save when finished.  
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4.6.5 Maintain Title Attributes 

To modify ODM Appointment custom fields for an existing ODM, check the box to the left of the corresponding ODM 

and select Maintain Title Attributes from the ODM Actions drop-down list.   This action can be used to modify 

attributes for the existing title (such the Subtitle or Authorized to Sign As value) and modify values for any ODM 

Appointment custom fields that have been created. 

 

4.6.6 Add New Title and Archive Original 

To add a new ODM title while archiving the existing title (so that it remains in the history), check the box to the left of 

the corresponding ODM and select Add New Title and Archive Original from the ODM Actions drop-down list.  

If the ODM is associated with other entities within your portfolio, or is part of an ODM slate (described in Section 

7.2.3), the title change will only affect the selected entity. To update the selected ODM at the portfolio level, refer 

to Section 7.2.  

When adding a new title, input the date on which the original title expires, along with the new title details, and select 

Save when finished.  
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Note that any title that has been expired and archived is searchable from the ODM grid (using either All or Inactive 

status), which ensures that ODM history can be reviewed at any point-in-time.  

 

4.6.7 Maintain Term Dates 

To maintain ODM term dates (election and expiration), check the boxes to the left of the corresponding ODM(s) and 

select Maintain Term Dates from the ODM Actions drop-down list. You may input the information into the text fields 

on the right, or if the same information applies to multiple entities, click the checkbox to the left of the ODMs, input 

the information into the primary field, and select Copy to Selected. Be sure to click Save when finished.  

mailto:CSCEntityManagement@cscglobal.com


Page 69 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

  

Note that once an ODM is expired, it will be made inactive. Thus, when reviewing the ODM Grid, the status of All or 

Inactive must be filtered to display the expired ODM.  

 

4.6.8 Expire Existing Titles 

To set the expiration date for existing ODM titles, check the box to the left of the corresponding ODM(s) and select 

Expire Existing Titles from the ODM Actions drop-down list. Update the expiration date for the selected ODM(s) and 

click Save.  
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Any title that has been expired is searchable from the ODM Grid (by using either All or Inactive status), which ensures 

that ODM history can be reviewed at any point-in-time.  

 

4.6.9 Mass Update – Custom Fields 

If you created ODM business or personal custom fields (note that instructions for creating custom fields are provided 

in Section 10.4), you may perform mass updates to those fields by checking the boxes to the left of the 

corresponding ODM(s) and selecting Mass Update – Business Custom Field or Mass Update – Personal Custom Field 

from the ODM Actions drop-down list. Next, select the custom field for which the mass updates need to be made. 
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Once you have selected the custom field, input the information into the text fields on the right or—if the same 

information applies to multiple entities—click the checkbox to the left of the ODMs. Then, input the information into 

the primary field and select Copy to Selected. Be sure to click Save when finished.  

 

4.6.10 Delete ODM 

If an ODM was added to the entity by mistake, it can be removed. Note that if the ODM needs to be expired (rather 

than being removed), the Expire Existing Titles action should be used to preserve the ODM’s history. 

To delete an ODM, check the box to the left of the corresponding ODM and select Delete 

Officers/Directors/Management from the ODM Actions drop-down list. Once selected, provide final confirmation.  
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4.6.11 ODM Business Information 

To view or modify ODM business details (contact information and business address), select the Bus link from the 

ODM Grid.  

 

Note that you can also add custom fields, which is discussed in Section 10.4. To edit the ODM’s business 

information, click the Edit button to modify basic contact information, or select from the grid actions drop-down list 

to update held positions.  
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4.6.12 ODM Personal Information 

If granted the appropriate permissions, you may edit the ODM’s personal information by selecting the Per link from 

the ODM Grid. To view all roles/permissions, refer to Section 10.1.1.  

 

Personal information that can be viewed and edited includes the ODM’s residential address, contact information, 

identification information, personal data, and general information. You may also add custom fields to this screen, 

which is discussed in Section 10.4. To add or edit the ODM’s personal information, click the Edit button and 

make the appropriate changes.  
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4.6.13 ODM Individual Documents  

If granted the appropriate permissions, you may Upload, Bulk Upload, Delete, and Edit Document Attributes for 

documents related to Directors and Officers. To view all roles/permissions, refer to Section 10.1.1.  

ODM individual documents can be viewed by clicking the link labeled “Doc” on either the portfolio level or entity level 

grids for Directors and Officers. The “Doc” link also displays the number of documents that have been uploaded to 

that individual.  

 

An Individual Documents grid exists for each person listed in the Officers/Directors/Management module. Clicking on 

the “Doc” link will bring you to the Individual Documents grid for that Director/Officer where you can view, upload, 

delete, and edit documents and attributes corresponding to the documents.  In addition, you can add notes that 
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pertain to the document to the grid which can be viewed by hovering over the text.

 

4.7 Capital 
The Capital Grid displays an entity’s high-level capital data. The grid’s default view displays the capital class in 

alphabetical, ascending order. 

 

Using the Capital Actions drop-down list (along with the grid itself), you can perform the following actions: 

• Maintain Capital: Add and maintain an entity’s capital information. 

• Delete Capital: Delete an entity’s capital information.  

• Add Notes: Record notes regarding the overall entity capital types. 
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4.7.1 Maintain Capital 

To add new capital or change an entity’s capital/capital type, select Maintain Capital from the Capital Actions drop-

down list. On this screen, you can add capital; update the capital class, series, rights, par value, and currency type; 

and modify authorization and issuance of capital information. You can also add or edit data to any capital custom 

fields that have been added to the Capital Grid. 

Note that the capital class, rights, and series-value drop-down lists can be edited to include custom values (as 

described in Section 10.6).  

 

4.7.2 Delete Capital 

To delete capital information from the entity, check the box to the left of the corresponding capital and select Delete 

Capital from the Capital Actions drop-down list. You must provide final confirmation to delete the capital.  

 

4.7.3 Capital Notes 

To capture notes regarding an entity’s capital types, use the Notes feature located at the top right, or within each grid 

row. Hovering over the icon or link will provide a preview of any recorded notes up to 500 characters. 
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4.8 Ownership 
Ownership can be recorded for an entity using the Ownership folder (within the entity details). An owner may be an 

individual or entity that is already listed within the portfolio, as well as an individual or entity external to the portfolio.  

The Ownership Grid displays entity owners. The grid’s default view is set to display all active owners in alphabetical, 

ascending order. Note that the Ownership As Of feature (located at the top right) provides point-in-time ownership 

details so the entity’s ownership history can be viewed at any time.  

Upon clicking the link attached to a specific owner, you will be taken to the entity details screen for that ownership 

entity.  

 

4.8.1 Ownership Actions 

Using the Ownership Actions drop-down list (or the grid itself), you can perform the following actions: 

• Maintain Ownership: Add new owners or manage existing ownership to reflect an increase or decrease in 

ownership percentage or shares for the selected entity, while creating point-in-time ownership and 

transaction history for future reference. 

• Maintain Transaction History: Maintain the transaction history associated with an existing owner, while 

creating a full history. 
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• Edit Owner Type & Details: Modify owner type, certificates held, and ownership custom fields. 

• Edit Ownership Transaction: Correct a mistake related to an ownership transaction and ensure the history is 

not saved. 

• Delete Ownership: Delete an owner that was added to the entity by mistake. 

• Maintain Ownership Expiration: Edit an owner’s expiration date. 

• Add External Owner: Add an owner not currently listed in the portfolio. 

• Maintain External Owner Details: Update an external owner’s name and address details. 

• Add Notes: Record notes related to the overall entity ownership records. 

• Owner Details: View all ownership custom fields and associated data. 

• View Address: View a specific owner’s address. 

 

4.8.1.1 Add New or Manage Existing Owners 

To add a new owner or manage existing entity ownership, select Maintain Ownership from the Ownership Actions 

drop-down list.  
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Select a new owner (if adding an external owner, refer to Section 4.8.1.6) and related fields. You can make a 

variety of changes, including the owner type, the date they became owner, the ownership percentage, and capital 

information. You can manage existing ownership by increasing or decreasing the ownership percentage or number of 

associated shares. 

Each ownership update creates a transaction that can be referenced in the future. The As Of Date is required and 

important, since it allows you to obtain future, point-in-time ownership details.  

 

4.8.1.2 Maintain Transaction History 

Transaction history is most often used to record a specific owner’s transactions. To record ownership transactions, 

check the box to the left of the corresponding owner and select Maintain Transaction History from the Ownership 

Actions drop-down list.  

As mentioned previously, the As Of Date is required and important, since it allows you to obtain future, point-in-time 

ownership details. Make any updates necessary to this screen and click Save when finished.  
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4.8.1.3 Edit Owner Type & Details 

The Ownership Actions drop-down list allows you to select an owner type from the list or capital information for the 

certificate held. You can also maintain ownership custom field data. This edit can be performed on one or multiple 

ownership records. 

 

 
4.8.1.4 Edit Ownership Transaction 

If a mistake was made in an ownership transaction (e.g. correcting an Ownership As Of date so that accurate point-in-

time reporting can be obtained), use the Edit action to correct it without impacting the entity’s historical ownership 

records.  

To make a correction using the Edit action, check the box to the left of the corresponding owner and select Edit 

Ownership Transaction from the Ownership Actions drop-down list. Make the corrections to the current ownership 

transactions and click Save.  
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4.8.1.5 Delete Ownership 

If an owner was added to the entity by mistake, the owner can be deleted, while ensuring that the mistake is 

removed from the history.  

To delete ownership, check the box to the left of the corresponding owner and select Delete Ownership from the 

Ownership Actions drop-down list. Be sure to provide final confirmation of owner deletion.  

 

4.8.1.6 Maintain Ownership Expiration 

To maintain an owner’s expiration date, check the box to the left of the corresponding owner and select Maintain 

Ownership Expiration from the Ownership Actions drop-down list. Update the new Inactive As Of date field so that 

the point-in-time ownership details are accurate, and select Confirm. 
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4.8.1.7 Add External Owner 

To add an external owner (i.e. an entity or individual that is not currently listed within the portfolio), select Add 

External Owner from the Ownership Actions drop-down list and perform the following steps: 

Step 1: Add the external owner’s information to make them available within the portfolio, and select Save.  

 

Step 2: Return to the grid and select Maintain Ownership from the Ownership Actions drop-down list (as 

described in Section 4.8.1.1).  

Step 3: Add the new external owner(s) and select Save when finished.  
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4.8.1.8 Maintain External Owner Details 

To maintain an external owner, select Maintain External Owner Details from the Ownership Actions drop-down list 

and enter the external owner name in field provided. Fill in the address information for the external owner and select 

Save to apply the change to every instance where the name exists. 

 

4.8.1.9 Notes 

To capture notes related to an entity’s ownership or specific owners, select the Notes feature located at the top right 

or within each grid row. If notes have been added for that owner, a preview will display in the grid, and additional text 

can be viewed by hovering over the field. 
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4.8.1.10 View Owner Details 

To view an ownership custom fields for an owner, select the View Details link from the corresponding grid row. 

 

4.8.1.11 View Address 

To view an owner’s address, select the View Address link from the corresponding grid row.  

 

4.8.2 Point-in-Time Ownership 

Assuming all information was entered accurately, the Ownership As Of date in the top right can be used to view 

ownership details at any point in time.  

Example: By entering an Ownership As Of date of 11/01/2022, the ownership details on that specific date are 

displayed within the grid.  
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4.8.3 View What This Entity Owns 

To quickly view entities that are owned by the selected entity, select the What This Entity Owns link in the top right of 

the grid.  

 

On the What This Entity Owns Grid, click Return to Ownership in the top right corner to return to the Ownership 

Grid.  

 

4.9 Ownership Transactions 
The Ownership Transactions Grid displays the ownership transaction history for the selected entity. By default, the 

grid is set to display all transactions according to As Of Date, with a secondary sort in alphabetical, ascending order.  
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Using the Ownership Transaction Actions drop-down list, you can perform a variety of actions (described in 

Section 4.8.1), including the following: 

• Maintain Ownership: Add new owners or edit the existing ownership, while creating point-in-time ownership 

and transaction history for future reference. 

• Maintain Transaction History: Maintain the transaction history associated with an existing owner, while 

creating a full history. 

• Edit Ownership Transaction: Correct a mistake related to an ownership transaction and ensure the history is 

not saved. 

• Delete Ownership Transaction: Delete an ownership transaction that was added to the entity by mistake. 

• Add Notes: Record notes related to an ownership transaction. 
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4.10  Merger Transactions  
An organization’s merger history can be viewed using the Merger Transaction Grid which includes information on 

both the survivor and non-survivor from the mergers. 

 

Using the Merger Transactions Actions drop-down list, you can perform the following actions: 

• Add Merger Transaction:  Create/manage merger information for an organization and manage non-survivor 

Director and Officer data as well as reassign ownership. 

• Edit Merger Transaction: Edit the File Date and Effective Date for a merger transaction.  

• Delete Merger Transaction: Remove merger information from the merger grid. 

 

4.10.1 Add Merger Transaction  

To add a new merger transaction for the organization, select Add Merger Transaction from the Merger Transaction 

drop-down list.  The 5 steps to the workflow are as follows: 

Step 1:  Entity Selection  

A surviving entity will be defaulted to the entity you access the Merger Transaction page from so you will choose 

non-surviving entities that are being merged out. 
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Step 2: Transaction Details 

Review the selected survivor and non-survivor(s) and choose the filed date and effective date of the merger 

transaction to be displayed on both the portfolio and entity grids.  The Transaction Details page allows you to 

execute a true name change on the surviving entity by clicking the link provided.   

’ 
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The true name change will be displayed throughout the rest of the merger workflow then be updated once 

the merger transaction flow is completed. 

 

Step 3: Maintain Ownership 

The maintain ownership step allows for you to expire directors and officers as well as expire the direct 

ownership of the non-surviving entity on a selected date.  In addition, you can choose to reassign the owned 

entities of the non-surviving entities which is handled on the Ownership Reassignment step that follows. 
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Step 4: Ownership Reassignment 

This step shows non-surviving owned entity information allowing you to reassign the ownership to either the 

surviving entity (selected by default) or selecting the entity in the “Replace with Entity” column and selecting 

a different entity in the portfolio.  You can reassign all owned entities, or you can handle each entity 

individually using the checkboxes under the “Terminate Ownership” or “Do Not Reassign” columns.   

 

Step 5: Summary 

The summary step allows you to review the details selected throughout the workflow.  Clicking “Save” will 

update the Merger Transaction grid and apply the changes made throughout the workflow including expiring 

directors and officers, ownership expiration, ownership reassignment and true name change if necessary.  In 

addition, saving the flow will effectively change the status of the non-surviving entities to “Inactive-Merged 

Out” with the date selected in the workflow 

 

mailto:CSCEntityManagement@cscglobal.com


Page 91 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

 

 

4.10.2 Edit Merger Transaction  

To edit an existing transaction, use the checkbox to select a transaction then choose “Edit Merger Transaction” from 

the dropdown.  This will allow you to update the “Date Filed” or “Effective Date” fields within the transaction. 

 

4.10.3 Delete Merger Transaction  

To delete a merger transaction, select the merger line then select “Delete Merger Transaction”.  The confirmation 

pop-up will show you the full merger details that will be deleted including the survivor and all non-survivors 

pertaining to that transaction.  Select “Confirm” to delete and each row corresponding to that transaction will be 

removed from the grid at both the portfolio and entity level.  Keep in mind, this does not change the status of the 

entity back to active, that will need to be done within the non-surviving entities. 
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4.11  Org Charts 
An organization’s ownership structure can be reviewed using Org Charts (Organizational Charts). Note that in order to 

view, add, edit, or delete org charts, you must be assigned the appropriate organization chart role. Org chart roles are 

described in Section 10.1.1.  

 

Org charts are typically created at the portfolio level (as opposed to the entity level). The default display for an org 

chart at the entity level (when no customizations have been made) shows the entity’s parent and children levels (i.e. 

owners of the selected entity and entities owned by the selected entity). For additional information on creating and 

maintaining org charts at the portfolio level (where org charts are more commonly created), refer to Section 

7.3.  

mailto:CSCEntityManagement@cscglobal.com


Page 93 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

5 Audit Trail of User Changes 

All changes made within Entity Management (by you, as well as by other users) are recorded at both the portfolio 

and entity levels. Your access permissions determine which changes you can view. For example, if you do not have 

access to Officer/Director roles, then you cannot view changes that have been made to Officer/Director details.  

The Audit Results Grid’s default view is the same for both the portfolio and entity levels, in that it displays all action 

type changes available within the past three months. To view changes within a specific date range or by specific 

action type, use the filters in the top right corner of the grid.  

 

5.1 Portfolio Level Changes 
To view the change audit trail at the portfolio level, navigate to the Entity Portfolio Grid. From the Entity Portfolio 

Grid, select View Audit from the Entity Actions drop-down list. On the Audit Results screen, you can view any 

changes that have been made to specific action types. Details include the date/time of the change, the action taken, 

the user who made the change, and the organization with which the user is associated.  
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To view additional information regarding a specific change, click the action within the grid.  

 

All details will be listed within the action 
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5.2 Entity Level Changes 
To view the change audit trail at the entity level, including users who made the changes, select an entity from the 

Entity Portfolio Grid. Once you have selected an entity, click the Audit folder on the left side of the screen. 

 

Similar to the portfolio level, you can view additional details for entity-level changes by clicking a specific action.  
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6 File Cabinet 

Within the Entity Management application, the File Cabinet stores all documents associated with a specific entity. 

Accessed by selecting an entity from the Entity Portfolio Grid, the File Cabinet includes three document drawers, as 

listed below.  Any number of folders and subfolders can be added to the Minute Book and Other Documents drawer.  

Main Drawer: Contains entity filing documents (such as formation, qualifications, amendments and withdrawals) that 

have been filed by CSC.  These documents are stored automatically, there is no need to upload. 

Minute Books: Stores all documents related to a minute book. 

Other Documents: Stores any other documents (e.g. contracts or tax filings) 

 

6.1 Main Drawer 
Within the Main Drawer, you can view, store, and perform other actions related to entity filings. Additionally, 

transaction documents that have been fulfilled by CSC are automatically stored within the Main Drawer’s folders 

(without the need to upload).  

Note that some users may only have access to the Entity Filings folder within the Main Drawer. However, if you are 

enrolled in the CSC Annual Report Prep and File Service, a second folder entitled Annual Report Filings will be 

displayed. The Annual Report Filings folder stores the entity’s Annual Report filings from the date you enrolled in the 

Annual Report Prep and File Service.   
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Each document folder within the Main Drawer has its own grid and displays the document, along with information 

related to the document.  

 

 

6.2 Minute Books 
Most organizations store entity-related federal, state, local, and internal documents within a minute book.   From the 

Minute Books drawer, you can view and take action on the minute books associated with the selected entity.  A 

variety of actions are available from the context menu that is accessed by using your mouse to right click on the 

drawer or folder name shown in the left pane for a selected entity.  From the context menu, you can: 

• Create a Minute Book 

• Add a Folder 

• Edit a Minute Book 

• Upload Document 
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• Delete Minute Book 

Note that in order to view or take action on a minute book, you must be assigned the appropriate minute book role 

(see Section 10.1.1 for details).  

6.2.1 Create Minute Book 

To create a new minute book for the entity, right click on the Minute Book drawer and selecting Create Minute Book 

from the context menu. 

 

Then, enter the minute book name and select the Minute Book template.   

 

When creating a minute book, ensure that the correct Minute Book Template is selected. There are three types of 

minute book templates: corporation, LLC/LP/other and global. The folders created within a minute book vary based 

on the selected template and are tailored to best fit the referenced entity type.  Additionally, custom Minute Book 

templates can be defined to meet your specific organization needs.  Speak with your CSC representative to request a 

custom template for your organization. 
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Click the Save button after entering the name and selecting a template.   Since the minute book is being created from 

a specific entity, the entity is automatically assigned.  The domestic jurisdiction and entity type will default to match 

the selected entity.  Either of these attributes can be changed without updating the selected entity’s data. Select Save 

when finished.  

 

 

6.2.2  Add Folder 

To add a folder, right click on the Minute name and select Add Folder from the context menu.  Enter the Folder Name 

and select the appropriate Folder Type and Document Type.  See 6.2.2.2 Folder Types and 6.2.2.3 

Document Types for a description of folder types and document types. 
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Folders can be added to a specific Minute Book or as a separate folder under Other Documents.  The same action can 

be used to add subfolders. 

 

6.2.2.1 Select Additional Entities 

A folder can be added to multiple entities in a single action.  Start by clicking the Select Additional Entities button in 

the Add Folder screen.  A new screen will launch where you can select entities from a list or search for specific entity 

names.  Both options require that you move the selected entity to the destination box on the right.  After completing 

your selection, click on the Add Entities button. 

 

You will be presented with a screen that shows all of the selected entities.  The folder location path will default to the 

entity/location where you initiated the Add Folder action. 
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Click on the folder icon in the far right to select the new folder location for each of the selected entities.   

 

Select the desired folder location.   
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Click OK to return to the Add Folder screen and then click Save to complete adding the new folder to the select 

entities and location.   If the selected entity does not have a minute book in place, you must remove this entity from 

your selection.   

 

 

6.2.2.2 Folder Types 

The folder type is used to define the attributes that will be available on the Document grid.  All folder types include 

common attributes such as document file name, document title, document date, notes and a link to view the 

document.   Selecting a specific folder type such as Minutes, will cause additional attributes to be included in the 

document grid display.   The most commonly used folder type is General.   See the chart below for the list of 

attributes specific to each folder type. 

General Minutes Certificates Stock Certificates 
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Document Title Document Title Document Title Document Title 

Document File Name Document File Name Document File Name Document File Name 

Document Date Document Date Document Date Document Date 

Document Description Meeting Date Certificate No. Certificate No. 

Uploaded By Meeting Type Date Issued Date Issued 

Uploaded Date Uploaded By Issued To Issued To 

Last Checked In/Out By Uploaded Date Units Shares 

Last Checked in/Out Date Last Checked In/Out By Uploaded By Uploaded By 

Version Last Checked In/Out Date Upload Date Upload Date 

Notes Version Last Checked In/Out By Last Checked In/Out By 

 Notes Last Checked In/Out Date Last Checked In/Out Date 

  Version Version 

  Notes Notes 

 

6.2.2.3 Document Types 

The document type is used to define the data that can be collected about a specific document.  Document attributes 

can be seen on the View/Edit dialog located on the far right of the document grid.  In addition, document grids can be 

customized to include additional attributes when supported by the folder type as described in section 6.2.2.2 above. 
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All documents will have common attributes such as document title and document date.  See below for a description 

of document attributes for each document type. 

General Minutes Certificates Stock 

Certificates 

IRS Filings Misc. State 

Document Title Document Title Document Title Document Title Document Title Document Title Document Title 

Document File 

Name 

Document File 

Name 

Document File 

Name 

Document File 

Name 

Document File 

Name 

Document File 

Name 

Document File 

Name 

Document Date Document Date Document Date Document Date Document Date Document Date Document Date 

Document Notes Meeting Date Certificate No. Certificate No. Document 

Description 

Document 

Description 

Document 

Description 

 Meeting Type Date Issued Date Issued Document Notes Document Notes Document 

Notes 

 Document Notes Issued To Issued To    

  Units Shares    

  Document 

Notes 

Document Notes    

 

6.2.2.4 Reorder Folders 

The order in which folders are displayed within a Minute Book can be changed.  Click on the Reorder icon that is 

found at the top of the left navigation menu as shown below.  The folders must be located under the same parent 

folder to change the display order. 
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Simply drag the selected folder to the desired location.  When done, click on the Reorder icon to “save” the changes.   

This action will change the order in which folders are displayed for all users in your organization. 

Note, this action is restricted to users having the appropriate role as described in 10.1.1 Entity 

Management User Role Types. 

6.2.3 Edit Minute Book 

To rename an existing minute book, right click on the Minute Book name and select Edit Minute Book from the 

context menu.  This action is used to change a Minute Book name and as well as make updates to the Domestic 

Jurisdiction, Entity Type or Minute Book Date.  

 

6.2.4 Upload Document 

The upload document action is available from the context menu in the left frame as well as from the Document 

Action menu on all document grids.  See 6.4.2 Upload Document for instructions on uploading a 

document 

6.2.5 Delete Minute Book 

To delete an existing minute book, right click on the Minute Book name and select Delete Minute Book from the 

context menu.  Note that when a minute book is deleted, all documents stored within that minute book are deleted 

as well. 
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6.2.6 View Minute Book File Folders 

To view a minute book’s file folders and documents, left click the minute book name.   You can navigate the minute 

book using the folder menu on the left side of the screen.   Left click on a specific folder to access the documents 

contained within the folder.  The selected folder name will be highlighted in the left frame and is referenced in the 

title bar of the Documents Grid. 

 

 

 

6.3 Other Documents 
The Other Documents drawer is typically used for documents that would not be stored in the minute book. From the 

Other Documents drawer, you can create custom folders and store documents within those folders. The Other 
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Documents drawer functions in the same way as the Minute Books drawer, with the exception that the folders are 

not preset, but are custom-created by the account’s users. 

Actions are available from the context menu that is accessed by using your mouse to right click on the Other 

Documents drawer or folder name shown in the left pane for a selected entity.  From the context menu, you can: 

• Add a Folder 

• Edit Folder 

• Upload Document 

• Delete Folder 

Note that in order to view or take action on the Other Document folders, you must be assigned the appropriate 

document role (listed in Section 10.1.1).  

For more information on these actions, refer to Section 6.2.  
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6.4 Document Actions 
Within each document folder, a grid displays stored documents, including attributes associated with each document. 

A variety of actions are available within the Document Actions drop-down list, including the following: 

• Upload Document: Add a new document. 

• Bulk Upload Documents: Upload multiple documents at once. 

• Copy Document(s): Copy documents to other folders within the portfolio. 

• Delete Document(s): Delete documents. 

• Edit Document Attributes: Edit the attributes associated with a document. 

• Email Entity Document(s): Email documents directly from the grid. 

• Move Document(s): Move documents to other folders within the portfolio. 

• View Document Versions: View the different versions of a document. 
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6.4.1 View Document 

To view a document, select the Document icon in the far left column of the grid or click the document title. This 

allows you to open or save the document.  

 

6.4.2 Generate AI Document Summary 

The AI document summary button is anchored on the left-hand side of each document grid in the Minute Books and 
Other Documents sections and is also available in search results when executing a document attribute search. 
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Clicking the AI-summary button brings a modal window onto your screen that provides the executive summary, along 
with the option to export the summary to PDF. Additionally, users can copy the text and paste into other programs 
and formats as desired. 

 

6.4.3 Upload Document 

To upload a document, select Upload Document from the Document Actions drop-down list.  Select the Document 

Type to capture specific document attributes.  Note, the document type selection will default to the most commonly 

used document type for the folder.  

Select Choose File for the corresponding document, add your details, and click Upload. This will add the document to 

the grid. Note that the maximum allowable file size for a single-document upload is 500MB.  
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6.4.4 Document Drag and Drop 

Users also have the option to upload documents directly into a selected folder using a drag and drop function.  Simply 

drag one or more documents towards a folder in the left navigation, then drop the file(s) when the correct folder is 

highlighted.  This function can be used anywhere in the application where folders are visible in the left navigation 

pane.  
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6.4.5 Bulk Upload Documents 

To upload multiple documents at the same time, select Bulk Upload Documents from the Document Actions drop-

down list. Then, select Select Documents to search your local drive for the documents that need to be uploaded and 

click Upload. Note that the maximum allowable file size for a multiple-document, bulk upload is 500MB.  

 

6.4.6 Copy Document(s) 

To copy document(s) to another folder within the portfolio, check the box to the left of the corresponding 

document(s) and select Copy Document(s) from the Document Actions drop-down list. Then, select the entity and 

specific file folder where the copies should be created.  
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6.4.6.1  Copy Documents to Multiple Entities 

A document can be added to multiple entities in a single action.   Once you have selected the first destination folder 

following the steps described in 6.4.5, click on the Select Additional Entities button in the Copy Documents screen.   

A new screen will launch where you can select entities from a list or search for specific entity names.  Both options 

require that you move the selected entity to the destination box on the right.  After completing your selection, click 

on the Add Entities button. 

 

You will be presented with a screen that shows all of the selected entities.  The folder location path will default to the 

original folder location selected in step 1. 
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Click on the folder icon in the far right to select the folder location for each of the selected entities.  This step must be 

completed for document to be successfully added to the selected entities. 

             

 

 

Click OK to return to the Copy Document(s) screen and then click Copy Documents to complete adding the document 

to the select entities and location.   If the selected entity does not have the desired folder in place, you must remove 

this entity from your selection or select an alternative folder location.   
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6.4.7 Move Document(s) 

Just as documents can be copied to another folder, they can also be moved.  To move document(s) to another folder 

within the portfolio, check the box to the left of the corresponding document(s) and select Move Document(s) from 

the Document Actions drop-down list. Then, select the entity and specific file folder where the documents should be 

moved.  

 

 

6.4.8 Delete Document(s) 

To delete document(s) from an entity folder, check the box to the left of corresponding document(s) and select 

Delete Document(s) from the Document Actions drop-down list. Then, confirm deletion of the document(s).  
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6.4.9 Edit Document Attributes 

To edit a document’s attributes, check the box to the left of the corresponding document and select Edit Document 

Attributes from the Document Actions drop-down list. Then, make the necessary updates and click Save.  

 

 

6.4.10 Email Entity Document(s) 

To email documents directly from the grid, check the box to the left of the corresponding document and select Email 

Entity Document(s) from the Document Actions drop-down list. Then, input a To address, along with a subject and 

message. Note that the maximum allowable file size for email is 10MB.  

 

 

6.4.11 Entity Level Document Search 

Select Document Search from the left navigation menu to search for documents.  This search will be entity specific so 

only documents within the selected entity will be returned in the results. 
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All functions on the search page and results page will remain the same but will be specific to that specific entity.  See 

7.8.3 Searching for Documents for a full description of the document search functionality. 

 

6.5 Folder Level Security 
Folder level security provides the ability to secure documents by assigning permissions to individual folders, 

effectively limiting access to all documents in the folder to users who have specifically been granted access. Folder 

Level Security can be applied to any Minute Book or Other Documents folder.  Permissions assigned to a parent folder 

are automatically applied to any subfolders and all documents contained within. 

Folder level security is managed by users with the Document Security Admin role.  The Document Security Admin can 

view and manage permissions by accessing the Folder Security Tab for the selected folder. 

The system will automatically apply default security to all folders in the portfolio by assigning the system default 

security groups.  Users are automatically assigned to the default security groups based on their Minute Book and/or 

Other Document roles.  For example, if the user has a Minute Book View and Edit role, he or she will be a member of 

both the View and Edit security groups.  

The default security groups are: 

• System Admin Group – users with the Minute Book or Other Documents Document Admin role 

• System Edit Group – users with the Minute Book or Other Documents Edit role 

• System View Group – users with the Minute Book or Other Documents View role 
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When using Folder Level Security to restrict access to a folder, it is recommended that you remove the system default 

groups and create specific Security Groups to meet the needs of your organization.    

 

6.5.1 Manage Security 

The Document Security Admin can modify the permissions for an existing folder by clicking on the Manage Security 

button located in the lower right corner of the Security Details screen.  

 

From here, the Document Security Admin can modify the access level for any users or groups that have been assigned 

to the selected folder, including the system default groups. Changes made to a parent folder are automatically 

applied to any subfolders and all documents contained within. 

6.5.2 Manage Users/Groups 

Select the Manage Users/Groups button to add additional user groups or modify the access level for specific users.  

This button is located in the lower right corner of the screen next to the Manage Security button.   

6.5.2.1 Manage Users  

The Manage Users/Group action will default to the User selection page.  This will display all users that have at least 

the View role in the Available Users box based on the folder type (Minute Books or Other Documents).  The Assigned 

Users/Groups box will display the current users and groups that have pre-existing permissions established for the 

selected folder.   
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To set the security level for a specific user, move the selected user to the Assigned user list and hit next to set his or 

her access level.  This should only be done when the selected user requires a higher level of access than what is given 

based on their membership in either a default user group or any custom group. 

 

6.5.2.2 Manage Groups  

Select the Group radio button to view or modify the security groups that have access to the selected folder.  The 

“Available Groups” box will list any security groups previously created that are not already assigned to the folder. The 

Assigned Users/Groups box will display the current users and groups that have pre-existing permissions established 

for the selected folder.   

Select the Security Groups from the Groups box and add to the Assigned User/Groups box.  Similarly, users and 

groups that should not have access to the selected folder should be moved back to the Available Users/Groups box.   
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Both actions are completed using the Add and Remove buttons.  

 

 

6.5.2.3 Create Groups  

The Document Security Admin can create custom security groups that can be applied to any folder in the portfolio by 

accessing the Create Group button on the Manage Group(s) screen.   

mailto:CSCEntityManagement@cscglobal.com


Page 121 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

 

From the Create Group action, the Document Security Admin can select users, assign a group name, and establish the 

default access level.  Once the custom security group has been created, it can be assigned to any folder in the 

portfolio.   
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6.5.2.4 Assigning Permissions 

After completing all required changes in the Manage Users/Groups flow, click the “Next” button to establish the 

permissions of the selected users and/or groups.  The Manage Permissions screen will show all selected users and 

groups with their system defined default access level.  In the case of custom groups, the default access level is View.  

Select the appropriate access level for each user and group and save.    

In the example below, the selected users have the Minute Book View role for all folders in the portfolio as 

represented by the greyed out checkbox.   By selecting the Edit option, this users will now have the ability to edit the 

selected folder and documents contained within.    

 

6.5.3 Effective Permissions  

A User’s effective permission represents the actual permission that he or she has for a specific folder.  Although users 

can be members of multiple security groups assigned to a folder, they will always have an effective permission which 

is a representation of the highest access level found for the specific user.   

For example, a user can be in a security group with view only access but if they are in a second security group with 

Edit access assigned to the same folder, their effective permission will be “Edit”.  

To view the Effective Permissions for a specific folder, click on the Effective Permissions button in the lower left 

corner of the Security Details screen.  This will launch the View Users Effective Permission window. 
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7 Portfolio Level Details 

At the portfolio level (as at the entity level), there is a variety of information that is both viewable and actionable. In 

addition to the Entity Portfolio Grid, the following features can be accessed from the Entities, DealRoom, Documents, 

and Calendar main menus on the navigation bar:  

• Corporate Tracker: View the jurisdiction status of every jurisdiction where CSC is Registered Agent. 

• Officers/Directors/Management Manage ODMs. 

• Organization Chart: Add, maintain and run org charts. 

• DBA Names: View the DBA names associated with the portfolio. 

• DealRoom Results: Obtain order results and transactions statuses. 

• Compliance Mail History: View all compliance mail received and forwarded by CSC. 
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7.1 Corporate Tracker 
The Corporate Tracker Grid displays the status of every jurisdiction in the entire portfolio where CSC is listed as the 

Registered Agent with the Secretary of State. Non-CSC entities will not display a jurisdiction status.  

In order to obtain the status, CSC receives a feed from the jurisdictions advising of the active or inactive entities, 

based on the necessary compliance obligations being handled that year. This feed may be obtained weekly, bi-weekly, 

monthly, quarterly, annually, or at other various timeframes (depending on the jurisdiction).  

By default, the grid displays all active entities in alphabetical, ascending order, then by alphabetical, ascending order 

of the jurisdictions belonging to each entity.  

 

The most important things to recognize when viewing the Corporate Tracker Grid are inactive jurisdictions and “Thru 

Dates.” In order to ensure all entities are active and in good standing, note the following: 

1. Using the Jurisdiction Status filter in the top, right corner, you can filter specifically for “Inactive” entities.  
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2. Inactive jurisdiction statuses have different meanings. “Inactive” means that the entity was voluntarily 

dissolved, although this does not signify a problem. “Inactive – Attention Required” means that the entity has 

not fulfilled its necessary obligations. This status is problematic and should be acted on immediately. 

“Inactive – Reason Unknown” indicates that the jurisdiction did not provide enough detail to know whether 

the status is voluntary or involuntary.  

3. “Current Thru Date” signifies the last date of the jurisdiction’s status update feed. Note that the feeds are 

sent in varying time intervals (depending on the jurisdiction). Additionally, some jurisdictions may not send a 

feed at all. In this case, a “Thru Date” will not be listed.  

 

7.2 Officers/Directors/Management (ODM) 
Within this document, we will refer to the name and title “Officers/Directors/Management” as “ODM.” In order to 

view or edit ODM information, you must be granted the appropriate access level or role (as listed in Section 

10.1.1). Updates to ODMs are made at both the entity level and the portfolio level. This section is specific to 

portfolio-level changes. Refer to Section 4.6 to view entity-level information.  

The ODM Grid allows you to view all officers, directors, and management associated with the selected portfolio. A 

key benefit to making updates at the portfolio level is that updates can be made to ODMs across multiple entities in a 

single action. The default grid view is set to display all active ODMs, with all names and titles (roles), in alphabetical, 

ascending order.  
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Click on Officers/Directors/Management from the main menu to access the ODM Portfolio Grid.          

 

 

7.2.1 HR Workday Integration 

Entity Management offers a secure integration with Workday to pull ODM related changes into your portfolio for you 

to review & update.  The full integration user guide, including set up instructions, can be found here.  After 

configuring the integration with your Workday instance, the next step is to set up group preferences. 

7.2.1.1 Setting Group Preferences 

1. Select Group Preferences 

a. This is where you select which change types from Workday will create tasks for your portfolio in 

Entity Management.   

b. All available change types are selected by default.  If you don’t want certain change type tasks, 

uncheck the box.  In the screenshot below, we opted to remove Company Name. 

c. Click Save when your change types are selected. 
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7.2.1.2 Linking Directors & Officers with Employees 

1. Click ‘Manage Linked Directors & Officers’ link from the left navigation menu. 

2. This grid will display Directors & Officers from your portfolio in the first three columns, with a ‘CSC’ label, and 

a suggested match to link from Workday, indicated by the ‘Employee’ labeled columns. 

a. Matches are suggested based on email address exact match, and if that doesn’t exist, a name exact 

match. 

b. If there are no exact matches, a suggestion will not appear. 

c. If there are multiple exact matches, a suggestion will not appear. 

d. If there is no suggested match, or the suggested match is not the correct employee, you can search 

for the correct match. 

 

3. To link the suggested match, select the checkbox to the left of the row.  This can be done one at a time or in 

bulk.  From the Link Actions menu, select ‘Link Employee’. 

a. The grid will refresh and provide a success message.  

mailto:CSCEntityManagement@cscglobal.com


Page 128 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

b. Since the default view of the grid shows ‘unlinked’ Directors & Officers, the newly linked Directors & 

Officers will not be visible in the grid.  You can change the Link Status filter to view them as needed. 

4. To search for a match, select the checkbox to the left of the row.  From the Link Actions menu, select ‘Search 

HR System’. 

a. Search is available by name or email address.   

b. Select radio button to the left of employee name, then click Link button to save. 

5. If there is a Director & Officer that you do not want to link for any reason (not an employee, don’t want to 

receive updates, etc.), you can choose ‘Do Not Link’ to set the status to ‘Ignored’.  This can be done one at a 

time or in bulk. 

a. Select the checkbox to the left of the Director & Officer. 

b. From the Link Actions menu, select ‘Do Not Link’. 

i. A window will appear for you to enter a reason for marking as ignored. This reason is 

optional but provides visibility for other users in your portfolio. 

7.2.1.3 Enrolling for Notifications 

1. Enroll for Email Notifications 

a. Click ‘Manage Notifications’ from the left navigation menu. 

b. Contacts from your portfolio with HR Admin or HR User roles will appear here. 

c. To enroll a user in notifications, click the checkbox to the left of their name and select ‘Enroll for HR 

Notifications’ from the HR Notification Action menu. 

i. Select frequency for user to receive email notifications. 

ii. Select desired change types for user to receive notifications about. 

1. Note, if a change type is not selected as a Group Preference (see Step 2), it will not 

be available for selection here. 

iii. Select entities for notifications, either all entities, or selection of specific entities. 

d. Save to complete enrollment. 

7.2.1.4 View & Manage HR Change Tasks 

1. As your HR team makes updates to linked employees in Workday, if they are for the change types selected 

for your portfolio, tasks will be created in the HR Task grids in Entity Management. 

a. Tasks are generated to show what changes were made in Workday.  You can decide if the update is 

relevant to your portfolio, and make any necessary changes.  Once the changes have been made, the 

task can be closed. 

b. CSC will check Workday for updates to linked employees every hour. 

2. To view your tasks, navigate to Entities -> Officers/Directors/Management 

3. From the ‘Viewing’ drop down menu, select HR Tasks – Consolidated 

a. Newly created tasks appear in the grid with a status of ‘To Be Done’. 

b. The Consolidated grid shows a single task for the change to the Officers & Directors.   

c. To see a task for each title & entity assigned to the Officer & Director, select ‘HR Tasks – Portfolio’ 

from the ‘Viewing’ menu.   

d. Review the change task, and take any action needed.   

e. A focused group of actions are available from the task grid action menu.  These are the most 

commonly needed actions based on the types of changes received. 
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f. After completing the action to update Entity Management with the new information, the task can be 

marked as Complete and it will drop from the active task view. 

i. You can view completed tasks by selecting ‘Complete’ in the task status filter. 

g. If a task requires no action, you can mark the status as ‘Closed – No Action Needed’.  This will drop 

the task from the active task view. 

h. There is a notes box for any necessary notes about the task.   

 

 

7.2.2 ODM Actions 

You can perform the following actions at the portfolio level:  

• Add Single ODM with Multiple Titles  

• Add Multiple ODMs with Single Title  

• Add New Title for Existing ODM 

• Add Existing Titles to Additional Entities 

• Add New Title and Archive Original  

• Modify Existing Titles 

• Maintain Title Attributes 

• Maintain Term Dates (for an existing ODM)  

• Mass Update – Business or Personal Custom Field 

• Expire Existing Titles  

• Delete ODM  
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• Manage Custom Titles  

• Manage Slates  (associated with several entities) 

• View or Edit Business Information  

• View or Edit Personal Information  

As with all other grids, the ODM Grid can be downloaded to Excel or PDF for offline viewing and analysis. The grid 

display can also be customized to your preference.  

 

7.2.2.1 Add Single ODM with Multiple Titles 

To add a single ODM with multiple titles to specific entities, select Add Single ODM with Multiple Titles from the 

ODM Actions drop-down list. Choose the individual or entity to be added, the roles and titles associated with the 

ODM being added, and the term dates for each title.  

Once the information has been added for the new ODM, select the entities to which the ODM is being added. Note 

that the Authorized to Sign As and term dates entered will be applied to all entities where the title is being added.   If 

you need to enter unique term dates or Authorized to Sign As values for one or more entities, the use the action Add 

Existing Titles to Additional Entities.   

Also note that when the Expires On date is left blank, the default date is set to Perpetual.  
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7.2.2.2 Add Multiple ODMs with Single Title 

To add multiple ODMs with a single title to specific entities, select Add Multiple ODMs with Single Title from the 

ODM Actions drop-down list. Then, choose the role and title being added, and add the individuals or entities receiving 

that role and title.  

Once the ODMs receiving the role and title have been selected, choose the entities to which the ODMs are to be 

added. Note that the term dates entered will be applied to all entities where the title is being added. Also note that 

when the Expires On date is left blank, the default date is set to Perpetual. 
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7.2.2.3 Add New Title for Existing ODM 

To add a new title to an existing ODM, select Add New Title for Existing ODM from the ODM Actions drop-down list. 

Then, check the box to the left of the corresponding ODM and select Next. Input the details for the new title, along 

with the term dates, and add any entities to which the new title must be applied.  

Note that the term dates entered will be applied to all entities where the title is being added. Also note that when the 

Expires On date is left blank, the default date is set to Perpetual.      
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7.2.2.4 Add Existing Titles to Additional Entities 

To add an existing ODM with a specific title to additional entities within the portfolio (where they are not already 

assigned), select Add Existing Titles to Additional Entities from the ODM Actions drop-down list. Then, check the box 

to the left of the corresponding ODM and select Next. Input the term dates and select the entities to which the title 

should be applied.  

Note that the term dates entered will be applied to all entities where the title is being added. Also note that when the 

Expires On date is left blank, the default date is set to Perpetual. 
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7.2.2.5 Modify Existing Titles 

To modify an existing ODM title, along with its attributes, select Modify Existing Titles from the ODM Actions drop-

down list. Then, check the box to the left of the corresponding ODM and select Next. Enter the new title and term 

dates, and select the entities to which the title should be applied.  
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Note that the term dates entered will be applied to all entities where the title is being added. Also note that when the 

Expires On date is left blank, the default date is set to Perpetual.     

 

7.2.2.6 Maintain Title Attributes 

To modify ODM Appointment custom fields for an existing ODM, select Maintain Title Attributes from the ODM 

Actions drop-down list. Then, check the box to the left of the corresponding ODM and select Next. 

This action can be used to modify attributes for the existing title (such the Subtitle or Authorized to Sign As value) and 

modify values for any ODM Appointment custom fields that have been created. 

 
 
7.2.2.7 Add New Title and Archive Original 

To add a new ODM title while archiving the existing title (so that it remains in the history), select Add New Title and 

Archive Original from the ODM Actions drop-down list. Then, check the box to the left of the corresponding ODM and 

select Next. 

Enter the date that the original title is expired, along with the new title and term dates. Then, select the entities in 

which the new title should be applied.  
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Note that the term dates entered will be applied to all entities where the title is being added. Also note that when the 

Expires On date is left blank, the default date is set to Perpetual. 

 

 

Within the ODM Grid, any title that has been expired can be found under the All or Inactive statuses, which ensures 

that the ODM history can be reviewed at any point in time.  

 

 

7.2.2.8 Maintain Term Dates 

To maintain ODM term dates (election and expiration), check the boxes to the left of the corresponding ODM(s) and 

select Maintain Term Dates from the ODM Actions drop-down list. Either input the information into the text fields on 

the right, or—if the same information applies to multiple entities—click the checkbox to the left of the ODMs, input 

the information into the primary field, and select Copy to Selected. Be sure to click Save when finished.  
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7.2.2.9 Mass Update – Business or Personal Custom Field 

If you have created ODM business or personal custom fields (details surrounding creation of custom fields are 

described in Section 10.4), you have the ability to make mass updates to those custom fields associated with 

one, some or all ODMs. 

To make mass updates to a custom field, check the boxes to the left of the corresponding ODM(s) and select Mass 

Update – Business Custom Field or Mass Update – Personal Custom Field, from the ODM Actions drop-down list.  

Then, select the custom field in which mass updates need to be made. 

 

Once the custom field is selected, type the information into the text fields on the right, or if the same information 

applies to multiple entities, click the checkbox to the left of the ODMs, type the information into the primary field, 

and select Copy to Selected. Be sure to click Save when finished.  
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7.2.2.10 Expire Existing Titles 

To set the expiration date for existing ODM titles, select Expire Existing Titles from the ODM Actions drop-down list. 

Then, check the box to the left of the corresponding ODM and title and select Next. Add the expiration date for the 
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selected ODM title, along with the entities to which the expiration of the title should be applied. 

 

Within the ODM Grid, any title that has been expired can be found under the All or Inactive statuses, which ensures 

that the ODM history can be reviewed at any point-in-time. 

 

7.2.2.11 Delete ODM 

If an ODM was added to the entity by mistake, you may delete it by first selecting Delete 

Officers/Directors/Management from the ODM Actions drop-down list. Then, check the box to the left of the 

corresponding ODM and select Next. Once you select the entities and click Delete, the ODM will be permanently 

deleted from the portfolio.  
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7.2.2.12 Manage Custom Titles 

Organizations often use titles that are not listed as standard titles within Entity Management. For this reason, you 

may add custom titles to the portfolio by selecting Manage Custom Titles from the ODM Actions drop-down list. 

Custom titles are described in more detail in Section 7.2.3.  

7.2.2.13 Manage Slates 

Within a portfolio, ODMs across several entities often have the same roles and titles. As such, you may add ODM 

slates (also known as “like groupings”) by selecting Manage Slates from the ODM Actions drop-down list. Slates are 

described in more detail in Section 7.2.4.  

7.2.2.14 View or Edit Business Information 

To edit an ODM’s business information, select the Bus link from the ODM Grid. For additional information, refer to 

Section 4.6.9 (the same action applies at the entity level).  
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7.2.2.15 View or Edit Personal Information 

To edit an ODM’s personal information, select the Per link from the ODM Grid. For additional information, refer to 

Section 4.6.10 (the same action applies at the entity level).  

 

7.2.3 Managing Custom Titles 

Organizations often use titles that are not listed as standard titles within Entity Management. For this reason, you 

may add custom titles to the portfolio by selecting Manage Custom Titles from the ODM Actions drop-down list.   All 

titles are mapped to a role, such as Officer and Director.  Roles are used as a filtering mechanism in the application; 

one or more roles can be selected from the ODM grid or in reports to limit the results.  Roles are also used to filter the 

title list when adding and assigning ODMs. 

The standard roles available in the application are Officer, Director, Member, Manager, Partner and Power of 

Attorney.  Custom roles can be added for tracking other non-officer individuals and their responsibility(s) for entities 

within the portfolio.   

From the Manage Custom Titles Grid, you can manage the roles and titles used by your organization.   

Roles: 
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• Add Role 

• Edit Role 

 

• Delete Role 

                       

Titles: 

• Add Title 

• Edit Title 

• Edit Ranking 

• Delete Title           
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7.2.3.1 Add Role 

To add a custom role, select Add Role from the ODM Role Actions drop –down list.  Enter the custom role name and 

click Save. 

               

7.2.3.2 Edit Role 

To edit a customer role, select a role from the roles grid and then select Edit Role from the ODM Role Actions drop-

down list.  Modify the custom role name and click Save. 

 

 

7.2.3.3 Add Title 

To add a custom title, select Add Title from the ODM Title Actions drop-down list.   Select the title role(s) and then 

enter the custom title name(s).  Multiple titles for the same role can be entered in a single action.  There is also an 

optional field for ranking, which may be used internally to rank the ODM status within an organization (and may be 

beneficial for filtering and reporting ODM data).  
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7.2.3.4 Edit Title 

To edit a title used within the portfolio (standard or custom), select Edit Title from the ODM Title Actions drop-down 

list. 

 

7.2.3.5 Edit Ranking 

The ranking field may be used internally to rank the ODM status within an organization (and may be beneficial for 

filtering and reporting ODM data). Rankings can be edited by selecting Edit Ranking from the ODM Title Actions drop-

down list.  
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Example: Within an organization, the chairman and chief executive officer are both ranked at the highest 

hierarchical level—a “1.” The chief financial officer and chief operating officer are ranked as “2,” meaning 

that they are at a hierarchical level below the titles with a “1” ranking. Furthermore, the assistant secretary, 

assistant treasurer, and assistant vice president are ranked as a “3,” indicating that they are another level 

down in the organizational hierarchy.  

 

Once the ODM ranking is set, the ODM Grid can be filtered based on those rankings.  

 

7.2.3.4 Delete Title 

To delete an existing title used within the portfolio (standard or custom), select Delete Title from the ODM Title 

Actions drop-down list and confirm deletion. 
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7.2.4 Manage Slates 

Within a portfolio, ODMs across several entities often have the same roles and titles. As such, you may add ODM 

slates (also known as “like groupings”), which can be assigned to one, some, or all entities across the portfolio. When 

slate actions are used to make changes to ODM titles or to the ODMs assigned in a specific slate, the updates are to 

all.  

Within the Manage Slates Grid, the ODM Slate Actions drop-down list offers the following functions: 

• Add New Slate: Add a new slate of ODMs to the portfolio.  

• Manage Slate Assignment: Assign a slate to entities within the portfolio.  

• Edit Slate Membership: Add new members to a specific slate. 

• Change Slate Member Titles: Change the titles of slate members across all assigned entities. 

• Remove Slate Member: Expire or remove members from an existing slate. 

• Delete Slate Member: Delete members from an existing slate if they were originally added by mistake. 
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7.2.4.1 Add New Slate 

You may add a new slate if the same ODMs will be assigned to several entities within the portfolio. Note that the 

ODMs must already be available within the portfolio. To add a new slate, start by selecting Add New Slate from the 

ODM Slate Actions drop-down list. Enter a slate name and optional description. Then, select the role(s) and ODMs to 

be assigned to the slate. Once added, you may assign the slate to the portfolio’s entities.  

 

 

 

7.2.4.2 Manage Slate Assignment 

Once you have created a slate, you can assign it to entities within the portfolio. Within the Manage Slates Grid, check 

the box to the left of corresponding slate and select Manage Slate Assignment from the ODM Slate Actions drop-

down list. Choose the slate to be assigned, as well as the associated entities. 
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7.2.4.3 Add New Members to Existing Slate 

After a slate has been created, you may assign new members to it. Within the Manage Slates Grid, check the box to 

the left of the corresponding slate and select Edit Slate Membership from the ODM Slate Actions drop-down list. 

Choose the roles and ODMs to add to the slate and click Save. Once saved, the new slate member(s) will be added to 

every entity within the portfolio where the slate has already been assigned.  
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7.2.4.4 Change Slate Member Titles 

To add a new title or modify an existing title across all entities in which the slate is assigned, check the box to the left 

of the corresponding slate and select Change Slate Member Titles from the ODM Slate Actions drop-down list. Note 

that modifying the existing title does not create a history. 

Choose the slate member(s) that require a title update, and add the new title. This will be reflected immediately 

across all entities to which the slate has been assigned. 
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7.2.4.5 Remove Slate Member 

To expire or remove members from an existing slate, check the box to the left of the corresponding slate and select 

Remove Slate Member from the ODM Slate Actions drop-down list.  

The distinction between expiring and removing a slate member is important. By expiring a slate member, a historical 

record will be archived for future reference. By removing a slate member, that member will not be part of the slate 

going forward, but will remain assigned to the entities in which they were originally assigned.  

Choose the slate member that needs to be expired or removed and enter the expiration details (if applicable).  
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7.2.4.6 Delete Slate Member 

To delete a slate member that was added to a slate by mistake, check the box to the left of the corresponding slate 

and select Delete Slate Member from the ODM Slate Actions drop-down list.  

Choose the slate member that needs to be deleted and click Delete. The slate member will be immediately deleted 

from the slate and from all entities to which it was assigned. Note that deleting the slate member will not create a 

historical record.  

 

 
7.2.5 Setting Default Grid Display 

Administrators can select any combination of system and custom attributes and create a default view for all users on 

the ODM Portfolio grid.  Simply select Set Group Level Grid Display from the Grid Actions menu.  See Section 

2.6. for more detail. 
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7.2.6 Download for Document Generation 

The Download for Document Generation Action provides the ability to gather the data needed to assemble 

documents for common action across multiple entities, such as an annual appointment of officers or resignations. 

This action will produce an Excel file formatted to work with Microsoft® mail merge.  

Start the process by using Quick Search and/or Entity Favorites to filter the Officers/Directors/Management grid for 

the entities for which you plan to prepare documents. Once you have completed the grid filtering actions, select 

Download for Document Generation from the Officers/Directors/Management Grid to produce the data output file.  

 

Modify your Excel output by selecting from the sort criteria and file output options. 

ODM Sort Criteria: Your selection here determines the order of ODM data on the final document. Choose Name for 

alphabetical order, or Rank for title order, as ranked by your organization within CSC Entity Management. 

Select Expanded to have all attributes such as the officer’s name broken into distinct elements, e.g., last name, first 

name.  
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Your portfolio data is exported in an MS Word-compatible Excel mail merge output. Assemble your documents by 

embedding the Excel output with your own template using the MS Word mail merge feature. For help with MS Word 

mail merge, visit Microsoft Support. 

 

7.3 Organization Chart 
Org Charts are often created at the portfolio level rather than at the entity level, although it’s possible to create them 

at either level. Note that in order to view, add to, or edit saved org charts, you must be assigned the appropriate 

organization chart role. These roles are described in Section 10.1.1.  

Org charts are based on ownership information that has been saved for the portfolio’s entities. For details on adding 

or editing an entity’s existing ownership, refer to Section 4.8.  Note that the ownership org chart can be 

viewed in either graphical layout or in a text format using Microsoft Word and Excel. 

The Organization Chart Grid displays all existing org charts and provides you with the ability to add a new org chart, 

add a text report, maintain an existing org chart, run an existing org chart, or delete an existing org chart. The grid’s 

default view displays ownership org charts by name, in alphabetical, ascending order.  

 

mailto:CSCEntityManagement@cscglobal.com


Page 154 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

7.3.1 Creating a Graphical Org Chart 

To add a new org chart to the portfolio, select Add Graphical Chart from the Organization Chart Actions drop-down 

list.  The following options allow you to create a custom org chart: 

• Adjust the chart type layout 

• Select the entity that will be the focus of the org chart  

• Create a point-in-time org chart 

• Filter displayed entities using system and/or custom fields  

• Add system or custom attributes to the org chart  

• Format the chart display based on formatting rules 

• View the org chart 

• Save the org chart for future reference 

7.3.1.1 Select Focus Entity 

To select the owner that will be the focus of an ownership org chart, use the controls in the Available Owners section. 

Leaving the Available Owners field blank will display all available owners, whereas adding a specific owner to the 

Available Owners field will allow you to control the structure’s displayed levels. Please note, all text report types 

require an available owner to be selected. 

To select a “root” or focus entity for your chart, simply enter the name of the entity and select from the results that 

are returned.  Alternatively, you can select the “Refine Available Owner List” link shown to the right of the text field.   

                                 

From here, you can select specific criteria to filter the available owner list. 
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The controls shown below can be used to move the focus owner or entity up and down within the organization’s 

structure. While org chart text reports can only by run with the Child view, users can still select how many child levels 

down the report should run. 

 

7.3.1.2 Create Point-in-Time Org Chart 

You may create an org chart that displays the ownership structure as it appeared at a specific point in time. To do so, 

complete the As Of Date field and then click on the Apply button found to the right. If no As Of Date is selected, the 

chart defaults to the current ownership structure.  

Example: By inputting 6/19/2019 in the As Of Date field, the org chart will display a view of the structure of 

the organization at that point-in-time.  
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It is not recommended that you enter an As Of Date if your intent is to have the chart return the most current 

ownership data for your entities. 

7.3.1.3 Determine Criteria 

To narrow the org chart based on specific portfolio fields, use the system and custom fields to create the desired 

criteria. You can filter based on custom fields, however, the fields must already exist and be available for org chart 

use. Filtering is often used for grouping purposes (e.g., org chart is limited to displaying entities with the domestic 

jurisdiction of Delaware). Custom fields are discussed further in Section 10.4.  User can remove filters by using 

the “Clear Filter” option in the top right of the left frame on the criteria tab. 

Note:  The org chart will update in real-time on the right pane as you change the criteria. 

Example: By selecting all Active entities from the Entity Status drop-down list, only active entities will display 

within the org chart.  
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7.3.1.4 Adding Attributes to the Display 

To add attributes that will accompany the entity name in the org chart display, click the Attributes tab that appears in 

the upper left corner of the screen. Then, select the appropriate System Fields and Entity Custom Fields that should 

be displayed. This ensures that the information selected is displayed in the org chart view, along with the entity 

name. 

Example: By selecting Ownership Percentage and Branch Entity, those attributes will be displayed within the 

org chart on the right pane. By selecting Display Attribute Name, the attribute value name will also display 

on within the org chart. 

Note:  The org chart will update in real-time on the right pane as you add/remove attributes. 
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7.3.1.5 Format Org Chart 

You can apply formatting to your chart by creating formatting rules.  You can create any combination of simple or 

complex rules that will adjust the display of the nodes by changing the color and/or shape of nodes that meet the rule 

criteria.  Formatting rules are established by selecting one or more attributes and then assigning the shape and color 

that should be applied.  You also have the option to change the display of the connecting line; for example, you may 

wish to use a dotted line to indicate where ownership is less than 10%.  

In the example below, you can see how we have created a rule that will change the node color for all entities where 

the domestic jurisdiction is Delaware. 

 

When creating multiple formatting rules, it is recommended that you rank the rules to indicate which rule takes 

precedence during a conflict.  

Example: Two rules have been created. One displays active, for-profit corporations as a light blue rectangle, 

and the other displays active LLCs as a light green rectangle.  
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Adjusting the rules and order can be modified using the icons to the right of the grid.  Simply click on the rule that you 

wish to change and then select the icon for the update you wish to make. In order to save changes to the rules, click 

the Save and Update button that appears while editing.  

Note:  The org chart will update in real-time on the right pane as you add formatting rules. 

                                  

 

 

 
7.3.1.6 Summary Tab 

The graphical Organization Chart Summary page provides options to Export the report to PDF or Visio, Email and Save.  

It can also be used to review the criteria, attributes and formatting rules that have been applied to the graphical 

chart. 

Once created, an org chart can be saved for future reference. In addition to naming the org chart, you may also make 

the chart public or private. Public org charts are available to users who have been assigned org chart roles. A private 

org chart is only visible to the user who created it. Note that the system admin can view all private and public org 

charts. These roles are described in further detail in Section 10.1.1.   
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7.3.1.7 Exporting/Emailing Data  

Users are able to export their org chart data into a PDF or a VSDx file format using the “Export Report” option.  The 

VSDx format will allow you to upload the file into Visio to make any additional changes required for your chart.  

 

  

 

Users can also email the org chart as a .pdf by clicking on the Email button then entering the data required. 
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7.3.2 Creating a Chartfolio 

Additional chart functions are available when working in the Chartfolio.  These features include the ability to create 
sub-charts, modify the layout using on screen manipulation and actions to hide entities and branches and the option 
to add a legend page that includes a notes section which can be used to annotate the chart with footnotes or other 
commentary as needed. 
 
Once an org chart has been created using the standard org chart flow, click on the Chartfolio tab and then select the 
Start Chartfolio button.  The originating chart will act as the base or default chart for subsequent actions that are 
performed.  Additional attributes and formatting rules can be added; these will be applied automatically to the 
default chart and any sub-charts that have been created. 
 
Note: The details on the start Chartfolio page provide a detailed description on how to utilize the feature affectively. 
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7.3.2.1 Context Menu Actions  

Chartfolio allows the user to easily manipulate an already built org chart by using any of the following context menu 
actions.  The context menu actions can be brought up by right clicking on the entity you want to take action on. 
 

Action Description 
Hide Parent Removes the owners for the selected entity 
Show Parent Restores owners that were previously hidden for a selected chart 
Hide Children Removes children for the selected entity 
Hide Branch Removes the selected entity and the children for the selected entity 
Create subchart Ability to break a larger chart into smaller sub-chart 

 
A +symbol will be shown on the node to indicate when the parent or children of the node are hidden. 
 

7.3.2.2 Creating a Sub-chart  

To create a sub-chart, click on one or multiple nodes within the org chart and then select Create Subchart from the 

context menu action.  Next, enter the name of the sub-chart and click on the Save button.  This will create a new page 

that will be shown on the left pane and leave a “bread crumb” with the sub-chart name on the page that the sub-
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chart was created from.  

 

 

7.3.2.3 Modifying a Sub-chart 

Sub-charts can be modified using a combination of edit and context menu actions. 

• Click on the pencil icon to change the Sub-chart name.  Renaming the sub-chart will automatically update the 
breadcrumb associated with this sub-chart. 

• Click on the trash can icon to delete the sub-chart. This action will remove the selected sub-chart and any 
secondary sub-charts associated to the selected sub-chart. 

• Use the context to remove additional entities or branches from the display. 
 

7.4.2.4 Adding a Legend  

The Legend page provides a visual representation of the formatting rules that have been applied to the Chartfolio.  
This page will also display the As of Date, providing visibility to the ownership effective date that is applied when 
generating the Chartfolio. 
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The Chartfolio Notes section can be used to annotate the chart with a page of footnotes or other commentary as 
needed. 

 

 
7.3.2.5 On-Screen Manipulation 

On-screen manipulation provides additional flexibility for controlling the layout of the chart by allowing you to 

change the position of a node on the page as well as make adjustments to the connecting lines. To utilize on-screen 

manipulation, the user must click on the node(s) then drag and drop the node into the desired position.  The 

connectors can be managed by selecting the line and dragging the corners into your desired position.   
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7.3.2.6 Indicator Toggle 

The Indicator Toggle can be used to display or remove all indicators within your org chart.  The Indicator Toggle is only 

with Chartfolio Charts and Chart Models.  There are two indicators that can be displayed or removed.  The plus sign 

that exists in the node when nodes are hidden (hide parent, hide children, hide branch) and the direct owner 

indicator.  By default, the indicator toggle is set to off, so you will not see any indicators.   
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7.3.2.7 Direct Owner 

The Direct Owner feature allows you to display owners that are hidden due to criteria applied to the chart.  This 

feature is specific to the Chartfolio chart type.  In the instance there is a node that has an owner that is not visible; 

you will see a plus sign (+) on the top right of the node.   

 

Click the SHOW DIRECT OWNER context menu option to display direct owner(s), one layer of ownership at a time. 

 

 
7.3.3 Chart Modeling 

Chart Models are used to illustrate hypothetical situations in an org chart structure.  A chart model captures a 

snapshot of your entity data as it exists at the time the model is created.  Using your portfolio data as a foundation, 

chart modeling allows you to manipulate the org chart in a sandbox like environment using context menu actions.  

The chart modeling feature allows you to create, move, edit, and delete entities/owners from the chart in real time.  

Note: changes within the chart model will not reflect within your portfolio and changes within the portfolio will not 

reflect in the chart model.   
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There are two entrance points to the Chart Modeling feature.  Once an org chart has been created using the standard 
org chart flow, either click on the Summary Tab and then Chart Modeling button or create a chartfolio chart and click 
on Chart Modeling.   
 

 
 

7.3.3.1 Context Menu Actions  

Chart Modeling allows the user to easily manipulate an already built org chart by using any of the following context 
menu actions.  The context menu actions can be brought up by right clicking on the entity you want to take action on. 
 

Action Description 
Create New Create a new parent or child entity/owner within the chart 
Move Move entities within the chart 
Edit Edit entity/owner data within the chart 
Delete Delete ownership  

 
 

7.3.3.2 Create New 

Create New allows you to create a new entity/owner to display within the chart.  Upon clicking Create New you will 
be presented with a form in the left-hand pane that allows you to enter node information.  By default, you can enter: 
 

• Name 

• Relationship to Selected Entity 

• Ownership % 

• Text Field 
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• Formatting 
o Shape 
o Color 

 
Additionally, you can enter data for any attributes chosen when you created the initial chart within the Selected 
Attributes section.   
 
 

 
 
Once saved, the node will be added as a parent or child with the respective information entered in the form.  You can 

click SAVE & ADD NEW if your intention is to continue to add nodes.   
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 7.3.3.3 Move Action 

The Move action allows you to move nodes within the chart in real time.  The move options displayed are dynamic 

based on whether the selected node has children.   

If the selected node has no children, you will get one option: 

• Move entity 

If the selected node has children, you will get three options: 

• Move entity and all children 

• Move entity and leave its children 

• Move all children and leave entity in its current location 

After clicking the move action, you must search for the node you want to move content under.   In the ‘Move Under’ 

field, type the desired owner name and corresponding entities/owners that exist within the chart will be returned.  

Click the desired option then select a move radio button option to define how you want the move to be performed.   
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Click save within the left-hand pane and the respective action will be taken within the chart.   

 

 
7.3.3.4 Edit Action 

The Edit action allows the user to edit node information as well as ownership/parent relationship information.  Upon 

clicking the Edit context menu option, you will be presented with all the information for that node as editable within 
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the left hand pane.  From here you can change any field, date, or dropdown value that exists for that node.  You can 

also add or delete ownership within the Ownership Information section.  

To add ownership, click the Add Ownership button.   

 

 

Type into the Entity search field and the application will return results of entities/owners in the chart.  Click the 

entity/owner you would like as a new parent for the selected entity.  Once an entity has been selected, a field for 

ownership % and any other ownership attributes that were selected when the initial chart was created will be 

displayed.  Enter values for ownership related attributes as desired and click add.   
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At this point you will see the ownership added as a card within the left-hand pane.   
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You can repeat this process to add multiple owners to a node if desired.  Once the ownership has been added, click 

save to display the updates within the chart.  

 

 

7.3.3.5 Delete Action 

The Delete action allows you to delete ownership or nodes within the chart.  The delete options displayed are 

dynamic based on whether the selected node has children.   

If the selected node has no children, you will get one option: 

• Delete entity 

If the selected node has children, you will get two options: 

• Delete entity and all its children 

• Delete children and leave entity 

Select the option based on what entity/ownership you would like to delete from the chart.  Once save is clicked the 

entities/ownership will be removed.  
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7.3.4 Text Reports 

Text Reports are used to create linear charts that are a textual representation of the graphical org chart. Just like their 

graphical counterparts, the Text Report can display the entire structure, focus on an ownership segment (like a 

specific branch) or a single entity.  As with graphical charts, users can run Text Reports that are current or historical 

based on their ownership records. 

 

Text Report Linear Org Chart View: Linear Text Reports can be generated in a 2-Column or Multi Attribute format. 

Both formats use indentation to represent the hierarchy as defined by the entities relationship to the selected parent. 

Entities are listed in alpha order within each tier. A second attribute can be included in the 2-Column report. Multi 

Attribute reports display selected attributes in-line with the tiered entities. These reports can be exported to Word or 

PDF. 

Linear – 2 Column 

 

Linear – Multi Attribute 
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Text Report Tier Org Chart View: Includes four system fields by default (Tier Number, Owner, Entity Name, and 

Criteria Matched); additional attributes can be included in the output. The tier number is dynamically assigned to 

each entity based on the selected parent. The report is sorted by Tier Number, then alphabetically by Owner, then 

Entity Name. Column order will be applied to the user selected attributes after the four system fields. Export option is 

Excel.

 

Text Report Subsidiary Org Chart View: Alphabetic list of all entities owned and indirectly owned by the selected 

parent. An additional attribute can be selected to display in a second column. This report can be exported to Word or 

PDF. 
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You can also format some text report org charts by applying sorting of your chosen attributes: 

 

This sorting will be applied to the Linear – Multi Attribute and Tier report types. 

 

The Summary page for org chart text reports allows you to select your text report type. 
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For Linear – 2 Column and Subsidiary report types, the user can select an additional attribute to display in the second 

column of the report. All attributes selected on the Attributes page will be selectable in the Additional Attribute 

dropdown menu. Please note, the system attributes Ownership Type and Ownership Percentage are not selectable 

for the Subsidiary report type, as the report does not show ownership relationships to the chosen available owner. 

 

 

7.3.5 Maintain Existing Org Chart 

To maintain an existing org chart, check the box to the left of the corresponding org chart name and select Maintain 

Existing Org Chart from the Organization Chart Actions drop-down list. The org chart can then be modified with new 

criteria, different attributes and/or changes to any formatting rules previously applied.  

Users have the option to Save the changes they have made or creating a second chart by clicking on the Copy Chart 

button.  
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7.3.6 Run Existing Org Chart 

To run an existing org chart, either click the org chart’s name or check the box to the left of the corresponding org 

chart and select Run Organization Chart from the Organization Chart Actions drop-down list.  

 

7.3.7 Delete Org Chart 

To delete an existing org chart or Chartfolio, check the box to the left of the corresponding org chart and select Delete 

Organization Chart from the Organization Chart Actions drop-down list. Once selected, confirm deletion to delete the 

org chart from the grid.  

 

 

7.4 DBA Names 
The portfolio level for DBA names is primarily used to view high-level data, whereas the entity level described in 

Section 4.5 is where changes regarding specific DBA names are made.  

From the DBA Names Portfolio Grid, you can view DBA names for the entire portfolio. The DBA Names Portfolio 

Grid’s default view displays all DBA names with current (active) registrations, and then sorts by entity name (in 

alphabetical, ascending order).  
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In addition to viewing information, another common action taken at the portfolio level (similar to the entity level) is 

to download the grid to Excel or Adobe Acrobat (PDF) for offline viewing and analysis. Note that you can customize 

the grid display.  

7.5 Merger Transactions   
 
An organization’s merger history can be viewed using the Merger Transaction Grid which includes information on 

both the survivor and non-survivor(s) from each mergers transaction within the portfolio. 
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Using the Merger Transactions Actions drop-down list, you can perform the following actions: 

• Add Merger Transaction:  Create/manage merger information for an organization and manage non-survivor 

Director and Officer data as well as reassign ownership 

• Edit Merger Transaction: Edit the File Date and Effective Date for a merger transaction.  

• Delete Merger Transaction: Remove merger information from the merger grid. 

 

7.5.1 Add Merger Transaction  

To add a new merger transaction for the organization, select Add Merger Transaction from the Merger Transaction 

drop-down list.  The 5 steps to the workflow are as follows: 

Step 1:  Entity Selection  

Select a surviving entity from your existing entity list then choose non-surviving entities that are being merged 

out.  If your survivor entity is an external owner that does not exist in your entities list, you can create that on this 

page as well. 
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Step 2: Transaction Details 

Review the selected survivor and non-survivor(s) and choose the filed date and effective date of the merger 

transaction to be displayed on both the portfolio and entity grids.  The Transaction Details page allows you to 

execute a true name change on the surviving entity by clicking the link provided.   

’ 
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The true name change will be displayed throughout the rest of the merger workflow then be updated once 

the merger transaction flow is completed. 

 

Step 3: Maintain Ownership 

The maintain ownership step allows for you to expire directors and officers as well as expire the direct 

ownership of the non-surviving entity on a selected date.  In addition, you can choose to reassign the owned 

entities of the non-surviving entities which is handled on the Ownership Reassignment step that follows. 

 

Step 4: Ownership Reassignment 

This step shows non-surviving owned entity information allowing you to reassign the ownership to either the 

surviving entity (selected by default) or selecting the entity in the “Replace with Entity” column and selecting 

a different entity in the portfolio.  You can reassign all owned entities, or you can handle each entity 

individually using the checkboxes under the “Terminate Ownership” or “Do Not Reassign” columns.   
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Step 5: Summary 

The summary step allows you to review the details selected throughout the workflow.  Clicking “Save” will 

update the Merger Transaction grid and apply the changes made throughout the workflow including expiring 

directors and officers, ownership expiration, ownership reassignment and true name change if necessary.  In 

addition, saving the flow will effectively change the status of the non-surviving entities to “Inactive-Merged 

Out” with the date selected in the workflow 
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7.5.2 Edit Merger Transaction  

To edit an existing transaction, use the checkbox to select a transaction then choose “Edit Merger Transaction” from 

the dropdown.  This will allow you to update the “Date Filed” or “Effective Date” fields within the transaction. 

 

7.5.3 Delete Merger Transaction  

To delete a merger transaction, select the merger line then select “Delete Merger Transaction”.  The confirmation 

pop-up will show you the full merger details that will be deleted including the survivor and all non-survivors 

pertaining to that transaction.  Select “Confirm” to delete and each row corresponding to that transaction will be 

removed from the grid at both the portfolio and entity level.  Keep in mind, this does not change the status of the 

entity back to active, that will need to be done within the non-surviving entities. 
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7.6  DealRoom Results 
To obtain order results and transaction statuses, use the DealRoom Results feature, which is accessible from the 

Entities main menu or from the DealRoom menu.  

Within DealRoom Results, you can obtain information about a recently placed order. For long-term storage, however, 

documents should be saved to the File Cabinet since documents remain in DealRoom Results for a limited time after 

the order is complete. 

The DealRoom Results Grid’s default view displays order results in ascending order, from the newest order to the 

oldest.  

 

There are several actions that you can take from the DealRoom Results Grid Order Actions drop-down list (or from 

the grid itself). Selections result in the following actions: 

• Search for Order: Search for a specific order. 

• Manage Matter Number: Associate a specific matter number with an order document. 

• Email Order Documents: Email a document. 

• Save Order Documents: Save or open a document. 
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• Link Document(s) to Entity: Link a document to the entity’s filing cabinet. 

There are also two icons that you can select within the grid: 

• View Document: View a document. 

• View Result Report: View the status/result of an order. 

 

7.7 Compliance Mail History 
Compliance Mail History allows you to view all compliance mail (e.g., annual reports and tax notices) that has been 

received and forwarded by CSC on behalf of your entities. This is one of the benefits of using CSC for representation 

services.  

The Compliance Mail History Grid’s default view is set to display the previous year’s compliance mail history in 

ascending order (from the newest mail to the oldest mail).  

There are several actions that you can take from the Compliance Mail History Grid using the actions listed above or 

below the grid: 

• Track: This allows you to track your own activity and the activity of other users relative to one or many 

compliance documents 

 

• Download:  This tool allows you to download one or many documents from the Compliance Mail History grid.  

The selected files will be collected in a ZIP file for downloading 

 

• Email:  Like the Document Actions discussed within the Document Detail view, the Compliance Mail History 

grid anticipates the most likely actions that a user may need to perform upon receipt of new compliance mail 

documents and provides the means to perform them directly through the application interface. 

 

• Download Grid to Excel:  This action allows you to download the current data content of your Compliance 

Mail History grid to Excel®. 
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Note that inside the grid, Transaction IDs are displayed as links. When a Transaction ID is clicked, a pop-up box 

appears showing document details and an image of the document. 
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7.7.1 Search for Compliance Mail 

To search for compliance mail, us the search bar at the top of the grid that allows you to search for all documents in 

your mail history across all data fields at once. 

In addition, you can set the date context for the information displayed in your grid using our date picker. Whether 

using one of our preconfigured date filters or applying a custom range, you can dive into any portion of your mail 

history needed. If you need to apply multiple search constraints simultaneously, you can access column specific 

filtering tools by hovering over the column header to access the filter feature:  

Choose the relevant operator from the dropdown and enter your filter criteria. Next, click Apply.  

This will further limit the records shown in your grid view. You can use filters on multiple columns to limit the data to 

the appropriate subset for your needs.  
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7.8 Bulk Import 
The Bulk Import Dashboard can be accessed by clicking the link on the top-level navigation menu.  Users can choose 
from a suite of different Bulk Import actions depending on which data they are trying to add/update in the system. 
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7.8.1 Create Entity  

The Create Entity import module allows users to create new Non-CSC entities in their organization’s portfolio in a 

more efficient and effective way. Users can create their import file either by manually populating the import grid or 

uploading the provided Excel template. 

• In-Grid Editing 
o Users can create their import file by manually populating the import grid. Select Add Row, then 

double-click into any cell to add values, or copy and paste the data in. 
o To remove any row(s) from the import file, select the row(s) checkbox on the left side of the grid, 

then Delete Row. 
o To remove all data from the import file grid, select the Reset Grid button. 

 
 

 

 
 

• Upload Import File Template 
o Users can also generate an excel file to fill out for import by selecting Generate File  
o The Excel template will contain the same attributes, attribute order, and value list selections available 

for any value list type attributes. Users can input the new entity data into the Excel file but cannot 
modify the template layout. 
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Once the Excel file is populated, click Select File from the Create Entity import page to upload the file and populate 
the grid. 

 
The grid will populate with the data included in the Excel template, and the Import Name field will populate with the 
name of the uploaded file. 

 
 If unsuccessful, a validation will display, and the user will need to correct the import file then re-try. To better 
understand the upload requirements, view the Upload & Import FAQ’s document available on the Create Entity 
import page. 
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7.1.8.1 Validations 

 
The import grid will provide several pre-import validations for the input data. Cells will be highlighted with a red box 
indicating the value provided does not pass at least one of the required data validations and will fail at import.  

 

 
• Pre-import validations include: 

o The cell value is null for a mandatory attribute 
o The value provided exceeds the attribute character limit 

 
 

o If a date type attribute, the value provided is an invalid date 
▪ Date values must be in MM/DD/YYYY format 

o A value was provided that is not in the attribute’s value list 
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Once the import file is ready, select Import and the entities will be created in the portfolio.  For any entities that were 
unable to be created due to a pre or post import validation, they will be included in the import’s Failure Report.  

Refer to Section 7.8.3 Bulk Import History & Failure Report for additional information.  

 
 

7.8.2 Modify Entity Details 

The Modify Entity Details import module allows users to add or update entity summary data, including standard and 

custom fields.  When clicking the module, the user will be presented with two options.    

• Create Import  

• Upload File 

 

 

 

7.8.2.1 Create Import  

Allows the user to modify entity details for a grouping of entities by manually populating the grid or generate an 

import file to update in Excel and later upload to the grid.  

In the first step of the Create Import flow, you can select a grouping of entities which are in scope for the import.  
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• Entities can be filtered in grid by selecting column headers or by using Entity Favorites  

• A maximum of 1000 entities may be selected in the action 

 
 
 

In the next page, users can select which Entity Summary attributes to update by using the Select Import 
Attributes button, and then selecting check box next to each attribute that they want to add to the grid, then 
selecting Apply.  
 

 
If the user would like to use one of the pre-set templates they created, they can use the Import Template drop 

down. Refer to section 7.8.4 Maintain Import Templates. 
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To generate a file to be edited in Excel and then uploaded at a later time, select the Generate File button. This 
document can be uploaded using the Upload File button from the Modify Entity Details option on the Bulk 
Import Dashboard.  
 

 
 

To create an import directly from the grid, users can engage the in-grid editing feature by selecting attributes 

within the grid. Attributes are displayed according to their formatted type, and must meet the following 

requirements:   

• Dates must be formatted as DD/MM/YYYY  

• Attributes formatted as a value list must contain a value present in the current list  

• Text fields must match text character limits  
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Once the grid has been populated, users can kick off an import by adding an Import Name then selecting the Import 

button.  

 

 

7.8.2.2 Upload File  

This action allows users to populate the import grid by uploading an Excel document with the new entity summary data 

In the Upload File action, users must first select a file to upload to the import grid by using the Select File button.  
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• The selected file must meet certification requirements:  

o Entity Name and CSC Entity ID must be included in the file 

o Attributes labels must match attribute name  

 

Once the import file is ready, select Import and the entities will be created in the portfolio.  For any entities that were 
unable to be updated due to a pre or post import validation, they will be included in the import’s Failure Report.  

Refer to Section 7.8.3 Bulk Import History & Failure Report for additional information.  

 

 

7.8.3 Assign Directors & Officers   

The Assign Directors & Officers module allows users to create new Directors & Officers in their organization’s 

portfolio in a more efficient and effective way. Users can create their import file either by manually populating the 

import grid or uploading the provided Excel template.  When clicking the module, the user will be presented with two 

options.    

• Create Import – Use this option when starting a new import file  

• Upload File – Use this option to upload a file that has already been created 
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7.8.3.1 Create Import 

Allows users to modify Director & Officer details for a grouping of entities by manually populating the grid or by 

generating an import file to update the Excel and later upload to the grid. 

In the first step of the Create Import flow, you can select the entities you would like to create Directors & Officers 

within.   

• Entities can be filtered in grid by selecting column headers or by using Entity Favorites 

 

On the next page, users can select which Director & Officer appointment attributes to update by using the Select 
Import Attributes button and selecting the check box next to each attribute that they want to add to the grid, 
then selecting Apply.  Director & Officer Appointment custom fields are available for selection. 
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If the user would like to use one of the pre-set templates they created, they can use the Import Template drop 

down. Refer to section 7.8.4 Maintain Import Templates. 
 
 
To generate a file to be edited in Excel and then uploaded at a later time, select the Generate File button.  This 
exports a blank Excel file with the attributes in the column headers.  Once data is input, this document can be 
uploaded using the Upload File button from the Assign Directors & Officers option on the Bulk Import 
Dashboard. 
 
To create an import directly from the grid, users can engage the in-grid editing feature by selecting attributes 

within the grid. Attributes are displayed according to their formatted type, and must meet the following 

requirements:   

• Dates must be formatted as MM/DD/YYYY  

• Attributes formatted as a value list must contain a value present in the current list  

• Text fields must match text character limits 

 
In-Grid Editing 

• Users can create their import file by manually populating the import grid. Select Add Row, then double-
click into any cell to add values, or copy and paste the data in. 

• To remove any row(s) from the import file, select the row(s) checkbox on the left side of the grid, then 
Delete Row. 

• To remove all data from the import file grid, select the Reset Grid button. 
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Once the grid has been populated, users can kick off an import by adding an Import Name then selecting the Import 

button.   

 

7.8.3.2 Upload File 

This action allows users to populate the import grid by uploading an Excel document with the new entity summary data 

In the Upload File action, users must first select a file to upload to the import grid by using the Select File button.  

• The selected file must meet certification requirements:  

o Entity, CSC Entity ID, First Name, Last Name, D&O Entity Name and Title must be included in the file 

o Attributes labels must match attribute name  

 

Once the import file is ready, select Import and the Director & Officer records will be created in the portfolio.  For any 
Director & Officer records that were unable to be updated due to a pre or post import validation, they will be 

included in the import’s Failure Report.  Refer to Section 7.8.3 Bulk Import History & Failure Report for 

additional information.  

 

Upon importing, the user may experience either of the following validations which are triggered by certain data 

existing in the import. 

• Similar Name validation 

• Portfolio Entity Found validatio 
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Similar Name Validation 

If a user enters a First and Last name that matches the First and Last name of an existing Director & Officer record 

within their portfolio, they will be presented with the Similar Name validation.  This validation informs the user that 

there is a Director & Officer record in the portfolio that matches the input data and gives the user the opportunity to 

proceed if that was their intention by clicking Continue or modifying the data by clicking Edit.   

 

 

Portfolio Entity Found Validation 

If a user enters in an Entity Name into the D&O Entity Name field that matches an Entity already existing in the 

Portfolio, they will be presented with the Portfolio Entity Found validation.  This validation allows the user to 

associate the Director & Officer record to the portfolio entity record, if desired.  To associate the record, click the 

circle next to the entity name and click continue.  If the user does not want to associate the record, click skip.   
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7.8.4 Maintain Director & Officer Title Attributes 

The Maintain Director & Officer Title Attributes import module allows users to add or update Director & Officer 

appointment data, including standard and custom fields.  When clicking the module, the user will be presented with 

two options.    

• Create Import – Use this option when starting a new import file  

• Upload File – Use this option to upload a file that has already been created 

7.8.4.1 Create Import 

Allows users to modify Director & Officer details for a grouping of Title Assignments by manually populating the grid 

or generate an import file to update in Excel and later upload to the grid.   

In the first step of the Maintain Director & Officer Title Attributes flow, you can select a grouping of Director & Officer 

titles that are in scope for the import. 

• Director & Officer Titles can be filtered in grid by selecting column headers 

 

In the next page, users can select which Director & Officer appointment attributes to update by using the Select 
Import Attributes button and selecting check box next to each attribute that they want to add to the grid, then 
selecting Apply.  Director & Officer Appointment custom fields are available.   
 
The Maintain Director & Officer Title Attributes import module allows users to update the following:  Subtitle, 
Authorized to Sign As, First Elected, Last Elected, Expires On and custom fields.   
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If the user would like to use one of the pre-set templates they created, they can use the Import Template drop 

down. Refer to section 7.8.4 Maintain Import Templates. 
 
To generate a file that can be edited in Excel and uploaded later, select the Generate File button. This document 
can be uploaded using the Upload File button from the Maintain Directors & Officers Title Attributes option on 
the Bulk Import Dashboard. 
 
To create an import directly from the grid, users can engage the in-grid editing feature by selecting attributes 

within the grid. Attributes are displayed according to their formatted type, and must meet the following 

requirements:   

• Dates must be formatted as MM/DD/YYYY  

• Attributes formatted as a value list must contain a value present in the current list  

• Text fields must match text character limits 

 
In-Grid Editing 

• Users can create their import file by manually populating the import grid. Select Add Row, then double-
click into any cell to add values, or copy and paste the data in. 

• To remove any row(s) from the import file, select the row(s) checkbox on the left side of the grid, then 
Delete Row. 

• To remove all data from the import file grid, select the Reset Grid button. 
 
Once the grid has been populated, users can kick off an import by adding an Import Name then selecting the Import 

button.   
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7.8.4.2 Upload File 

This action allows users to populate the import grid by uploading an Excel document with the new Director & Officer 

Title Attribute data. 

In the Upload File action, users must first select a file to upload to the import grid by using the Select File button.  

• The selected file must meet certification requirements:  

o Name, Title, D&O ID, Entity must be included in the file 

o Attributes labels must match attribute name  

Once the import file is ready, select Import and the Director & Officer records will be updated in the portfolio.  For 
any Director & Officer records that were unable to be updated due to a pre or post import validation, they will be 

included in the import’s Failure Report.  Refer to Section 7.8.3 Bulk Import History & Failure Report for 

additional information.  

7.8.5 Documents 

The Documents import module allows users to upload and route document files to existing entity document folders. 
Users have the option to select an entity in their portfolio, then any folder in the entity folder structure to upload to.  
 

 
 
Use the Select Files button or drag and drop the files into the import grid. As a seamless part of the upload process, 

an AI engine makes recommendations for “Entity”, “Folder” and “Document Type” based on a review of each staged 

document. Users can adopt these recommendations or change them prior to uploading/routing the documents to 

their destination folders and entities. 
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The Document Title will be automatically populated with the file name. Users can add any additional metadata 
associated with the document or view the document before importing by selecting the file name. 
 
Use the Copy Selected Row button to copy a file to the bottom import grid row to send it to an additional destination, 
or right-click on a row to insert that row record above or below the current one. 
 
Use the Delete Row button to remove a record from the import file. 
 
Once all documents have been uploaded and a destination selected, click Import to begin the import process. 
Documents imports are limited to 1,000 records, or up to 500 MB in total import file size. 

7.8.6 Bulk Import History & Failure Report 

The Bulk Import History Grid & Failure Report can be accessed through the Bulk Import Dashboard options.  It will 

give you a historical glimpse into past imports as well as in progress imports.  It will also provide you with a detailed 

Failure Report showing any data that was not able to be imported due to validations.  For more information on 

validations, please refer to section 7.1.8.1 Validations. 
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In addition to accessing the import history via the dashboard, users will be navigated to this page after selecting 
Import, where they will see the new import record listed with any other historical records. 

• The Import Status will show as “In Progress” until the import job is completed. Once completed the Import 
Status will display “Completed” with the number of successful records, and the number of records in the 
import file; e.g. “Completed – 48 out of 50”. 

o All entity related successful imports will either create the Non-CSC entity and associated audit 
records in the portfolio or update the entity data depending on which action was taken. 

o All Director & Officer related successful imports will either create the Director & Officer and 
associate audit records in the portfolio or update the Director & Officer data depending on which 
action was taken. 

o All Document successful imports will be imported to the selected folder, with an associated 
Document Uploaded audit record created. 

• Users will have access to the data included in the import by selecting the Import Data link on the import 
record. This link is available for two years from the import date. 

 
Selecting the Failure Report link will navigate users to the Failure Report page (see below) where they will see all 
records that failed to import. The Failure Reason(s) will be listed with each record, and users can correct any errors 
within the grid. Failure Reports can be downloaded to Excel if another individual needs to review the data. 
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Failure reports are available for 30 days after import. Once it expires, a new import would need to be initiated. 

 
Users can correct the data or remove the record from the import file using the Delete Row button. 
 
Once corrected, select Import to re-try the corrected records. After the import job is complete, the Import Status will 
reflect the new number of successful and total records. 

o If failed records remain, the Failure Report will be updated to reflect the failed records and reasons. 
o If there are no failed records, the Failure Report link will no longer display. 

 
Once successfully imported, the Non-CSC entities will display in the entity portfolio or the new updated entity data 
will be reflected in the entities with audit records created. 

 

7.8.7 Maintain Import Templates  

Maintain Import Templates can be accessed through the Bulk Import Dashboard and it allows users to set up different 

templates containing a set list of attributes which can be selected when using the Bulk Import Update Tool. 
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To create a new template, first select the Template Type, then use the Maintain Import Attributes action to select the 
check box next to each attribute that should be included in the template. Templates must be given a name and then 
can be saved.  
To select the template to display by default in that action, use the check box next to Set as Default  

 
Templates can be Modified or Deleted by selecting the check box next to that Template and the using either Edit 
Template or Delete Template(s) actions  

 

 
 
7.9 Minute Book and Document Management 
To manage minute books and other document folders at the portfolio level, use the Documents menu option from 

the main navigation bar. 
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As with managing Minute Books or Other Documents at the entity level (described in Section 6), you can 

manage these items at the portfolio level. While the overall concept of document management remains the same, 

the portfolio view will allow you to create and manage Minute Books and Other Document folders that are not 

assigned to a specific entity.  

7.9.1 Minute Books 

From the Minute Books Grid, you can view and take action on all minute books within the portfolio. Using the Minute 

Book Actions drop-down list (and from the grid itself), you can perform many of the same actions as those performed 

at the entity level. These actions include creating a minute book, deleting a minute book, edit a minute book and 

viewing the minute book file folders and searching for documents.  Refer to Section 6.2 for additional 

information. 

You can take the following, additional actions at the portfolio level: 

• Search for Documents (within the entire portfolio) 

• Assign Minute Book to an Entity  

• Unassign Minute Book from an Entity  
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7.9.2 Other Documents 

From the Other Documents Grid, you can view, manage, and create custom folders for the entire portfolio. Using the 

Folder Actions drop-down list (and from the grid itself), you can perform many of the same actions as those 

performed at the entity level. These actions include adding a new folder, deleting folders, renaming folders, and 

viewing the files contained within the folders. Refer to Section 6.3 for additional information. 

You can take the following, additional actions at the portfolio level: 

• Search for Documents (within a custom folder in the entire portfolio)  

• Assign Folder(s) to an Entity 

• Unassign Folder from Entity 
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7.9.3 Searching for Documents 

The Document Search page allows a user to execute a search on documents across their portfolio or within an entity.  

There are two options for completing a document search:   

• Full Text:  Search for documents containing a specific word or phrase 

• Document Attribute:  Search for documents based on specific attributes, such as document location or 

document title 

To perform a portfolio level search, select the Document Search option from either the top level navigation menu or 

from the action menus located on the Minute Books and Other Documents grid.  To perform an entity specific search, 

select the Document search option located at the top of the left menu, directly beneath the File Cabinet. 

 

7.9.3.1 Document Full Text Search 

Enter your search criteria and click on the search button. 
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7.9.3.2 Full Text Document Search Results Page 

The results page will list all of the results that include search criteria in the document content. Each document in the 

results is provided as a clickable link, and the folder path is also displayed. In addition, below the folder path, a 

snippet of the document is shown to allow the user to see the content that matches the search criteria. 

 

7.9.3.4 Facets  

On the left side of the search results page, there are facets that will help the user filter down their list of results. The 

user can filter using Document Type (Minute Books or Other Documents), Entity Name or both. This allows the user to 

narrow down the search criteria specific to an entity or document type.  
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If the results include documents from more than 25 different entities, the user will need to select the Show More link 

listed below the last entity.    

7.9.3.5 Flyout Option 

The flyout option allows for the user to open the results in a new page while keeping the search page up for 

comparison. The flyout allows users to execute additional searches and manipulate the results using the facets just as 

they would on the original results page. 
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7.9.3.6 Document Attribute Search 

The Document Attribute search can be used to search for documents having a common attribute, such document 

location, document title, date that a document was added, or entity name.   

The stronger the search criteria, the easier the document will be to locate. Options include document location, 

document title,  or entity name.   You can also search for all documents added to the system within a date range. 

 

The results displayed will be based on the search criteria. 

 

Note:  Full Text and Document Attribute searches cannot be combined.   

7.9.4 Assigning a Minute Book or Folder 

To assign a minute book, check the box to the left of corresponding minute book and select Assign Minute Book to an 

Entity from the Minute Book Actions drop-down list. Assigning an unassigned folder from Other Documents works 

similarly.  
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7.9.5 Unassigning a Minute Book or Folder 

To unassign a minute book from an entity, check the box to the left of the corresponding minute book and select 

Unassign Minute Book to an Entity from the Minute Book Actions drop-down list.  

 

.   

7.10 Document Workflows Dashboard: 
The Document Workflows Dashboard is a consolidated dashboard which allows you to access the Document 

Generation and E-Signature capabilities.  The Document Generation and E-Signature roles provide access to the 

respective tools within the Document Workflows Dashboard.  Roles are described in further detail in Section 10.1.1.   
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7.10.1   Document Generation 

CSC’s advanced document generation solution provides an end-to-end experience for assembling documents with 

ease by efficiently merging entity data into document templates, all while working in CSC Entity Management.  

 

7.10.1.1 Template Library 

The Template Library allows you to store and manage an unlimited number of document templates.  These 

templates are leveraged in the merge data process to generate documents.  Within the Template Library, 

authorized users can draft document templates using a text editor that offers a full suite of document 

formatting options.  Alternatively, a user could copy and paste existing document content to create a new 

template in moments. From the Template Library you can take the following Template Actions:  

 

• Create Template:  Create a new Template which can be used to generate documents. 

• Edit Template:  Edit an existing Template. 

• Delete Template(s):  Delete one or more Templates. 

 

7.10.1.1.1 Create a Template 

 
While creating a template you can: 
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• Copy and Paste: You can copy and paste content into the Document Generation tool to add content from 

existing documents.   

o When content is pasted into the Document Generation tool, the formatting is maintained where 

possible.  

• Input Text: Enter text manually and format the content directly within the Document Generation text editor.   

• Add Attributes:  Attributes can be drag and dropped into the text editor from the left-hand pane.  The 

attributes are placeholders for Entity and Director & Officer data that will be mapped into the document 

while generating a document.  

 

 

Once you have added all the content you desire in your Template, click save.  After clicking Save, you will be 

presented with the Save Template screen where you can define a Template Name, set your accessibility preference, 

define a Template Type and provide optional Description text for your template. 
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7.10.1.1.2 List Functionality 

The Document Generation tool offers the ability to map attribute data into a list. For example, you can create a 

document that contains a list of Directors & Officers and their titles or a document that contains a list of Entities and 

their domestic jurisdictions.   

To create a list, drag and drop the New Attribute List tile from the left-hand pane into the text editor and the Create 

Attribute List screen will be displayed.  Drag and drop attributes from the left-hand pane into the Preview Attribute 

List section to define the attributes for your list.   

 

Once you have defined your list, you can define a default sort for the data that will be populated in your list.  To 

define a sort, click the Edit List Sorting tab. Define the primary sort of your list by dragging the attribute you want to 
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sort by to the top.  Click the Sort Order dropdown to define how that specific attribute will be sorted.  Sorting options 

are ascending, descending or custom sort.   

 

Click the Create button to embed your list into the template or document.  

 

7.10.1.2 Generate Document: 

Generate Document allows you to generate a document from scratch or from a template being maintained in your 
Template Library.  CSC’s Entity Management Generate Document workflow gives you the ability to: 
 

• Generate documents using real data from your Entity Management Portfolio. 

• Generate a document from scratch or a user created template.     

• Create multiple documents from a single flow by selecting multiple Entity or Director & Officer records as 

source data.   

• Take the following actions on documents generated from the workflow: 

o Email documents in PDF format. 

o Download documents in MS Word or PDF format. 

o Route documents to a specified folder within Entity Management. 

o Send documents for signature using Entity Managements E-Signature functionality.  Note: A 

DocuSign account is required.   

o Save documents to the Document Repository to take action or edit at a later time.   
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7.10.1.2.1 Start Document 

In the Start Document step, you can create your document from scratch or use a template.  You also define the name 

of your document(s) during this step of the workflow.   

 

7.10.1.2.2 Preview Document 

The Preview Document step lets you edit and format the document using the tools text editor.   From this step you 

can also select attributes from the left-hand pane to embed into your document.  These attributes will be used as 

placeholders to map in data based on your selections in the Select Entity step.   
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7.10.1.2.3 Select Entity 

The Select Entity screen allows you to select the data source(s) that will map data directly to the attributes that have 

been inserted into the document.  You can select from Entity or Director & Officer records as source data.   

The tabs at the top left of the page allow you to select Entity or Director & Officer records as your documents source 

data.  All grid columns are filterable and sortable. 

Your selections on the Select Entity step drive how your document(s) are generated.  The source data determines the 

number of documents generated and if the data is mapped automatically into the document or requires additional 

mapping.  If you select a single record, and click Next on the Select Entity screen, you will create a single document.  

When multiple records are selected, and you click Next on the Select Entity screen, you will see a window that allows 

you to choose to generate one or multiple documents in a single flow.  

 

 

7.10.1.2.3.1 Multiple Record Selection 

When multiple Entity records are selected: 

• Create a single document 

o Creates one document where additional mapping will be required.   

• Create a document per Entity 

o Creates a separate document for each selected entity.  
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When multiple Director & Officer records are selected: 

• Create a single document 

o Creates one document where additional mapping will be required.   

• Create a document per Entity 

o Creates a separate document for each entity across the various Director & Officer records.   

• Create a document per Director & Officer 

o Creates a separate document for each Director & Officer appointment record selected.   

 

7.10.1.2.4 Finalize Document 

The Finalize Document step displays the document(s) that have been generated.  Data from the data sources selected 

on the Select Entity step will now be mapped into the document(s).  From here you can continue to edit the 

document or take any of the following actions:   

• Save to Repository:  Save the document(s) to the Document Repository so you can take future action. 

o Note: documents are not saved unless you explicitly choose to save them. 
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• E-Signature:  Send the document(s) for signature.   

• Download:  Download the document(s) in PDF or MS Word format. 

• Email:  Email the document(s) in PDF format.   

• Note: if any of the above actions are taken on the Finalize Document screen, it applies to all documents 

generated.   

 

 

7.10.1.2.4.1 Additional Mapping  

When you have selected multiple data sources that could map to an attribute, you will see a message on the Finalize 

Document step noting there are attributes that require additional mapping.  These attributes are displayed within a 

light yellow box with an exclamation point.  You can click on the attribute itself or the blue bar at the bottom of the 

screen to open the mapping window. 
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The mapping window has several features to ensure you select the data you want to map.  You can search for Entity 

or Director & Officer names or filter and sort the columns to find the right data you would like to map into the 

document.  The tool also retains record selections for a more efficient mapping experience. 

 

To map attributes: 

Step 1: Click either the attribute or the Attributes to Map blue bar at the bottom of the page.   

Step 2: Once the additional mapping window opens, locate the record that contains the attribute value you 

would like mapped into your document. 

o Note: you can use the real time search field, filter columns or sort columns to aid in finding the 

attribute value you would like mapped into your document.   

Step 3: Click the checkbox for that record. 

Step 4: Click map attribute. 

Step 5: Repeat this process until all attributes in your document are mapped. 
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When there is no data to map for a given attribute, you will see the attribute displayed within a light red box that 

contains (NULL).  If you click this attribute or navigate to it via the Attributes to Map blue bar, you will be given the 

option to enter text for that attribute or remove it from the document.   
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7.10.1.3 Document Repository 

Draft and completed documents can be stored in the Document Repository.  From the repository you can continue to 
edit documents as well as download, email, route to MB/OD folders, and initiate an eSignature request for these 
documents from the Document Repository. 
 

• Download Document(s):  Download documents in PDF or Word format. 

• Edit Document:  Make changes to documents that have been saved to the Document Repository. 

• Email Document(s):  Email one or more documents in PDF format.   

• E-signature Document(s):  Send one or more documents for Signature  

• Route Document(s):  Route one or more documents to a specific location within your Entity Management 

Portfolio.   

• Delete Document(s):  Delete one or more documents. 

 
 
 

7.10.2 E-Signature 

With CSC Entity Management’s electronic signature workflow, users that have a DocuSign account, can: 

• Follow an intuitive guided process to upload documents, add signers, and route documents for signature 

• Select document signers from your list of Directors & Officers or define signers on the fly 

• Use envelope tracking to review and manage signature request status 

• Route executed documents to folders in Entity Management 
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7.10.2.1 E-Signature New Signature Request 

 

7.10.2.1.1 Upload Documents 

To prepare a new e-signature request you will first start by uploading the documents you are looking to collect 

signatures for.  Only doc, docx and pdf documents are supported for requests, along with a combined file size limit of 

25mb.   

 

7.10.2.1.2 Select Entities 

The Select Entities step of the workflow allows you to select entities from your portfolio that will facilitate in the 

identification of signers in your organization and eventually in routing your executed document to your Minute Book 

or Other Document folders.    
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The toggle button at the top left of the page allows for a search by entity detail or by Director & Officers data, to 

make your entity selection.  All grid attributes are filterable and sortable. 

The CUSTOMIZE GRID action on the left grid allows you to insert your entity custom fields into your entities grid or 

you can add additional Director & Officer attributes in your D&O grid, for additional searching options. 

You can also drag and drop columns to achieve your preferred ordering of grid attributes.  Once you have your 

desired layout, you can select Save Grid Layout, at the bottom of the grid, to save that layout for future requests. 

 

Note: The Select Entities step is optional. 

7.10.2.1.3 Add Signers 

The Add Signers step allows you to efficiently identify the signers for your request based on a pre-filtered list of 

Directors & Officers, from the Select Entities step.  

 If the signer(s) are not within your portfolio, you can easily add signers on the fly through the Add New Signer action 

at the bottom of the Selected Signers grid.  Clicking into the email address cell for your selected signers allows you to 

add/modify the email address directly within the grid. 

All grid attributes are filterable and sortable.  You can also drag and drop columns to achieve your preferred ordering 

of grid attributes.  Once you have your desired layout you can select Save Grid Layout, at the bottom of the grid, to 

save that layout for future requests. 
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Notes: First Name, Last Name & Email are required for all signers. 

7.10.2.1.4 Finalize Request 

This is the last step in the New Signature Request flow that will allow you to go back and make any adjustments to 

your requests before prepping your document for submission through DocuSign. 

7.10.2.1.5 DocuSign UI 

Once you select DocuSign from the from the Finalize Request step, the DocuSign Sender UI will take over the screen.  

From this UI, you will have access to all the features and functionality available through DocuSign in order to prepare 

you document and send out your request for signatures.  Visit the DocuSign eSignature User Guide for any questions 

regarding DocuSign functionality https://support.docusign.com/en/guides/ndse-user-guide. 
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7.10.2.2 Manage Signature Requests 

Any e-signature requests that are submitted through the CSC E-Signature workflow will be visible within the Manage 

Signature Requests grid.  This grid provides visibility into current and historical requests while also providing 

functionality to take additional action on those requests. 

Advanced filtering at the top right of your grid provides for quick views into All of your requests, those that are In 

Progress, or just your Completed requests, which would include any that have been VOIDED.   

The default sort of this grid will display your In Progress requests at the top (Status = SENT), with the oldest Due By 

Dates listed first, followed by your Completed and Voided requests. 

Clicking the Document Name of a request will download the original copy of the document when it has status of SENT 

or VOIDED.  Once a document has a status of COMPLETED (all signatures captured), the signed copy of the document 

will be available for download. 
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7.10.2.2.1 Envelope Details 

For a given request record, the Email Subject link and Details “View” link, in the Manage Signature Requests, will take 

you to the Envelope Details for that request.  Here you can view more details about your request, such as signer 

information, email content and specific event details. 

The Events section will provide visibility into the signer level events, from the request being sent to the individual, all 

the way through signing of the document.
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7.10.2.2.2 Void Request 

Voiding an envelope cancels all outstanding signing activities. You can void any of your sent envelopes that have not 

yet completed.  

7.10.2.2.3 Route Document to Folder 

Once a document has been completed, you have the ability to select it from the Manage Signature Requests grid and 

route it to your entity folders.  Entities that were selected while generating your request will be set as default 

locations for routing the document.  The folder icon allows you to choose which folder the document should reside in 

for that entity.  You can choose the SELECT ADDITIONAL ENTITIES to route your document to other entities in your 

portfolio as well.   

Document Types can be associated to your document, allowing for more options on the metadata that can be stored 

along with it.  Selecting different document types will dynamically load up attribute sets associated to your selected 

document type. 

Use the ROUTE DOCUMENTS button to save a copy of your completed document, along with any metadata, in your 

preferred destination.  

7.11 Companies House Filing Centre  
Entity Management offers a secure integration with Companies House, the UK registry, to simplify filings by 

incorporating your existing entity details into the workflow.  Integration instructions can be found here.  After 

configuring your Companies House account and adding authentication codes in the admin section, you can begin 

submitting filings to Companies House.  Note that to view, edit, or submit Companies House filings, you must be 

assigned the appropriate Filing Centre role. These roles are described in Section 10.1.1.  

The Filing Centre grid displays all Companies House filings that have been created through the Entity Management 

workflow.  Filings can be started, saved as a draft, submitted, and resubmitted if there is a rejection.   
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7.11.1 Submitting a Filing 

 

1. To begin a new filing, click the Prepare New Filing button.   

2. Select the type of filing and enter any optional additional details in the customer reference and filing 

description fields.   

a. Customer reference is an optional reference field sent to Companies House for your use and 

tracking purposes. 

b. Filing description will display in the Filing Centre grid for your reference.  This could include a 

short description of the information being filed. 

3. Select the entity for the filing.  The search box will return all entities in the portfolio with a jurisdiction in 

the UK. 

a. If you select an entity that does not have an authentication added, you will not be able to 

proceed with the filing.  The authentication code must be added in the admin section. 

4. To view a comparison of the data on file with Companies House and Entity Management, you can click 

the link in the top left corner ‘View Company Data Report’.  This will open a pdf with a side-by-side 

comparison of the current data from both systems. 

5. The workflow will walk you through the necessary questions for the selected filing.  If there is data that is 

housed in Entity Management related to the question, you will see a button to retrieve data.  This will 

pull in the current data from Entity Management.  If anything needs to change, you can navigate to the 

related section of the entity details and make any necessary changes. 

6. The final page of the workflow is a review page.  Review the data entered and click Submit Form. 

7. Click Submit to confirm submission. 

8. After successful submission, you are returned to the Filing Centre grid with your newest submission at 

the top. 

7.11.2 Filing Centre Grid 

 The Filing Centre grid displays all filings initiated from the grid in the past year.  By default, it displays all 

filings, regardless of status.  The Actions section dynamically populates what action you can take for a given filing 

based on its status.  Actions are: 

• Resume Filing (for draft and rejected statuses) 

• View (for all statuses) 

• Delete (for drafts only) 

To see more information about the filing, click the ‘View’ link in the Additional Details column.  This will display details 

such as the user that started the filing, customer reference, and a time stamped filing history. 
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7.11.3 Company Data Report 

This feature gives you the ability to compare current data in Entity Management with actual data on file with 

Companies House. To run the report, click the Company Data Report action at the top of the Filing Centre grid, select 

an entity, click Generate Report and the report will automatically open a pdf (depending on your browser download 

settings).  This will show the data side-by-side for easy comparison. 

 

7.12 Calendar 
Within the portfolio, a calendar is available for viewing important dates and obligations, including the following: 

• Filings that impact jurisdictional good standing 

• DBA name expiration dates 

• Business license renewal dates (if you are a Business License Portfolio customer) 

• Custom events that have been created for the portfolio  
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Additional details regarding the calendar can be found in Chapter 8.  
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8 Calendar 

The Calendar menu option from the main navigation bar enables you to view due dates for filings that impact 

jurisdictional good standing, DBA name expiration dates, business license renewal dates (if you are a Business License 

Portfolio customer), and custom events that have been created for the portfolio. The Calendar drop-down list 

includes the following options: 

• 31 Day Calendar View: A comprehensive list of all filing due dates within a specific month. 

• Good Standing: All filing due dates that impact entity good standing are shown in the grid view. 

• DBA Names: All DBA names whose expiration is approaching are shown in the grid view. 

• Business Licenses: Business License expirations grid that applies to Business License Portfolio customers. 

• My Calendar: Important dates for custom events displayed in a grid view. 

• Calendar Administration: The ability to add new and manage existing custom events.  

 

Note that access to calendar features is based on your assigned role and set by the organization’s administrator. Roles 

are described in Section 10.1.1.  

8.1 31 Day Calendar View 
The 31 Day Calendar View offers a comprehensive list of portfolio due dates and expirations within a specific month. 

This includes filings that impact jurisdictional good standing, DBA name expiration dates, business license renewal 

dates (if you are a Business License Portfolio customer), and custom events that have been created for the portfolio.  
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To view additional high-level details regarding the filings that are due on a specific date, click the date within the 

calendar view. 
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8.2 Good Standing Due Dates 
To access the filing due dates that impact entity good standing, select Good Standing from the Calendar drop-down 

list. Filings due will be displayed in grid format for searching, sorting and exporting.  

Filing due dates are pulled directly from the filing authority based on the specific entities and jurisdictions within the 

portfolio, along with the compliance rules for each jurisdiction.  

The grid’s default view displays good standing reminders for the next 30 days. However, you may change the date 

range using the top, right search box. You can view filings due across multiple months, up to two years from the 

current date.  

 

8.2.1 Grid Attributes 

There are a variety of attributes displayed in the Good Standing Grid, many of which are self-explanatory. However, 

the attributes that are specific to the calendar grids include the following:  

• Status: Filing status. 

• Filing Responsibility: Identifies whether a filing is CSC managed (i.e., you outsourced your annual filings to 

CSC) or in-house managed (i.e., handled in house by the entity).  

• Filing Type: The filing type that is due (e.g., Annual Report, Franchise Tax). 

• Filing Name: The name of the form that needs to be filed. 

• Foreign/Domestic: Identifies whether it’s a domestic or foreign filing. 

• Status Description: The current status of the filing. 

• Date Filed: The date that the filing was completed. 

8.2.1.1 Filing Status 

The Good Standing Grid can be filtered by filing status. The status filter is located in the top, right corner of the grid, 

and contains the following “rolled-up” status types: 

• Completed  
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• In Progress 

• To Be Done 

A filing status that is broken down further (and not rolled up) can be obtained through the tracking details, along with 

any other attributes regarding the filing.  

 

Example: When Filed is selected as the Updated Status, that status will be rolled up as Complete when 

reviewed in the grid (since filing is just one representation of a completed filing).  

 

8.2.1.2 Filing Responsibility 

Filing responsibility identifies whether a filing is CSC managed (i.e., you have purchased the Annual Report Prep & File 

Service and/or Global Subsidiary Management Service), or in-house managed (i.e., is handled in house by the entity). 

When a filing is listed as “CSC Managed,” there is no action for you to take on that specific filing (because a CSC 

representative will be handling the filing). An “In House” filing, however, means that you must take action on that 

filing before the specified due date.  
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8.2.2 Maintain Status of a Filing 

To update a filing’s status, check the box to the left of the corresponding row(s) and select Maintain Status button 

from the top right of the calendar grid.  

Update the field with the date filed and the field’s updated status. Selecting the appropriate status is important since 

it will help ensure that the filings are sorted and displayed properly within the grid, and that you can accurately and 

easily determine whether action is required. For example, if a filing has been marked as Filed, you can confidently 

discontinue reviewing the due date. Note that only an “In House” managed filing can be updated, since CSC is 

responsible for the “CSC Managed” filings.  

 

8.2.3 Email Grid 

To email the grid, select Email Grid Displayed on Page from the More Options drop-down list. Complete the desired 

recipient(s) field, indicate whether to send in PDF or Excel, and click Send.  
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8.2.4 Tracking Details 

To review and track specific filing details, click the corresponding Details link within each row of the grid. 

 

 

From here, provide any missing information. 
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8.2.5 Compliance Rule 

To review the rule used to calculate the filing due date, click the corresponding Compliance Rule link within each row 

of the grid. 

 

 
 
8.2.6 Take Notes 

To add notes regarding a specific filing, click the corresponding Notes icon.  
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8.2.7 Get a Form or E-File 

To obtain the form necessary to complete a filing (or to E-File a form), use the icons listed to the right of each grid 

row. Note that form and E-Filing options are available for specific jurisdictions (based on jurisdictional filing laws).  

 

8.3 DBA Name Expirations 
To access DBA names that are approaching expiration, select DBA Names from the Calendar drop-down list. A list of 

due DBA names will be displayed in grid format for searching, sorting, and exporting.  

The grid’s default view displays DBA name expiration reminders for the next 30 days, however, you may change the 

date range using the search feature in the top right corner to view filings due across multiple months (up to two years 

from the current date).  
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The grid allows you to take multiple actions, including emailing the grid by selecting Email Grid Displayed on Page 

from within the Grid Actions drop-down list, and obtaining the appropriate form to file by clicking the corresponding 

Form icon. Note that this icon is only available for specific jurisdictions (based on the form availability).  

 

8.4 Custom Events (My Calendar)   
To access custom events that have been created within the portfolio, select My Calendar from the Calendar drop-

down list. A list of custom events will be displayed in grid format for searching, sorting and exporting.  

The grid’s default view displays important custom events that have a due date within the next 30 days, however, you 

may change the date range using the search feature in the top right corner to view filings due across multiple months.  

 

In addition to reviewing important due dates and details, you can also manage the tracking details tied to an event 

instance.  

8.4.1 Maintain Tracking Details 

To track the filing status and details surrounding a specific event instance within the grid, check the box to the left of 

the corresponding row and select Maintain Tracking Details from the Calendar Actions drop-down list. You can also 

select Details from the grid directly.  
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Within the tracking details, you may update the status description and date filed, as well as add notes related to the 

event instance.  

 

8.5 Custom Calendar Administration   
Calendar Administration is used to add and manage custom calendar events that are specific to your portfolio. You 

can use any combination of system and custom attributes to manage event details, capture information about filing 

fees and other instructions, and assign responsibility to colleagues.  

To access, select Calendar Administration from the Calendar drop-down list. A list of any previously created custom 

events will be displayed in the grid.  

The grid’s default view displays active events in alphabetical, ascending order of event type, however, you can also 

view All or Expired events using the search feature in the top right corner of the grid.  

Additionally, the following actions can be taken from the grid: 

• Create Event: To create a new event. 

• Copy Event: To copy details from an existing event into a new event.  

• Edit Event: To edit the details of an existing event.  

• Expire Event: To expire an existing event and stop any instances of this event going forward.  
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8.5.1 Create Event 

To create a new event, select Create Event from the Calendar Actions drop-down list. You can edit high level details, 

instructions, tracking details, due date, frequency, and related entities and jurisdictions.  

 

8.5.1.1 Event Details 

When you create an event, you need to add the event details. Event details include the event type, name and 

description. Note that event names can be managed by selecting the Add New button.  
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8.5.1.2 Event Instructions 

Within Event Instructions, you may add instructions related to the specific event. By using the Add Attribute button 

on the right, you also have the ability to add any combination of system or custom attributes to the instructions as 

well (for details on creating custom attributes, see chapter 10.4).  

 

8.5.1.3 Tracking Details 

Within Tracking Details, you can complete details surrounding the status and filing. Although details can be captured 

in this area, it is commonly completed at the event instance level (rather than when creating an event). It is 

important, however, to ensure that you add any combination of system or custom attributes that need to be 

captured in each event instance by using the Add Attribute button (for details on creating custom attributes, see 

chapter 10.4). 
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8.5.1.4 Due Date and Frequency 

Within Due Date and Frequency, you can set an event’s recurrence schedule. This is very flexible and allows you to 

set the first occurrence of the event, along with the recurrence pattern of once, daily, weekly, monthly or yearly.  

 

8.5.1.5 Entity Selection 

When creating an event, you have the ability to select the entity or entities that the event will apply to. This is done 

by selecting one, some, or all entities from the box on the left and adding them to the box on the right.  

 

8.5.1.6 Jurisdiction Selection 

The final step of event creation is to select the U.S. or international jurisdiction and county or town that applies to the 

event. Once you select Save, the event is created and will appear in the Calendar Administration Grid for future 

management.  
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8.5.2 Copy Event 

You may want to create a new event using details from a previously created event. To save time in doing so, you can 

copy an existing event by checking the box to the left of the corresponding row and selecting Copy Event from the 

Calendar Actions drop-down list. You will be taken through the same process as you would take for creating a new 

event (described previously), only with the event type, event name, event instructions, and tracking details pre-

populated in the new event.  

 

8.5.3 Edit Event 

To edit the details of an existing event, click the checkbox to the left of the corresponding row and select Edit Event 

from the Calendar Actions drop-down list. You will be taken to the same screen where you created a new event 

(previously described), only with the ability to edit all details except event type, due date and frequency. Note that to 

edit the event type, due date and frequency, a new event must be created.  
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8.5.4 Expire Event 

To expire an existing event, click the checkbox to the left of the corresponding row and select Expire Event from the 

Calendar Actions drop-down list. You will be taken to a screen where you can confirm the expiration of a specific 

event by checking the box to the left of the corresponding row and selecting Confirm.  

 

9 Reporting 

You can generate a variety of reports based on the information within your portfolio. Note that in order to view, 

create, or save reports, you must be granted the appropriate reporting role. Roles are described in Section 

10.1.1.  

There are three types of reports: 

• Standard System Reports: Reports that are pre-built and available through the Business Objects Reporting 

tool. 

• Ad Hoc Reports: Custom, on-demand reports based on the information in the portfolio. 

• Custom Reports: If reporting needs extend beyond the ad hoc or business objects options, specialty reports 

may be available. 
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The Reports menu option (located in the main navigation bar) enables you to generate ad hoc and business objects 

reports. Contact a CSC support representative if you require additional, custom reports.  

 

9.1 Standard System Reports 
CSC provides a standard set of system reports via a Business Objects Reporting tool. Within the Business Objects 

Reporting tool, there are four standard folders available, as follows: 

• Entity: Provides several subfolders for specific entity reports, including jurisdiction, name history, and DBA 

names. 

• Officer & Director: Provides several subfolders for specific officer and director reports. 

• Capital & Ownership: Provides several reports related to ownership including owned entities and owners.  

• Comprehensive Company Reports: Provides formatted reports for entity profiles.  

• Admin & Audit Reports: Provides audit reports for entity data and documents.  

• Help: Report tutorial (no reporting available).  

Perform the following steps to view a standard Business Objects report: 

Step 1: Indicate the report type by selecting the appropriate folder, and then the actual report from the main 

list. 
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Step 2: Indicate the values that will be displayed within the report by choosing from the value lists. 

 

  

Step 3: Once all values are selected, click the Run button to run the report.  
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Note that you can view or save the report as an XLS, PDF, or CSV file by selecting the Export button and then selecting 

your file type 

 

Reports can also be added to a Favorites list by clicking the Star icon on their selected reports. These will display in a 

list on the Home Page.  
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9.2 Ad Hoc Reporting 
To create custom reports based on the information available in the portfolio, use the Ad Hoc Reporting feature. From 

the Ad Hoc Reporting Grid, you can take the following actions: 

• Add Report 

• Run Report  

• Maintain Report (i.e., edit the name or details of an existing ad hoc report)  

• Delete Report  

• Email Report  
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9.2.1 Add Report 

To create a new ad hoc report, select Add Report from the Report Actions drop-down list. Perform the following 

steps to add the report:  

Step 1: Build the information query for the report. For example, all reports will import system or custom 

attributes related to entity details, however, information that is specific to other areas within the application 

can also be selected.  

Example: By selecting Entity – Jurisdiction, all system and custom attributes that are associated with 

the Entity Details and Jurisdiction Details will be included in the report criteria. 

 

Step 2: Build the query (criteria) that determines the report detail. By default, all entities within the portfolio 

are included within the query. When building the criteria, system fields and custom fields that have been 

made reportable can be included. Refer to Section 10.4 for more information regarding custom fields.  

Note that if no criteria have been selected on this screen, data for all entities will be available in the report. 

However, if specific criteria are selected, everything that does not fit those criteria will be excluded.  

Example: By selecting a Combined Status of “CSC-Active” and “NonCSC-Active,” only entities that are 

active in the portfolio will be displayed in the report. Any inactive/historical entities will not be 

included.  
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Step 3: Select the system and custom attributes that should be included within the report’s output.  

 Example: Four specific attributes are selected for inclusion in the report output.  

 

Step 4: Indicate if any attributes need to be added to the report. Once you begin typing, the search results 

will display the attribute options available.  
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Step 5: Set the column order (the column at the top is the left-most column) that will be displayed in the 

report output.  
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Step 6: To ensure the report is sorted appropriately, add any specific attribute columns using the Add to Sort 

button. The sort order can be changed, as well as whether the attributes will be displayed in ascending or 

descending order.  

 

Step 7: The Preview button in the bottom right corner of the screen displays the first 50 rows of the report as 

a preview. If the report is larger than 50 rows, it must be exported. 
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Step 8: Save, email, or export the report to PDF or XLS format. When it is saved, the report can be made 

public or private. Public reports are available to anyone with report roles; private reports are only visible to 

the user who created the report. Note that the admin can see all private and public reports. These roles are 

described in more detail in Section 10.1.1. 

 

9.2.2 Run Report 

To run an existing report, check the box to the left of the corresponding row and select Run Report from the Report 

Actions drop-down list.  
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9.2.3 Maintain Report 

To modify an existing report’s name or details, check the box to the left of the corresponding row and select Maintain 

Report from the Report Actions drop-down list. Make updates to the criteria, attributes, layout, or name and click 

Save.  

 

9.2.4 Delete Report 

To delete an existing report, check the box to the left of the corresponding row and select Delete Report from the 

Report Actions drop-down list. Confirm the deletion.  
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9.2.5 Email Report 

To email an existing report, check the box to the left of the corresponding row and select Email Report from the 

Report Actions drop-down list. Enter the recipient(s), along with the email’s subject line and details.  

 

9.3 Custom Reports 
If reporting needs extend beyond the ad hoc or business objects options, custom reports may be available, depending 

on the request. Contact a CSC support representative to request a custom report.  
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10 Administration & Preferences 

Using Administration & Preferences, you can manage several components of the Entity Management application. 

Administration & Preferences can be accessed by selecting Entity Admin from the Admin menu option within the 

main navigation bar. From this screen, you can perform the following actions: 

• Add, maintain, and remove users and their roles. 

• Enroll or update preferences for calendar alert emails. 

• Edit the assignment of specific users to specific entities. 

• Change the default display of specific commonly used grids. 

 

The User Administration feature is primarily used to add, maintain, or remove users and their roles. Note that you 

must be assigned the administrator role to access the User Administration feature. Additionally, if you have been 

assigned the administrator role, you can add and remove roles only if you have access to those same roles within the 

application. To access the User Administration feature from the Administration & Preferences screen, select Manage 

Users.  

 

To return to the Entity Management application, select the Return to Entity Management link in the top right corner 

of the grid.  
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10.1 Entity Management User Role Types 
Note that access to the Entity Management roles listed below must be granted by the Entity Management System 

Access Administrator. The only exception is the “Entity/Jurisdiction Information View” role, which is automatically 

assigned to all users. All users are also automatically provided access to documents in the Entity Filings folder and 

Annual Reports filings folder (for Annual Report clients), as well as standard Business Objects reports.  

Roles Level of Access 

EM System Access Administrator Access to add Entity Management users, grant roles and restrict entity access 

to other users  

Administrative Functions Access to add/modify custom fields and value lists, manage screen display for 

Entity Details, Jurisdiction Details and Officer Director Business and Personal 

information, and set default preferences for display of the Entity Portfolio 

Grid and Officer/Director name display preferences.    

Entity/Jurisdiction 

Information/View 

Access to view basic entity and jurisdiction information such as entity names, 

jurisdictions where registered, DBA names, and entity name history.  This role 

also provides access to any custom fields managed at the entity level, 

transaction documents in the Entity Filings and Annual report folders, 

standard Business Object reports and the Good Standing and DBA Calendars.   

View access is automatically given to all users when establishing CSCGlobal 

login credentials. 

Entity/Jurisdiction 

Information/Edit 

Access to edit basic entity and jurisdiction information such as entity names, 

jurisdictions where registered, DBA names, and more.   Also includes the 

ability to modify value lists in the Admin tab. 
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Officer/Director Business 

Information View 

Access to view ODM information including names, titles, term dates and the 

entities that they serve.  

Officer/Director Business 

Information Edit 

Access to edit ODM information including names, titles, term dates and the 

entities that they serve.  

Officer/Director Personal 

Information View 

Access to view ODM personal information such as home address, SSN, and 

contact information.  

Officer/Director Personal 

Information Edit 

Access to view and edit ODM personal information such as home address, 

SSN, and contact information.  

Officer/Director Individual 

Documents View 

Access to view ODM Individual Documents 

Officer/Director Individual 

Documents Edit 

Bulk Import                 

Access to Upload, Edit, and Delete ODM Individual Documents  

 

Access to create/update entity information in a bulk fashion 

Download for Doc Gen – D&O Grid Access to view and execute the Download for Document Generation action 

on the ODM portfolio grid. 

Capital and Ownership View Access to view Capital and Ownership information, including authorized 

capital, owner names, ownership percentages, and effective dates.  

Capital and Ownership Edit Access to edit Capital and Ownership information, including authorized 

capital, owner names, ownership percentages, and effective dates.  

Minute Books View Access to view Minute Books and the documents stored within Minute Book 

folders.  

Minute Books Edit Access to view Minute Books and upload, edit and delete documents stored 

within minute book folders.  

Minute Books Administrator Access to view, add, edit and reorder Minute Books and Minute Books 

subfolders.  Access to upload, edit and delete documents stored within those 

folders. 

Minute Book Document Security 

Admin 

Access to secure folders and documents for any Minute Book or Minute Book 

subfolders. 

Other Document View Access to view Other Document folders and the documents stored within 

those folders.  
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Other Documents Edit Access to view Other Document folders and upload, edit and delete 

documents stored within Other Documents folders. 

Other Documents Administrator Access to view, add, edit and reorder Other Document folders and 

subfolders.   

     

Document Security Admin Access to secure folders and documents for any Other Documents folder or 

subfolders. 

Document Generation Admin Access to create templates and edit any template within their portfolio. Able 

to generate documents using any template as well as view and act on all 

created documents within the Document Repository (public or private). 

Document Generation Edit Access to create templates and edit templates they have created. Able to 

generate documents using private templates they have created and public 

templates created by anyone in their portfolio.  Able to view and act on all 

public documents within the Document Repository and view and act on 

private documents they have created. 

Document Generation View Access to view and act on all public documents within the Document 

Repository.   

E-Signatures Access to the E-Signature feature from the Documents drop down menu.  

With a DocuSign account, users can create, track and manage e-signature 

requests. 

Organization Chart Viewer Access to view existing org charts, limited to org charts created by other 

users. If no org charts have been created and saved by other users, there is 

no ability to view org charts.   

Organization Chart Writer Access to view, add, edit, and publish org charts. Includes edit access to the 

users own org charts only.  

Organization Chart Administrator Access to view, add, edit, and publish org charts. Includes edit access to org 

charts generated by all users.  

Report Viewer Access to view ad-hoc reports, limited to reports created by other users. If no 

ad-hoc reports have been created and saved by other users, there is no 

ability to view ad-hoc reports.    
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Report Writer Access to view, add, edit and publish ad-hoc reports. Includes edit access to 

the users own reports only. 

Report Administrator Access to view, add, edit and publish ad-hoc reports.  Includes edit access to 

reports generated by all users.    

My Calendar View Access to view custom calendar events created by all users in My Calendar 

My Calendar Edit Access to view custom calendar events and edit event instances.  This user 

does not have the ability to create events. 

My Calendar Admin Access to view, edit and create custom calendar event status.  This user can 

edit events created by other users. 

 

Beneficial Ownership Report 

 

Access to view and export Beneficial Ownership Reports. 

(Note: the Officer/Director Business Information Edit, Officer/Director 

Personal Information Edit, and Capital and Ownership Edit roles are required 

in addition to access the Beneficial Ownership Report tool.) 

HR User Access to view and manage changes from the HR task grids and enroll 

themselves in email change alert notifications. 

HR Admin Access to enable the integration, define data change types of interest for the 

account, link Director & Officer records, view and manage changes from the 

HR task grids and enroll themselves and other users in email change alert 

notifications. 

EM Filing Centre User Access to view Filing Centre grid, submit filings, run Company Data report 

EM Filing Centre Admin Access to enable the integration, add entity authentication codes, view Filing 

Centre grid, submit filings, run Company Data report. 

  

10.2 User Administration Actions 
Under User Administration, all users associated with the account will be displayed alphabetically, in grid format. 

From this screen, any user who has been assigned the administrator role can perform the following actions: 

• View currently assigned roles. 

• Add a new user and assign roles. 
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• Perform maintenance on an existing user. 

• Disable or enable a user’s access to CSCGlobal.  

 

10.2.1 View Current User Roles 

To view current user roles, perform the steps below. 

Step 1: Select the account and user that you would like to view. Note that if the selected user is listed for 

multiple accounts, they can have different roles in each account.  
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Step 2: Click the + symbol to the left of each row to expand the user. Then, select the Roles link.  

 

Step 3: Review the list of roles that are currently assigned to the user. 
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10.2.2 Add New User and Roles 

There are a variety of roles that can be assigned under User Administration. The roles are specific to the following 

applications: 

• CSCGlobal: Billing/payment inquiries and user administration.  

• Entity Management: Actions specific to Entity Management. 

• SOP: Service of process inquiry and acknowledgement. 

Note that if no roles have been assigned, users will be granted basic access, which allows them to view basic 

information regarding the account. To add new users and assign the appropriate roles, perform the following steps: 

 Step 1: Select Add New User from the drop-down list in the top right corner of the grid.  
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Step 2: Complete the text fields with the new user’s information and select Save to finish or Add New Roles 

to add roles for CSC applications. 
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Step 3: Select the account number and specific applications for which user roles are being added. If roles 

need to be assigned for multiple applications, add the roles one application at a time.

 

Step 4: As roles are added, you may view them at the top of the screen. Select Save once all roles have been 

indicated. 
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Step 5: Review the new user and assigned role(s) within the grid.
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10.2.3 Existing User Maintenance 

To perform maintenance on an existing user, check the box to the left of the corresponding user and select Maintain 

Selected User from the Select Action drop-down list.  

 

Once selected, you can delete the user’s role(s) by clicking the red X to the right of a currently associated role. You 

may assign a new role by selecting the Add New Roles button (as described earlier in this section).  
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10.2.4 Disable or Enable Overall CSC Global Access 

To disable a user’s access to CSCGlobal and all applications within CSCGlobal, select Enable/Disable CSCGlobal Access 

from the Select Action drop-down list at the top right corner of the grid. Conversely, a disabled user’s access can be 

enabled using the same action. 
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10.3 Tips 

The following tips apply when using the User Administration feature: 

To quickly find a user within the grid, begin typing within any field in the top row to filter the search.

 

10.3  Manage Calendar Alerts 
The Manage Calendar Alerts feature sets and maintains preferences for receiving monthly alert emails for upcoming 

due dates. Email alerts are sent on the third Monday of every month, and may be received for alerts up to 90 days 

prior to a due date. To access the Manage Calendar Alerts feature from the Administration & Preferences screen 

select Manage Calendar Alerts.  

 

mailto:CSCEntityManagement@cscglobal.com


Page 277 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

From the Manage Calendar Alerts Grid, you can enroll users into email calendar alerts for either Compliance Calendar 

or My Calendar, modify users’ existing email preferences, and unsubscribe users from alerts. 

 

10.3.1 Enroll in Compliance Calendar Alerts 

To enroll users in calendar alerts, check the box to the left of the corresponding user and select Enroll for Calendar 

Alerts from the Calendar Alert Actions drop-down list. Indicate the alert preference(s) (e.g. the alert types, the 

entities about which to be notified and the notification period), and click Save.  
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10.3.2 Modify Alert Preferences 

To modify calendar alert preferences, check the box to the left of the corresponding user and select Modify Selected 

Alert Preferences from the Calendar Alert Action drop-down list. Perform necessary modifications and click Save.  

 

10.3.3 Unsubscribe from Compliance Calendar Alerts 

To unsubscribe a user from specific alerts, check the box to the left of the corresponding user and select Unsubscribe 

from Selected Alert(s) from the Calendar Alert Actions drop-down list.  
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10.3.4 Maintain My Calendar Custom Alerts 

To enroll users into My Calendar custom alerts, check the box to the left of the corresponding user and select 

Maintain My Calendar Alerts from the Calendar Alert Actions drop-down list. Indicate the alert preference(s) such as 

the types of custom calendar event types and/or event names that you would like to enroll for, as well as the 

notification period.  

When indicating preferences, it’s important to note the following: 

• When using the default option of All Event Types, this will cover all existing My Calendar events as well as 

events added in the future. 

• Upon selecting Specific Event Types, this will enroll you for the existing specific event types as well as events 

added to that event type in the future. 

• Upon selecting Specific Event Names, this will enroll you for the specific event names only. When a new 

event name is added in the future, this needs to be manually updated. 

• You cannot select a combination of Specific Event Type and Specific Event Name when event type for both is 

the same. See the example below. 

 

Example: Because Boardroom was selected in the Specific Event Types section above, you are unable to also 

select Boardroom event names in the section below. You can however choose event names related to other 

event types. So in this instance, the user would receive boardroom events, as well as specific types of licenses 

and permits events.  
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10.4  Entity Preferences – Restricting User Access  
Portfolio users are assigned to all entities by default. If you have been assigned the appropriate administrator role (as 

described in Section 10.1.1), then you may restrict access to only certain entities.  

 

To manage entity preferences for users, you will need to create preference rules then assign those rules to selected 

users.  To access the preference rules, select Manage Preference Rules under the Entity Preferences section. 

 

You can manage the preference rules for your portfolio on the Manage Preference Rules grid by taking any of the 

following actions: 

• Create Preference Rule 

• Assign Preference Rules to Users 
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• Maintain Preference Rule  

• Delete Preference Rule 

• Select as Default Preference Rule 

• Remove as Default Preference Rule   

10.4.1 Create Preference Rule  

You can create one or more rules by using the Create Preference Rules action from the Entity Preference Rule 

Actions dropdown. From here, you can create an Attribute Rule (Dynamic) rule that allows you to set up a preference 

rule based on a selected attribute or attributes.  You can also select whether you would like to show or hide the 

entities that correspond to the rule that is created by selecting the radio buttons labelled Show Entities or Hide 

Entities. 

 

In addition you can create an Entity Name (Manual) rule that allows you to select specific entities to assign to a rule. 

mailto:CSCEntityManagement@cscglobal.com


Page 282 of 316 

 

 

Support: 800-927-9801 x66825 

CSCEntityManagement@cscglobal.com 

 

10.4.2 Assign Users to Preference Rules 

Once preference rules are created, you can assign users to a rule by checking the rule selection box and selecting the 

action Assign Preference Rule to Users.  This allows you to select one or multiple users that you want to assign to the 

rule.  The entities assigned grid allows you to see how many entities the users currently have access to view. 

Note:  If users are assigned to multiple rules then they will have a combination of the rules assigned.  The hide rule 

will always take precedent for any conflicting rules assigned to a user.   
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10.4.3 Maintain Preference Rule 

In order to make changes to an already established rule, you will need to select the rule then click on the Maintain 

Preference Rule action.  Once the changes to the rule are saved, the entities corresponding to that rule will be 

updated accordingly.  Keep in mind, changing a rule may result in changing users Entity Preferences.  

10.4.4 Delete Preference Rule  

You can delete a preference rule by selecting the check box next to the rule and clicking on the Delete Preference 

Rule action.  Any users assigned to that rule will no longer have those entity preferences assigned.  

Note: If this rule is the only rule assigned to a user before it is deleted then that user will no longer have entity 

preferences assigned and they will be able to see the entire portfolio. 

10.4.5 Select as Default Preference Rule  

You can set a rule as the default preference rule for the group by selecting a rule then use the action Select as Default 

Preference Rule.  This will bring that rule to the top of the grid and add a check under the default column on the grid.  

The default rule is assigned automatically assigned when new users are added. In order to remove the default 

preference rule, simply select the default rule and use the action Remove as Default Preference Rule. 

Note: The default rule has no impact on existing users in the group.  

10.4.6 Preference Rule Grid Details 

Once a user has created a rule or multiple rules, you are able to see the rule details right from the grid by using the 

Rule Details, Entities and Users Assigned links.   

10.4.6.1 Rule Details 

The Rule Details View link allows you to see all of the details that were used when creating the rule including the Rule 

Name, Rule Description, Rule Type (Hide or Show Rule) and Preference Type (Attribute or Entity Name). 
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10.4.6.2 View Entities  

You may look at the list of entities that correspond to the rule by using the View link under the Entities column.  This 

shows you the entities that any users assigned to this rule will be able to see.   

 

Note: If it is a “Hide” rule then it will still show all of the entities that the users will be able to see if assigned to this 

rule not the entities that are being “Hidden”. 
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10.4.6.3 Users Assigned  

After users have been assigned to the rule, you may click on the List link shown under the Users Assigned column to 

view all of the users that have been assigned to the rule. 

 

10.4.7 View Preference Assignments Grid  

In order to see the entities that each user with Entity Preferences has assigned to them, you will need to check the 

Preference Assignment Grid.  This grid shows a list of all users in the portfolio with a column designated for entities 

assigned.  If a user has 0 in this column then they have no entity preferences and will be able to see all entities in the 

portfolio.  If a user has a number greater than 0 then the number will be a link that displays a list of all entities the 

user is able to see based on their assigned preferences. 

 

Note: This shows a list of all entities user has access too even if the rule shown is a hide rule. 
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10.4.7.1 Entity Preference Report 

You can see a list of all users with entity preferences and the entities they have assigned by clicking on the Download 

Entity Preference Report action from the Grid Action dropdown.   

  

 

10.5  Changing Default Display of Common Grids 
You may also change the default display of several common grids from the Administration & Preferences screen. To 

do so, use the options Entity Portfolio Default Display and O/D/M Last Name Sort Default. The former link is for 

changing the default display of the grid at the overall group level (all users using the account) and the latter link is for 

changing the default display of the grid at the individual level (for a specific individual using the account).  
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10.5.1 Category Preferences 

By default, the Entity Detail screen is set to open with the first category open and all other categories minimized. 

From Category Preferences, you can change the display so that all categories are expanded by default.  

 

10.5.2 Quick Search Preferences 

The Quick Search default can be set to Open on all grids by updating your Quick Search Preferences.   

 

10.5.3 Entity Portfolio Default Display 

You can change the default display of the Entity Portfolio Grid to view All entities or Active entities, depending on 

your preference.  

 

10.5.4 Entity Favorites Default Display 

You can change the Entity Favorite default to be any of the favorites you have saved. Setting an Entity Favorite as 

default will automatically apply the favorite every time you launch the application. 
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10.5.5 ODM Last Name Sort Default 

You can change the default display of the Officers/Directors/Management Grid to view ODMs by first name or last 

name, depending on your preference.  

 

10.5.6 ODM Ranking Sort Default 

You can change the default sort order of the Officers/Directors/Management Grid to view ODMs by ODM Ranking. 
Depending on your preference, you can set the default sort order to display on the entity- and/or portfolio-level grids. 
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11 Custom Layouts and Custom Fields 

As an administrator, you can easily customize the Entity Details page to capture data that varies from company to 

company in your portfolio.  As an example, international entities may need a unique set of fields compared to an US 

domestic company.  Utilizing the Custom Field and Custom Layout features, you can: 

• Create custom entity layouts (define what fields should be visible for each entity) 

• Choose to have all categories (sections) visible by default 

• Create unlimited number of custom fields that can be assigned to Entity Details as well as other areas within 

the portfolio, such as Jurisdictions, Officer/Directors, Capital, Ownership, and My Calendar 

• Hide system fields 

• Hide categories 

• Manage value lists associated with specific attributes 

• Move standard and custom fields via drag and drop 

• Re-order categories using drag and drop 
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• Assign layouts to entities in bulk 

• Establish a default layout for new entity creation 

• Choose layouts on the fly when adding new entities 

• Control view versus edit right within categories at the layout level 

11.1 Custom Field Management 
In several areas of Entity Management, custom fields can be created. To manage custom fields from Administration 

& Preferences, select Manage Custom Fields. This includes the ability to add custom fields/attributes for the Calendar 

Events, Capital, Entities, Jurisdictions, Officer/Director/Management, Ownership, and Ownership Transactions grids 

and actions within Entity Management.  

 

11.3.1 Custom Field Actions 

From the Custom Fields Grid, you can perform the following actions using the Custom Fields Actions drop-down list: 

• Add Custom Field  

• Edit Custom Field  

• Delete Custom Field  

• Maintain Value List  
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When adding or modifying custom fields, the selected module determines the options. There are also options 

regarding the availability of the custom field within grids, reports, and org charts.  

When adding custom fields to Entity Details you can choose to include the field in one or more custom layouts as well 

as identify the category where the field will be displayed.   

10.3.1.1 Add Custom Fields to an Entity Layout 

To assign custom fields to one or more layouts, select Module: Entities, Screen: Entity Details, then click on the Select 

Layout link.  From here, you can select one or more layouts as well as any category that currently exists on the 

selected layout.  Note: Custom fields cannot be assigned to the CSC Default Layout; a custom layout must be created. 

 

Alternatively, you can add any number of custom fields and then assign the field to a selected layout in a separate 

action.   

Change the Entity Selection Criteria option to yes if you would like to use the field in your filter criteria 

when assigning entities to a layout. 

10.3.1.2 Add Custom Fields to Preference Rules  

In order to make a custom field preference rule eligible, you will need to select the Yes radio button when either 

creating or editing a custom field.  This allows you to create a preference rule based on the custom fields you’ve 

created. 
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11.2 Manage Layouts 
You can manage the layouts for your portfolio accessing the Manage Layouts grid.  Use the Layout Actions on the grid 

to take any of the following actions: 
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• Assign Entities to Layout 

• Create Layout 

• Delete Layout 

• Maintain Layout 

• Select Layout as Default  

11.4.1 Assign Entities to Layout 

Begin by selecting a specific layout and then select the Assign Entities to Layout action from the Layout Actions 

menu.  From there, you can will select the desired entities from the Assign Entities grid.  This grid allows you to filter 

the entities using select system fields or by the attributes that were selected as Entity Selection 

Criteria when you created the custom fields.  Entity Favorites can also be used to filter the entity list in the Assign 

Entities to Layout action. 

 

11.4.2 Create Layouts 

You can create one or more layouts by using the Create Layout action from the Layout Actions dropdown. From here, 

you can manage the attributes to be included in the specific layout, add/remove categories, and organize the overall 

display of attributes and categories that will appear on the Entity Details screen.  

Being by selecting Create Layout from the Layout Actions Menu.  The layout screen will mimic the default layout 

screen to begin with. Use Drag and Drop to move attributes shown in the left pane to the appropriate category for 
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this layout.  Attributes can also be moved from one category to another by dragging to the desired location on the 

layout.  Attributes can be removed by clicking on the trash can icon. 

 

11.4.2.1 Add Category 

You can add additional categories to any layout using the Add Category link that is listed at the bottom of the 

create/maintain layout page.  A new category will be added to the bottom of the screen. Note, you must add one or 

more fields to a category before saving. 

Use Drag and Drop to change the order that categories are displayed on the layout.  Simply click on the category 

header and drag to the desired location. 
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11.4.2.2 Remove Category 

To remove a category, you must remove all attributes from the category then select the Remove Category link.  Any 

category can be removed with the exception of the Entity Summary category 

 

11.4.2.3 Category Security 

View and edit access can be assigned to specific categories on a selected layout.  To establish Category level security, 

start by selecting the Category Security link in the upper right corner. 
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From the list of users, an administrator can modify the View and Edit access for one or more users for the selected 

category, such as entity summary in the below example.   

 

Select one or more users and change their access type using the individual options or the Apply To Selected feature 

at the top of the screen.  Click on Save to complete the update.  The access level will be updated for the selected 

category and layout only. 

Once the security on a specific category is changed then the user will see an  icon next to the “Category Security” 

link. 

11.4.3 Delete Layout  

You can delete a layout by selecting the check box next to the layout and clicking on the Delete Layout action.  Any 

entities assigned to this layout will be changed to the default layout.   Note:  Any layout designated as the default 

layout and the CSC System Layout cannot be deleted. 

11.4.4 Maintain Layout  

You can make changes to any custom layout by using the Maintain Layout action in the dropdown.  From here you 

can make any changes to the layout including; adding attributes, removing attributes, changing the name of the 

layout, adding a description, adding a category, removing a category and adding/updating 

category security for that particular layout.  Note:  You cannot update the CSC System Default layout 

11.4.5  Establishing the Default Layout  

Use the Select as Default action to establish the default layout for your organization. The default layout is 

automatically assigned as new entities are added to your portfolio.  An alternative layout can be selected when 

adding Non-CSC entities using the Add New Entity action from the Entity grid. 
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The default layout is identified by the checkbox in the Default column on the grid. 

 

11.3  Field Display Management – Other Screens 
The display information on other screens within Entity Management can be customized to your preference. These 

screen displays include the following: 

• Jurisdictions 

• Officers/Directors/Management 

To manage the screen display from Administration & Preferences, select the appropriate sub-heading under Manage 

Screens.  

To manage each screen, click the Customize button, drag-and-drop the fields to the appropriate location, and click 

Save. The changes will be reflected within the portfolio.  

 

11.4  Manage Value Lists 
You may indicate custom attributes for a value list (i.e. drop-down list). CSC provides standard system values, 

however, you can customize the value list to include additional values that are appropriate to your organization.  
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To manage value lists from Administration & Preferences, select the appropriate sub-heading under Manage System 

Value Lists.  

 

From any Value List Grid, you can update the list with custom values related to the selected attribute, or delete a 

custom value that was previously created by selecting the Maintain or Delete actions from the grid. Note that system 

values cannot be deleted. 

Example: When managing the Entity Status value list, the Active status with a description of “Active – Good” 

was added as a custom value. As a result, the status of “Active – Good” can now be applied to any entity 

within the portfolio.  
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12  Section 16 

The Section 16 tool helps you file your Section 16 beneficial ownership forms with the U.S. Securities and Exchange 

Commission.  Through the Section 16 tool you will be able to create and transmit forms 3, 4 and 5 directly to the SEC, 

manage your portfolio of reporting owners and issuers, maintain a footnote library, and generate filing and 

transaction related reports for your organization.    

EDGAR (Electronic Data Gathering, Analysis, and Retrieval System) is an online public database provided by the SEC.  

EDGAR performs collection, validation, indexing, acceptance and forwarding of submissions by companies who are 

required to file forms with the SEC. 

12.1 Grid Actions 
Grid actions are a set of standard actions for the Filings, Reporting Owners and Footnote Library portfolio grids that 

can be accessed at the top left of each grid. 

 

1. Download to Excel – Downloads the contents of the grid into an Excel file.  If sorting and filtering have been 

applied to the same results as presented in the grid will be the contents of the download. 

2. Email Filing(s) – Using the check boxes on the Filings grid you are able to select one or multiple filings to 

email in .pdf format.  Note: This feature is only available from the Filings grid.   

3. View Audit History – Using the check boxes on the Filings, Reporting Owners and Footnote Library grids you 

can view audit history for selected records.  This presents a filtered view of the Audit tab.  The applied filter 

will be presented at the top section of the Audit page with the audits for the filter criteria presented below.  

Filters can be removed by selecting the X next to each filter record. 
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12.2 Filings Grid 
The Filings Grid is the default landing page when accessing Section 16 from the Entities top level menu.  This grid 

displays all of the filings for your organization along with pertinent filing data such as Reporting Owners, Issuers and 

the Status of filings.  Admin users will be able to view all filings for your organization while General users will only be 

able to see filings where they are identified as a Reporting Owner.  

 

12.2.1 Filing Grid Actions 

The Action column will provide dynamic options for each filing listed based on the Status of the filing.  
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Status: Draft, Suspended (Test), Suspended (Live): 

• Edit – Opens the filing in Edit mode to allow for revisions before submission to EDGAR 

• Delete – Removes the filing from your portfolio.  Filings accepted by EDGAR cannot be deleted from your 

portfolio. 

Status: Accepted (Test), Accepted (Live): 

• File Amendment – Creates a new filing, prepopulated with the selected filings data, as an amendment.  The 

form is available for edit with the ability to make necessary revisions prior to submitting to EDGAR.  The form 

type will be the amended version of the selected filing (ie. if selecting File Amendment for Form 4, a Form 4A 

will be generated). 

• Copy – Copies all of the data of the selected filing over into a brand new filing.  The form type will be the 

same as filing being copied. 

 

12.2.3 View Filings 

Under the View column of the Filings grid you can select the filing icon to view a filing  .  This feature allows you to 

view the form and all of its content in an exact composite of the SEC paper forms  From there you have the ability to 

save a copy of the filing as a .pdf as well as the ability to email a .pdf version of the filing for review. 

12.2.4 Add New Filing 

To add a new filing, select the Add New Filing button at the top of the Filings page. Note: this button is only available 

when you have an active reporting owner in your portfolio.  Once the Form Selection page appears you will need to 

select the reporting owner, issuer and form type you wish to file before proceeding.  The form description field is 

optional and only used for organizational purposes; this data will not be submitted to the SEC. 
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The next screen contains all of the data that must but entered in order to file the form.  The form has a series of form 

actions and consists of 9 sections. 

12.2.4.1 Form Actions 

Preview – The preview button allows you to view the form and all of its content in an exact composite of the SEC 

paper forms.  This provides a consolidated view of what you will be submitting to EDGAR.  Also, from the preview 

page you have the ability to save a copy of the filing as a .pdf as well as the ability to email a .pdf version of the filing 

for review. 

 

Save – Selecting save will persist any changes that have been made to the form as a Draft.  Your drafts will be 

available from the Filings grid where they can be modified, deleted or submitted to EDGAR. 

Test File – This action allows you to submit a filing to EDGAR as a practice submission in order to validate that all 

required data has been input and the form is acceptable by EDGAR standards.  The status of test filing will be 

displayed at the top of the form as well as on the Filings grid.  Status emails will be sent directly from EDGAR to the 

reporting owners of the filing, along with any additional recipients added in the Additional Email Recipients for Filing 

Status section of the form. The filling will not be counted as an actual submission to EDGAR nor will it be stored in 

EDGARs database.  The “Accession Number” is a unique identification number provided by EDGAR to track filings. 

 

Live File – Selecting Live File will submit your final version of the filing to EDGAR for acceptance.  The status of the 

filing will also be displayed at the top of the form and on the Filings grid. Status emails will be sent directly from 

EDGAR to the reporting owners of the filing, along with any additional recipients added in the Additional Email 

Recipients for Filing Status section of the form. 
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12.2.5 Sections of the Form 

12.2.5.1 Header 

This section is used to capture basic information regarding the reporting owner and issuer that you are filing for.  

Viewable in the header bar are the form type that was selected, the form description and a unique CSC Filing ID that is 

generated for your personal records. Most of the information in this section will be prepopulated based on the 

reporting owner and issuer selected on the form selection page, as this data is required during the reporting 

owner/issuer creation (see xxxxxx).  

 

12.2.5.2 Table I – Non-Derivative Securities Acquired, Disposed of, or Beneficially Owned 

Non-Derivative holdings and transactions that are required to be reported can be added here utilizing the Add 

Holding and Add Transaction buttons.   Any holdings or transactions that have been added can be removed or 

modified using the Edit and Delete buttons under the Action column.  Each record will have a Status of Completed or 

Draft.  A Complete status indicates that all required fields have been satisfied and Draft status indicates that all 

required fields have not been satisfied.  All records need to have a status of Completed or the submission to EDGAR 

will fail.  A maximum of 30 records can be entered for Table I on a single form.  If more holdings/transactions need to 

be filed another form must be submitted.  
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12.2.5.3 Table II – Derivative Securities Acquired, Disposed of, or Beneficially Owned 

Derivative holdings and transactions that are required to be reported can be added here utilizing the Add Holding 

and Add Transaction buttons.  Same rules apply as indicated in the Table I – Non-Derivative Securities Acquired, 

Disposed of, or Beneficially Owned section above. 

 

12.2.5.4 Reporting Owners 

Filings can be submitted for one or many reporting owners.  The reporting owner selected when starting the filing 

(in the header) will be the default record in this grid.  Using the Add Reporting Owners button you have the ability 

to add additional reporting owners, up to 10 per form.  All active reporting owners for the selected issuer will be 

available for inclusion on the filing.  Reporting owners that have been added to the form can be modified for the 

purposes of the filing using the Edit action button.  The reporting owners address and relationship to the issuer 

are available for modification and any changes made will only be used for the filing and will not update the 

reporting owner’s profile.   Using the Delete action, reporting owners, with the exception of the default reporting 

owner, can be removed from the form. 
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12.2.5.5 Footnotes 

When entering a holding or transaction, all fields where footnotes can be added will be indicated by a blue Footnotes 

link directly to the right of the field.  Footnotes already applied to field will be indicated by a count within parenthesis. 

 

 

 

 

 

 

Clicking the footnote will launch the Add Footnotes dialog. From this dialog you will be able to create new footnotes, 

view existing footnotes for the field and also remove footnotes. 

Footnotes can be selected in 3 ways using the radio buttons at the top of the Add Footnotes dialog: 

• New – allows you to create a brand new footnote and apply it to the field. 

• From Library – all footnotes from your footnote library will be available for selection. 

• From Filing – any footnotes that have already been added to the filing will be available for selection. 
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Footnotes are also indicated within the cells of data where they have been added. 

 

12.2.5.6 Explanation of Responses 

Footnotes that have been entered for tables I and II will be visible in this section. Up to 99 footnotes can be entered 

on a single form.  From here you can modify the footnote text, which will update the text in all of the locations where 

that footnote has been applied.  Footnotes can be removed from the form using the Delete action.  This action will 

remove the footnote from the Explanation of Responses grid and all locations where it has been applied. 

 

12.2.5.7 Remarks 

The remarks section of the form is available to capture notations or additional form footnotes (unreferenced) that 

should be submitted with the filing.  Up to 2000 characters are supported in this section.   

 

12.2.5.8 Signatures 

A signature must be captured in order to submit a filing with a maximum of 10 signatures allowed for each 

submission.  Once added, signatures and dates can be modified using the Edit action and removed using the Delete 

action.   Any signatures captured under the Default Signatures for Filing section of the Reporting Owner/Issuer profile 

will appear in this section. 
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12.2.5.9 Supporting Documents 

Supporting documentation can be submitted with the filing simply be selecting the Add Attachment button.  You can 

browse your local and network files by selecting the Choose File button on the Upload Document screen.  Once 

you’ve selected your document you will need to select one of five Document Types that corresponds to your 

document (CORRESP, COVER, EX-24, EX-99, GRAPHIC).   Edgar will only accept file types of .txt, .htm, .jpg, .jpeg, and 

.gif.  The document type can be modified after the document has been added by selecting the Edit action for the 

corresponding document.  Selecting Delete will remove the document from the filing. 

 

 

 

12.2.5.10 Additional Email Recipients for Filing Status 

Status emails for submitted filings (Test and Live) will be sent directly from EDGAR to the reporting owners of the 

filing, along with any additional recipients added in this section.  To add a recipient for status updates, select the Add 

E-Mail option, input the desired email recipients address and select Save.  Addresses can be modified and removed by 

utilizing the respective Edit and Delete options.  Any email recipients defined under the Default Email Recipients for 

Filing section of the Reporting Owner/Issuer profile will appear in this section. 
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12.3 Reporting Owners 
As an Admin user, you will be able to see all Reporting Owners and Issuers for your organization on the Reporting 

Owners Grid. General users will only have access to their individual Reporting Owner records.  Basic Reporting Owner 

and Issuer details along with the Reporting Owner/Issuer relationship will be displayed in this grid. 

12.3.1 Reporting Owner Actions 

12.3.1.1 File 

A new filing can be initiated from the Reporting Owners grid. After clicking on File, the Form Selection page is 

launched with the selected Reporting Owner and Issuer prepopulated in the form. 

 

11.3.1.2 Edit 

This action launches the Reporting Owner Details page for the selected Reporting Owner. From this page you can: 

• View and modify basic reporting owner basic information 

• Refresh the Reporting Owners data with any changes that are made to their profile on file with EDGAR 

• View and modify all existing Issuer relationships for the Reporting Owner 

• Add new Issuer Relationships using the Add Issuer Relationship action (see Add Issuer Relationship xxx) 
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11.3.1.3 Holdings 

Selecting the Holdings action will launch the Reporting Owner Portfolio Holdings page for the Reporting 

Owner/Issuer record selected.  The portfolio holdings page allows you to view all of the securities held by a 

reporting person for an organization.  When “Live” filings are accepted by Edgar the holdings are then updated to 

reflect the current state of the security. From this page you can: 

• Manually add holdings using the Add Non-Derivative Holding and Add Derivative Holding action buttons. 

• Modify holdings using the Edit action. 

• Remove holdings using the Delete action. 

 

 

Once a security has been added to the portfolio it will then be available as a drop down selection when entering 

future transactions.  All of the security data will be prepopulated upon selection and will enable the system to 

calculate the final amount of the security after the transaction amount has been entered. 
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11.3.1.4 Add New Reporting Owner 

Located at the top of the Reporting Owner grid, the Add New Reporting Owner action button allows you to add 

reporting owners to your portfolio. 

Using the reporting owners CIK (Central Index Key) you can return the most recent data they have on file with EDGAR.  

If the reporting person has not previously filed with the SEC their data can manually be entered. 
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After the reporting owners information has been entered the next step is to establish their relationship to the issuer, 

or the publicly traded company for which they are a section 16 officer, on the Add Issuer Relationship screen.  The 

CIK of the issuer can also be entered on this screen to return any information already on file with EDGAR.  You will 

also have the ability here to manually enter the issuer data if the company has not previously filed with the SEC.   
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11.3.1.5 Edit Issuer Relationship 

The Edit Issuer Relationship page can be accessed by selecting Edit next to any issuer record from the Reporting 

Owner Details page. 
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11.3.1.6 Default Signatures for Filing 

Adding signatures under the Default Signatures for Filing section for a given Reporting Owner/Issuer will enable the 

signatures to automatically default on any future filings.  Up to 10 default signatures can be added per Reporting 

Owner/Issuer record.  The signatures can be modified or removed at any point by using the Edit and Delete action 

buttons on the grid. 

 

11.3.1.7 Default Email Recipients for Filing 

Email recipients added here will be defaulted on any future filings for selected reporting owner.  Status emails for 

submitted filings (Test and Live) will be sent directly from EDGAR to any additional recipients added in this section.  To 

add a recipient for status updates, select the Add E-Mail option, input the desired email recipients address and select 

Save.  Addresses can be modified and removed by utilizing the Edit and Delete options. 
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12.4 Footnote Library 
The Footnote Library allows you to store and manage a portfolio of footnotes that can be used during the course of a 

filing.  Footnotes can be classified in 3 ways: 

• General – Footnotes that are available for all filings. 

• Issuer – Footnotes that are specific to an issuer.  These footnotes can only be selected during the course of a 

filing when the designated issuer is on the filing. 

• Reporting Owner/Issuer – Footnotes that are specific to the reporting owner/issuer combination.  These 

footnotes will only be available during the course of a filing when the designated reporting owner/issuer 

combination have been selected for the filing. 

 

12.4.1 Adding Footnotes 

To add a footnote to your library select the Add New Footnote action at the top of the Footnotes page.  Once the Add 

Footnote page appears you will first need to select the type of footnote you are creating.  If selecting Issuer or Reporting 

Owner/Issuer as your footnote type you will then be required to select the specific Reporting Owner or Issuer. 
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12.5 Reporting 
From the Reporting, select the report type and then complete the additional criteria.  There are three reports 

available in the system: 

• Total Number of Filings Report 

o Displays a count of all filings by form type over a specified period of time.  This report can be run for 

multiple reporting owners/issuer relationships. 

• Security Transactions Report 

o Display security information for all transactions filed over a specified date range.  This report can be 

filtered by form type and security type. 

• Current Holdings Report 

o Displays the current amount of holdings a reporting owner has for all securities.  This report can be 

generated for multiple reporting owner/issuer relationships. 

 

12.6 Audit 
The Audit section of the Section 16 filing tool will capture all major actions that can be taken within the application. 

The default date range is set to include the past 30 days of activity from the current date, however, using the date 

filters allow you to narrow your audit results.  Under the Action column, the name of the action indicates what audit 

information has been captured and is a hyperlink that allows you to view specific details around the change that was 

made. 
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