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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:

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

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

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

o Offers extensive searching and reporting capabilities

e 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.

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

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

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

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.

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

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 10 of 316

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.

Entity Details

Entity Name:  American Bookstore LLC
CSC Entity ID: 3751085

» [P File Cabinet
4 [ Entity Details
[ Summary

O Jurisdictions
[ MName History
[ DBA Names
[ Officers/Directors/Management
D Capital
[ Ownership
[ Ownership Transactions
4 [P Org Charts
[} Graphical Charts
[ Text Report
Q, Audit
4 [ Contacts

[ CSC Contacts

1.4 Help

Domestic Jurisdiction:  Brazi

Formation Date:  06/02/2022

Return to Entity Grid

CSC Contacts

Responsibility

Legal
Gampliance Mail
Compliance Mail
Gampliance Mail

Billing

Responsibility Subtype Contact Name

Al
Al
GSM Mail
GSM Rep
Al

Adam Sweitzer
Adam Sweitzer
Adam Sweitzer
Kimberly Andras KYA

Adam Sweitzer

Customer Name

Corporation Service Company
Corporation Service Company
Corporation Service Company
GSM Service Team

Corporation Service Company

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.

e 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:

e Sorting grid columns

e Filtering data displayed on a grid

e Locking the first column of a grid

e Resetting a grid

e Downloading a grid to Excel or PDF
e  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.

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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1 My Dashboard Entities ~» Orders & Results~» Documents*~ Calendar~ Reports s Forms & Tools s  Admin

Entities

- ENTITY ACTIONS =) DOWNLOAD GRID TO EXCEL

Entity Name

Top Lion Company

American Records Research, LLP
Ireland Forever LLC

Friday Afiemoon LLC

Friday Moming LLC

NYC Business Paper Corporation
Thursday Aftemoon LLC
Thursday Moming LLC

ABC LLC

Fruit Distributors Corp

American Bookstore LLC

Sunny Skies, LLC

Business Development LLC
Global Technologies Incorporated
Charmed Designing LLC

Sydney Surfing Company

Entity Management LLC

¢ MORE OPTIONS

&

Domestic
Jurisdiction
Mexico
OR

Ireland

DE

CA

NY

DE

FL
Bahamas
France
Brazil

AK
Canada
Mexico
Chile
Australia

DE

Formation Date

10/06/2022
10/01/2022
08/17/2022
08/03/2022
080172022
08/01/2022
08/01/2022
08/01/2022
06/08/2022
06/03/2022
06/02/2022
06/02/2022
06/01/2022
06/01/2022
100172017
08/05/2010
08/02/2006

Entity Favorites: Mo Favorite Selected

Entity Type

CORP
(AL
LLC
COMMT
TRUST
CORP
DPCO
DPCO
AD

Show Quick Search  Show:

CSC Indicator | €SC Service
Status
NonCSC NiA
NonCSC NA
NonCSC WA
NonGSC A
NonGSC MA
NonCSC NA
NonCSC A
NonCSC NA
csc ACTIVE
csc ACTIVE
csc ACTIVE
csc ACTIVE
csc ACTIVE
csc ACTIVE
NonGSC MA
NonCSC A
NonGSC A

v Save Edit Delete Default

Entity Status Entity Sta
Active 10072022
Active 10/01/2022
Active 082072022
Active 080912022
Aclive 08/01/2022
Active 08/01/2022
Active 080472022
Active 08/03/2022
Active 060872022
Active 0610312022
Active 060272022
Inactive 08/29/2022
Active 06/01/2022
Active 06/01/2022
Active 101812022
Active 08/02/2022
Active 082012022

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).

tus Date

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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My Dashboard  Entities * Orders & Results~~ Documents

Entities
- ENTITY ACTIONS P DOWNLOAD GRID TO BXCEL  § MORE OTIGNS

%

Entity Name Domestic
Jurisdiction

ABCLLC Bahamas
Braza
oR
Canada
Chile

Entity Managemant LLE DE

Friasy Aemeon LLC DE

Friday Morming LLC cA

Fru O Framee

ol s Incorporated Mexico

Iraiand Forewvsr LLG Ireland

Calendar -~ Reports~ Forms & Tools s Admin

Formation Date

0B/I0B/2022
0810272022
10012022
06/01/2022
w7
ORIOZ/Z006
080372022
08/01/2022
0810372022
0810172022
08/17/2022

Entity Favorites.

Entity Type

ue
commT
TRUST

Shaw Cuick Search

CSC Indicator

csc
csc
NonGSG
csc
NonCSC
NonGSC
MonCse
NonCSC
csc
csc
NonCSG

No Favorite Selected

- SR e o ceee owen

CSC Service Entity Status
Status

ACTIVE Active
ACTVE Active
nin Activa
ACTIVE Active
NiA Activa
NiA Active
niA Active
NiA Active
ACTVE Active
ACTIVE Active
NiA Active

Entity Status Date

0B/08/2022
0802:2022
10012022
06/01/2022
1011872022
ORDO2032
oB9/Z022
080172022
0810372022
08101/2022
08/20/2022

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.

My Dashboard  Entities ~ Orders & Results »  Documents ~  Calendar - Reports~~  Forms & Toals ~ Admin v

e

Entities

ENTITY ACTIONS [ DOWNLOAD GRIDTOEXCEL  § MORE GPTIONS

Entity Name Domestic
Jurisdiction

ABCLLC Bahamas

American Bookstors LLC Brazil

Fruit Distnbastors. Corp France

Formation Date

060872022
0610212022
100172022
060172022
101772017
080212006
0810372022
08/01/2022

060372022

Entity Favories:

Entity Type

COMMT
TRUST

SAS

CSC Indicator

©SC
cSC
NonCSC
CSC
NOnCSC
NonCSC
NonCSC
NonCSC
csC

Mo Favorita Selected

CS5C Service
Status
ACTIVE
ACTIVE

WA

ACTIVE

WA

WA

WA

WA

ACTIVE

B - I -
sm"{ . v o

Entity Status

Active
Active
Aciive
Active
Ative
Active
Active
Aclive

Active

Entity Status Date

060872022
06022022
100112022
060172022
10182022
087202022
080072022
080172022

06032022

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

specific search criteria.

My Dashboard  Enities Orders & Resalts - Documents - Cakendar - Reparts

Forms & Tocks~ Admin

Entities oy et e - o ot
ey acons  ESpownos amoTOBGE  § Mot oenions Vi Quich Soaech _Show: A1l
Entity Name. Farmaon Date. Entity Type ©5CInmcwor | S5C Sarvic Entity Status Ennity Stats Dace.
v durisdction ad Status. " "
L] 5o 4 -
== e e
e . e e
o us " e
B o - o vz
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e 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.

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

o 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.

My Dashboard  Entities' Orders & Results Documents s Calendar s Reports Foems & Tools s Admin
Entities v norvnsonces - [l e o o oe
ENTTYACTONS  PIDOWMLOAD GRDTOEXCEL  § MORE CPTIONS Hide Gk Sach  Showe| ~
Entity Hame Pt Formation Date Ent ©SC Indicator | CSC Service Entity Status Entity Status Date

a durisdiction ~has Status. 2 ~J

[] m
wer % Uncheck sl o

oG LL chshaye Akisiyaremaye Tavaristva o

= (AT 220

Or Afilate

Canss Al Sabiecioa (AKS|

Cri

oe o v na

i w3z CowIT R

ca w20z TRUST HanGsG A A

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

My Dashbaard  Entities Orders & Results v Documents ~  Calendar Reports Forms & Toals
HY Entity Favorites:  No Favorite Selected

Entities "

S ENTITY ACTIONS £ DOWNLOAD GRID TO EXGEL  § MORE GRTIONS

Entity Name Domastic Formation Date Entity Type csCingicator | CSC Servica Entity Status. Entity Status Date.
Jurisdiction Status

- naciie =
«Check ol 3 Uncheck al o

! A [

LTDA
NonCSe
e
BRC
. e
tanagermant LL [ NanCSC [ Ao
= Ha

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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B2 My Dashboard  Entities s Orders & Results »v

Audit Results

Documents  Calendar v Reports®  Forms & Tools v Admin

V‘ml1 owe: 07/20/2022 B w0 10/18/2022 B [ action Type:

© eser
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Date/Time Actien User User Organization
10/1872022 0646 AM At New Entity Shannon R CorpAmerica

A0 1B2022 0626 AM Ak Niw Entity Shannon R ComAmerica

1011872022 06.25 Al At New Enity Shannon R CorpAmerica

0202022 0541 AM Officer DiractorManagement Added Bosu Babu Dontha Corporation Service Company
090872022 0424 PM Folder Security Modified Shannon Rupinski Gorporation Sarvica Company
ONOB2022 0423 P Minute Boak Created Shannon Rupinski Corporation Service Company

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.

*J My Dashboard Entities v Orders & Results v Documents  Calendar v Reports v Forms & Tools v Admin v

DBA Names Entty Favorites:| No Favorlte Selected Edt Delste | Defaukt
EvonaMp RO  worae R v i mone R O )
Entity Name DBA Name Registration # Registered With

Frday Afts on LLC ADBA name New Alamecda County Clerk

Frday Afternoon LLC ADBA name New Stanslaus County Clerk.

Frdey Aflermoon LG ADBA name Now Suftor County Cerk Rocorder

Fnday Afternoon LLC ADBA name New Tehama County Clerk

Friday Afternoon LLC A DBAname New Trinty County Recorder

Friday Aftemoon LLC A DBAname New Tulare County Clerk

Friday Aftemoon LLC ADBAname New Yolo County Clerk

Friday Aflemoon LLC. ADBAname Now Tuoksmne County Clork

Friday Aftemoon LLC ADBAname New Sussex County Prothonotary

Friday Aftemoon LLG ADBAname New Kent County Prothonotary

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.

My Dashboard  Entities  Orders & Resuits »~  Documents

DBA Names

Calendar+ Reports/ Forms & Tools »» Admin

. e e oun

Shom ko 00 Name st | g < .

DBA Nama Registration Registerad With

Entiry Favorias:  No Favarite Selected

PloownoscmaToscE. | Mose oFmoNs

Entity Name

Friday Aflemacn LLC ADBA reme New Alameda Gounty Gk

Frday Aftamacn LLG A DBA ram hew Starvslaus County Glerk

Fricey Aflemacn LLC ADEA amne New ‘Sulmes Counly Clerk Recordsr

Frday Aftamaen LLG ADBARama Hew Tehama Gourty Chark

Fricey Aflemaen LLC ADBArerme New Triny Caunty Recoeder

Froay Aftamoon LLG A DBA name hew Tuars Gounty Clerk

sy Alsneso LT ADBA e New Yol Coure Gt
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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

Page 16 of 316

B4 My Dashboard  Entities v Orders & Results »» Documents~~ Calendar~~ Reports s Forms & Tools s Admin

Entities

~+ENTITY ACTIONS | P DOWNLOAD GRID TOEMCEL |  § MORE OPTIONS

&

Entity Name

ABCLLG
American Bookstore LLC
American Records Research, LLP
Business Davelopment LLC
Chamed Designing LLG

Entity Managament LLC

Friday Aftemoon LLG

Friday Moming LLC

Fruit Distribtors Corp

Global Technologhes Incomporated
Ireland Forever LLC

NYC Business Paper Corporation

Sydney Surfing Compary

Domestic Formation Date
Jurisdiction

Bahamas 061082022
Brazi 060272022
oR 10012022
Canada 060172022
Ghile: 101772017
DE 0810272005
0E 06032022
cA 080172022
France 06032022
Mexico 060172022
Ireland 081772022
NY 060172022
Australia 08052010

Entity Favorites: Mo Favorite Selected

Entity Type

LTDA
LLP

LG
e
COMMT
TRUST

SADCV
e

PG

Show Quick Search  Show:

€SC Indicator CSC Service
Status

csc ACTIVE
csc ACTIVE
NONGSGC A
csC ACTIVE
NONGSGC A
NanCSC WA
NonGSC WA
NonCSC A
(= ACTIVE
(=1 ACTIVE
NanGSC A
NonCSC NA
NanGSG WA

Al

Save Edit Delete Default
g
Entity Status Entity Status Date
Active 060872022
Active 06/02/2022
Active 100172022
Active. 06/01/2022
Actve 10182022
Active. 082872022
Active 080972022
Active. 080172022
Active 060372022
Active. 060172022
Active 082872022
Actve 08/01/2022
Active 08/02/2022

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

4 My Dashboard Entities . Orders & Results »» Documents v

Entities

Calendar

= ENTITY ACTIONS DOWNLOAD GRID TO EXCEL | # MORE OPTIONS

Download Grid to PDF

Entity Name

Customize Grid Display
AECLLE Sat Group Level Grid Display
American Bookstore LLC
American Records Research, LLP OR
Business Development LLG Canada
Charmed Designing LLC Chile
Enfity Management LLC DE
Friday Aflernoon LLC DE
Friday Moming LLGC Ca
Fruit Distributors Corp France
Global Technologies Incorporated Mexico
Ireland Forever LLC Ireland
NYC Business Paper Corporation NY
Sydney Surfing Company Australia
Thursday Aftemoon LLC DE

Formation Date

06/082022
06/0222022
1000172022
06/012022
10172017
08/022006
08/032022
08/0172022
06/032022
06/012022
08172022
08/012022
08/052010
08/012022

Reports ~» Forms & Tools ~  Admin ~/

Entity Favorites:  No Favorite Selected N

Entity Type

COMMT
TRUST

Show Quick Search ~ Show:  All

CSC Indicator EISC Service

atus
csc ACTIVE
Ccsc ACTIVE
NenCSC NiA
csc ACTIVE
NonCSC WA
NonCSC HIA
NenCSC WA
NonCSC WA
csc ACTIVE
csc ACTIVE
NonCSC WA
NonCSC WA
NonCSC NIA
NonCSC WA

Save Edit Delete Default
-

Entity Status | Entity Status Date

Active 0670872022

Active 06/02/2022

Active 1010112022

Active 061012022

Active 1011812022

Active 08202022

Active 08r0er2022

Active 080172022

Active 08/03/2022

Active 06/0172022

Active 082012022

Active 080172022

Active 081022022

Aclive 081042022

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.

Support: 800-927-9801 x66825
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To get started, select the More Options drop-down list and click Set Group Level Grid Display.

73 My Dashboard Entities

Entities

+enTiTY AcTiONS  [£) DOWNLOAD GRID TO EXCEL

Entity Name

ABCLLC
Amerncan Bookstore LLC
American Records Research, LLP
Business Development LLC
Charmed Designing LLC

Entity Management LLC

Friday Afternoon LLC

Friday Moming LLC

Fruit Distributors Corp

Giobal Technologies Incorporaled
Ireland Forever LLC

NYC Business Paper Corporation

Orders & Results

Documents

I MORE OFTIONS

Download Grid to PDF
Customize Grid Display

Set Group Level Grid Display

Canada
Chile
DE

DE

cA
France
Mesico
Ireland

Ny

Calendar

060212022

10/012022
06/012022
10172017
08/02/2006
081032022
08012022
06/03/2022
06/012022
08172022
08/012022

Reports v

Forms & Tools

Entity Favorites:

Entity Type

AD
LTDA
LLP
BRC
LLC
ue
COMMT
TRUST
SAS
SADCV
LLC
CORP

Admin

Show Quick Search  Show:

€5C Indicator

CSC
56
NonGSG
csC
NonCST
NonCSC
NonGSC
NonCSC
csc
cSC
NonCSC
NonCSG

No Favorite Selected

CSC Service
Status
ACTIVE
ACTIVE
NiA
ACTIVE
NiA

NiA

NiA
NIA
ACTIVE
ACTIVE
NiA
NiA

v Save Edit Delete

Default

. O

Entity Status

Entity Status Date

06082022
0810212022
101012022
0610172022
101182022
082812022
081092022
080172022
0610372022
0610172022
08292022
080172022

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.

Support: 800-927-9801 x66825
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Set Group Level Grid Display

Hidden Displayed in Grid
ATTRIBUTE LABEL ATTRIBUTE NAME ATTRIBUTE LABEL ATTRIBUTE NAME

N ] .
e T — Eﬂ_FDREIGN_JURISDICT Enfity Name ENT_ENTITY_NAME

o ENT_JURIS_OF_FORMATI!
Annual Mesting Date ENT_DET_AMD ADD Domestic Jurisdiction N TOP upP
Business Purpose ENT_DET_BUS_PURPOSE Formation Date ENT_FORMATION_DATE
CSC Entity ID ENT_ENTITY_ID REMOVE Entity Type ENT_ENTITY_TYPE DOWN BOTTOM
Fiscal Year End ENT_FISCAL_YEAR_END CSC Indicator ENT_CSC_INDICATOR
Group ID ENT_GROUP_ID ey m— ENT_CSC_SERVICE_STAT
Group Mame ENT_GROUP_MAME
T e T Enlity Status ENT_NONCSGC_STATUS

Independent Directors CTORS i Entitv Status Dale EM ENT STATUS DATE ~
] » ] »

Customize Amount of Data Displayed

Maximum Records Displayed Per Pags | 200 |

Note: This action will establish a default display on the entity grid for all members of the group. Customization of the grid will remove quick search filters.

RESET GRID CLOSE

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.

Support: 800-927-9801 x66825
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Set Group Level Grid Display

Hidden Displayed in Grid
ATTRIBUTE LABEL ATTRIBUTE NAME ATTRIBUTE LABEL ATTRIBUTE NAME
Annual Meeting Date ENT_DET_AWD Domestic Jurisdiction ENT_JURIS_OF_FORMATION
Business Purpose ENT_DET_BUS_PURPOSE T Formation Date ENT_FORMATION_DATE P i
CSC Entity ID ENT_ENTITY_ID Entity Type ENT_ENTITY_TPE
Fizcal Year End ENT_FISCAL_YEAR_END REMOVE CSC Indicator ENT_CSC_INDICATOR DOWN BOTTOM
Group D ENT_GROUP_ID CSC Service Status ENT_CSC_SERVICE_STATUS
p—— ST ETEELATE Entity Status ENT_NONCSC_STATUS
Entity Status Date EM_ENT_STATUS_DATE
Independent Directors ENT_INDEFENDENT_DRECTC A LEi =
FEIN # ENT_FEIN_NUM
JUETETIE EOLFERLATEL Additional Jurisdictions EM_FOREIGN_JURISDICTION v
< > < >

Customize Amount of Data Displayed

Maximum Records Displayed Per F'age:| 200 |

Note: This action will establish a default display on the entity grid for all members of the group. Customization of the grid will remove quick search filters.

RESET GRID CLOSE

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.

Support: 800-927-9801 x66825
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1 My Dashboard Entities » Orders & Results*~ Documents ~» Calendar *~ Reports »» Forms & Tools v Admin v

Entities

—ENTITY ACTIONS ) DOWNLOAD GRID TO EXCEL

Entity Name

ABCLLC

American Bookstore LLC

American Records Research, LLP

Business Development LLC

Charmed Designing LLC

-
-

MORE OPTIONS
Diownload Grid to PDF
Customize Grid Display

Set Group Level Grid Display

vrasn

OR
Canada

Chile

rmation Date Entity Type

ngz0z2 AD

0212022 LTDA
10/01/2022 LLP
06/01/2022 BRC
10172017 LLC

CSC Indicator g

CsC

z5E A
NonCSC N
CsC A
NonCSC M

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.

Customize Grid

Hidden

ATTRIBUTE LABEL ATTRIBUTE NAME

Additional Jurisdictions
Annual Meeting Date

Business Purpose

CSC Entity ID
Fiscal Year End
Group ID

Group Name

Independent Directors.

<

ENT_DET_BUS_PURPOSE

ENT_FISCAL_YEAR_END

ENT_INDEPENDENT_DIRECTC
RS

]

~
EM_FOREIGN_JURISDICTION

Displayed in Grid

ATTRIBUTE LABEL ATTRIBUTE NAME

Entity Name
ADD Domestic Jurisdiction
Formation Date
REMOVE Entty Type

C5C Indicator

CSC Service Status
Entity Status

Entity Status Date
FEIN#

Customize Amount of Data Displayed

Maximum Records Displayed Per Page:

Note: Customization of the grid will remove quick search filters.

RESET GRID

ENT_ENTITY_NAWE
ENT_JURIS_OF_FORMATION
ENT_FORMATION_DATE
ENT_ENTITY_TYPE
ENT_CSC_INDICATOR
ENT_CSC_SERVICE_STATUS
ENT_NONCSC_STATUS
EM_ENT_STATUS_DATE
ENT_FEIN_NUM

TOP

DOWN

up

BOTTOM

STA\U=l CLOSE

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.

Support: 800-927-9801 x66825
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Customize Grid

Hidden
ATTRIBUTE LABEL ATTRIBUTE NAME

~
Additional Jurisdictions EM_FOREIGH_JURISDICTION
Annual Meeting Date ENT_DET_AMD

ADD

CSC Entity ID ENT_ENTITY_ID
Fiscal ear End ENT_FISCAL_YEAR_END REMOVE
Group ID ENT_GROUP_ID
Group Name ENT_GROUP_NAME

Independent Directors ENST_INDEPENDENT_DIRECTC

International ENT_JUR_INTERNATIONAL
< >

v

Customize Amount of Data Displayed

Maximum Records Displayed Per F‘age:| 200

Note: Customization of the grid will remove quick search filters.

RESET GRID

Displayed in Grid

ATTRIBUTE LABEL ATTRIBUTE NAME

Domestic Jurisdiction ENT_JURIS_OF_FORMATION ™

Formation Date ENT_FORMATION_DATE

Entity Type ENT_ENTITY_TYPE TOP up
CSC Indicator ENT_CSC_INDICATOR

CSC Service Status ENT_CSC_SERVICE_STATUS DOWN BOTTOM
Entity Status ENT_NONCSC_STATUS

Entity Status Date EM_ENT_STATUS_DATE

FEN# ENT_FEIN_NUM

Business Purpose ENT_DET_BUS_PURPOSE

< >

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.

Support: 800-927-9801 x66825
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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.

My Dashboard  Entities .~ Orders & Results v Documents s Calendar s Reports  Forms & Tools \/  Admin

Entity Fovesitos N Favorite Salected Bm Oulets (1 Defauit

Entities 2
Mide Ouick Semrch ~ Shows  All v

+enTIYACIONS  EJ0OWNIOADGRO TOBXCIL  § MORE OFTIONS

asent: Formation Date Entity Type €SC indicator E'S.Cm*me Entity Status Entity Status Date FEm e Business Purpese
s

Entity Hame

......

CANCEL

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.

Entity Favorites: | Mo Favorite Salected o Save Edit Delete Default

Show Quick Search ~ Shows | All . £3 REFRESH

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.

Support: 800-927-9801 x66825
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Default

Entity Favorites: CSC Entities o Edit Delete
S

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.

£4 My Dashboard  Entities~ Orders & Results -~ Documents ~ Calendar »» Reports Forms & Tools v Admin

Edit Entity Favorite

Entity Favorite Name- | CSC Entities

Select Attribute

Attribute ‘ Select R4

ADD ATTRIBUTE

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

Select Antribute

-

‘CUSTOM FIELD INPUT TYPE

B e cocns

2.8.5 Delete Entity Favorite

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

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 24 of 316

Entity Favorites:| CSC Entities ~ Save Edit | Delete Default

Show Quick Search  Show: Al v 3 REFRESH ¥7) RESET

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:
o Add New Entity: Add a new entity not already listed in the portfolio.
e Mass Update: Perform bulk changes to specific entity attributes.
e Search Entities: Locate any entity within the portfolio.

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

My Dashboard  Entities s Orders & Results -~ Documents s Calendar~ Reports s Forms & Tooks Admin

Entities A . Bl = o o O o

+enmracions  PIpoweoap o To B § mosE ormons

......

-----

3.1 Accessing Entity Portfolio Grid

Log into Entity Management by setting Entity Management as the CSCGlobal quick-link from the account login
screen.

Support: 800-927-9801 x66825
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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).

C/Ocsc CSCNavigator™

My Dashboard  Entities Orders & Results Documents » Calendar  Reports Forms & Tools +  Admin

Entities by
Entities

+enmvacnons  BIoc

) Entity Portfolio Corporate Tracker Officers/Directors/Management ) |
Entity Name ¥ Entity Status Date FENE Busi

ABCLLC Organization Chart DBA Names Compliance Mail History [r— 00234234
American Beokstore LLC osn22022

Anerican Records Resserch, | Agent Addresses Delaware E-Filing Section 16 resp—

Business Devecpment LLC 0812022 00-234238
Charmed Designing LLC 10M82022

Entey Management LLC DE 18/02/2006 uc = A Actve 08292022 00234278
Friday Afternoon LLC DE a0M2022 couuT = WA Ative oBwaz022 00-23¢267
Friay Morning LLC ca ta12022 TRUST Nonese wa actve os1Z0z2

Frut Distributors Corp France 061032022 545 cse ACTIVE Actve 0632022 00-234288
Giobe! Techaobges corporated Mexico 16i01/2022 SADCV st ACTIVE Adtive 082022

retand Forever LLC Feland 181772022 uc NonESC WA Adtive 08232022

1¥C Business Paper Corporation v tan12022 come Noncsc wa actve osw1Z022

Sydney Sarfng Company Austrat 18052010 PLC Honese i Actve oen2z022 0022427

Thursdsy Aftemoon LLC 3 tai012022 DPCO NonCsC wa Active 842022 0025427

Thursaay emang LLC L 12012022 oeco Nencse W aetwe oz 0023343

Top Lion Company Mexico 101082022 conp HonCsC ik Active 172022

Sunny Skies, LLC AK 80212022 uc csc ACTVE wactive o8za2022 00-23624

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).

My Dax

Entities

e acons

Entity Hame

3.2 A

When addi

shboard  Entities ~  Orders & Results ~~  Documents » Calendar » Reports~~ Forms & Tools »  Admin

Entity Favorttes:| o Favorite Salacted See Edt Delete Ostauit

L S Chick Saarch | Shom

Uz"*:‘m Formation Date Eniity Type CSC Indicator Ea‘i‘i'“"e Entity Siatus Entily Status Date FENF Business Purpose.

A actiee 02373

uma csc AcTVE Actiee

oo-z34238

dd New Entity

ng 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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Bl My Dashboard Entities~ Orders & Results~~ Documents s Calendar Reports*~ Forms & Tools Admin

Add New Entity

*indicales a reguired field

“Entity Name: .0 University of GSC “Entity Status: | Active v |
“Entity Status Date: | 10/19/2022 |2
Y
_ - *Registered Agent/Office:

(@) USA () Intemational g g | Corporation Service Company v |
Issuing Office: | Secretary Of State, Division Of Corporation ¥ |

*Domestic Jurisdiction: ‘ Delaware v |

Jurisdiction D: | 1234-56789 |
*Entity Type: ‘ For Profit Corporation v |

*Formation Date: | 10/01/2022 |EE

*Layout: | CSC System Default Layout (default) ¥ ‘Hi’“

CONTINUE WITH ADDITIONAL JURISDICTIONS  RESET  CANCEL

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.

Add Additional Jurisdictions

Entity Name: CSC University

*Select Jurisdiction
@ US International

Hawaii -
Idaho
Hinois
lowa
Kansas
Kentucky
Maine
Maryland
Massachusetts
| Michigan M

*indicates a required field

ADD
ADD ALL
REMOVE

REMOVE ALL

PREVIOUS QIS4 RESET CANCEL

To add your jurisdictions, complete the entity detail fields and select the Save button.
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E1 My Dashboard Entities ~» Orders & Results ~» Documents ~ Calendar~~ Reports~s Forms & Tools »~ Admin

Additional Jurisdiction Details

" indicates a required field

Entity Name: CSC University

Jurisdiction *Authorized On Issuing Office Jurisdiction ID *Registered Agent/Office
Indiana 10/01/2022 | B Select v 5 | Corporation Service Compa ¥
Louisiana 10/07/2022 BB Select v Corporation Service Compa ¥

PREVIOUS RESET | CANCEL

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.

=1 My Dashboard Entities »~ Orders & Results ~» Documents ~~ Calendar»~ Reports *» Forms & Tools ~  Admin

Mass Update

*indicates a required field

*Select attribute:

| Business Purpose v

Note: This action is limited to 200 entities per update. The entities listed in this action will reflect any filters you have applied to the Entity Portfolio grid. Only

attributes that you have permission to edit will be available from the attributes list.
NEXT | CANCEL

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.

Support: 800-927-9801 x66825
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[l My Dashboard Entities ~~ Orders & Results~» Documents ~~ Calendar s Reports*~ Forms & Tools *  Admin

Mass Update

Business Purpose:

| COPY TO SELECTED

[l Entity Name original Business Purpose Updated Business Purpose [] Delete ~
] ABCLLC ‘ Manufacturing and Logistic: | O
] American Bookstore LLC ‘ | O
] American Records Research, LLP ‘ | (]
[J Business Development LLC ‘ | a
[J Charmed Designing LLC ‘ | O

MNote: Only original values can be modified using this action. Text fields are limited to maximum 4000 characters.

PREVIOUS RESET | CANCEL

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.

] My Dashboard Entities ~» Orders & Results ~» Documents *~ Calendar »» Reports »» Forms & Tools v Admin

Mass Update

Business Purpose:

Mationwide Freight Services COPY TO SELECTED

a Entity Name Original Business Purpose Updated Business Purpose [] Delete
[J American Bookstore LLC l:' O
“merican Records Research, LLP (]
Business Development LLC (]
harmed Designing LLC (]

Note: Only original values can be modified using this action. Text fields are limited to maximum 4000 characters.

PREVIOUS RESET | CANCEL

Support: 800-927-9801 x66825
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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.

CSCNavigator™

=1 My Dashboard Entities » Business Licenses ~ Matters & SOP »» Orders & Results ~~

Entities

~+ENTITY ACTIONS ~ [)DOWNLOAD GRIDTOEXCEL  § MOREOPTIONS  Go to Company Records

Add New Entity @
Jurisdiction of | Formation Date
Mass Update Formation
Additional Entity Attributes Mass Update DE 03/01/1988
OR 01/15/2000
Address Mass Updats DE 0515002
I Beneficial Dvrmrrih\p Report I Australia 08/01/2022
Beigium 061152023
Search Entities United Kingdom 03/01/1982
View Audit co 04/01/2019
United Kingdom 061012023
Remove Entity From System Mo P
M- Plow Snow Plowing L 04/01/2000
Stubb's Public House PA 0310111869
The Great North Brewing Gompany Canada 10/01/2021
The Leftorium L 1182018
Welisboro Intemational Reil Logistics United Kingdom ~ 03/15/1889
Delaware Construction, LLC DE 1012812019

Select one or more entities (with a maximum of 20) from the list to generate the report.

C/_) CSC CSCNavigator™

53 MyDashboard Entities»~ Business Licenses +  Matters & S0P~ Orders & Results »  Documents ~ Calen

Beneficial Ownership Report

Note: The entities listed in this action will reflect any filters you have applied to the Entity Portfolio Grid

*Please select up to 20 entities:

Entity Name Jurisdiction of

Formation
CSC Enterprises Company DE

DBA Regstiars oR

Diiswars Consuction, LLG '3

Deiaware Service Company e

Ereament iy, UPG Australia

GAL Service Delgmn

Cibal Sanice Company Inites Kingeom
Clobex Corporalion co

Support: 800-927-9801 x66825
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The Beneficial Ownership Report will display two grids:

e 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.

e 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 Theindirect ownership percentage is derived by calculating multiple levels of ownership from
the perspective of a “root company”.

o Asanexample, “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%).

Beneficial Ownership Report

Reporting Entity

Tier Numaer Entiry Name Entity Main Adgress

Owners and Appointments

Tier Numer Cuner Name Inciwect Ownership Percentage CTA Classification Lagal parme Binhaste Residentisl Adress Drivers {

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.

Support: 800-927-9801 x66825
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Beneficial Ownership Report

€5 Entergrives Company [DE)
Reporting Entity
Entity Mame

05 Emerpasss Company

Owners and Appointments

Tier Mumber Cwner Narme

Gusbex Cerpseation

Eniity Main Address e 0 Formation Date FinCEN D (Entity)

251 Lise Pl Line Grseavise Deswace 19850 [ santss

Indirect Owmership Percentage. CTA Classification

Repartog Eny

Samanma Sunts

[CRCHCRC R R R I I
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Search

il Enty Name =
s
Ei Jursdicson of Formation

Ei Formation Date

Hi FCEN 0 (Entity)

sined B

e

€ cusroms armaTes

Residential Address

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.

Export to Excel

@ Export all reports

O Export selected reports

+/ Check All X Uncheck All
CSC Enterprises Company (DE)

Global Service Company (United Kingdom)

Globex Carporation (CO)

Note: If multiple reports are exported, they will be generated as a zip file.

EXPORT

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.

CANCEL

Support: 800-927-9801 x66825
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Entities

~-ENTITYACTIONS ) DOWNLOAD GRID TOEXCEL ~ § MORE OPTIONS
Add New Entity @
Domestic
Mass Update Jurisdiction
Bahamas
Brazi
Search Entities o
View Audit Canada
Chile
Remove Entity From System DE
Friday Afternoon LLC DE
Friday Moming LLC CcA
Frut Distributors Corp France

Formation Date

06/08/72022
06/02/2022
10/0172022
06/01/2022
10172017
08/0272006
08/0372022
080172022
08/03/2022

021012022

‘ Entity Type CSC Indicator
AD csc
LTDA csc
e NonCSC
BRC csc
Lc NonCSC
Lc NonCSC
COMMT NonCSC
TRUST NonCSC
SAS csc
sancy csc

CSC Service
Status

ACTVE

Entity Status | Entity Status Date
Active 06/0872022
Active 06/0212022
Active 100172022
Active 060112022
Active 10/18/2022
Active 082912022
Active 08/0872022
Active 080112022
Active 06/03/2022

£EN10022

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.

Ed My Dashboard Entities »» Orders & Results v Documents . Calendar ~» Reports~ Forms & Tools

Address Mass Update

@) US ) International

Building/Suita/Floor: v

Address Line 1: 251 Little Falls Drive
Address Line 2:

City: | Wilmington

Delaware v

19707

State/Country:

Zip/Postal Code:

Entity Name: Current Main Address

Current Malling Address

New Main Address

Admin

CLEAR ADDRESS

New Malling Address

ABC LLC
American Bookstore LLC
American Records Research,

Businass Development LLC

Charmed Designing LLC
Entity Management LLC
Friday Aftemoon LLC

BO00 O OoOO|o

Friday Maorming LLC
Fruit Distributors Corp

~D0O

251 Littla Falls Drive,
Wilmington, Delaware, 19707

251 Little Falls Drive,

Wilmington, Delaware, 19707

Note: Only original values can be modified using this action. Use the edit actions available on Entity Details to delete a previously entered value

A

Support: 800-927-9801 x66825
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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.

Search For Entity

Pleass compiete one o more fields and cick search &

Enity Stahss Date Ll Equais

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.

Support: 800-927-9801 x66825
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Remove Entity From System
* indicates a required field

The selected entity and all related entity information will be deleted and removed from your portfolio by this action. Deleted entities cannot be retrieved. Please
click confirm to proceed.

"Entity Name: CSC University (DE) x EElSRSeam RESET CANCEL

Note: Only entities without CSC representation are available to be removed. If you are attempting to remove an entity where CSC is providing a representation service please
contact your CSC representative for assistance

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.

4 My Dashboard Entities~ Orders & Results ~» Documents ~» Calendar~» Reports*» Forms & Tools Admin

Remove Entity From System
*indicates a required field

The selected entity and all related entity information will be deleted and removed from your portfolio by this action. Deleted entities cannot be retrieved. Please
click confirm to proceed.

“Entity Name:
CSC University (DE)

Entity Name: CSC University (DE)
Domestic Jurisdiction: Delaware
Authorization Date: 10/20/2022
Entity Status: Active

RESET CANGEL

Note: Only enfities without CSC representation are available to be removed. If you are attempting to remove an entity where CSC is providing a representation service please
contact your CSC representative for assistance.

Support: 800-927-9801 x66825
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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:

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

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

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

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

e Officers/Directors/Management: Officers, directors and management tied to an entity.
e (Capital: Details surrounding the entity’s overall capital structure.

o Ownership: Entity ownership details.

e Ownership Transactions: Transactions surrounding entity ownership.

e Org Charts: Organizational charts pertaining to where the entity fits into the overall portfolio.

Entity Details
Entity Name:  Entity Management LLC Domestic Jurisdiction:  Delaware Return to Entity Grid
CSC Entity ID: 3768220 Formation Date:  08/02/2006

» [ File Cabinet Entity Summary

4 [~ Entity Details
[ summary Entity Name: Entity Management LLC CSC Entity ID: 3768220
Renewal Billing
Y Jurisdictions D i
O Jurisdictions Jun;;l?sc:: Delaware Reference/Matter
[ MName History #
D) DBANames Formation Date: 08/02/2006 SIC/NAICS:
4 Annual Meeting
[} Officers/Directors/Management Entity Type: Limited Liability Company Date-
D Capita Fiscal Year End: 12/31 Lozation of hg;:‘:_
[ Ownership
FEIN: 00-234278
[ Ownership Transactions
Legal Structure
4 [= OrgCharts Businees
[ Graphical Charts Purpose
Publicly Traded
[ Text Report
O, udi & EDIT

Support: 800-927-9801 x66825
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4.1 Accessing Entity Details

To access an entity’s details, click the entity name within the Entity Portfolio Grid.

My Dashboard  Entities s Orders & Results .~ Documents .~ Calendar s Reports» Forms & Tools -~ Admin
E ntiti es Entity Favorites:| N Favorite Selected v APPLY Save Edit  Dalete Default
+ENTITY ACTIGNS  ETIDOWNLOAD GRIDTOEXCEL  § MORE OPTIONS Show Quick Search  Show: Al -
&
Entity Name ?:ﬂ:g‘inn Formation Date Entity Type €5€ Indicator :;f.:mice Entity Status Entity Status Date
ABG LLG Bahamas 06082022 AD csC ACTIVE Active 06/08/2022
Brazi 0610212022 LTDA CSC ACTIVE Actve 06/02/2022
oR 1000172022 LLP HonCSC WA Actve 1000172022
Canada 06012022 BRC csc ACTIVE Active 060172022
Chile o7Rm7 Le HonCSC NA Active 10:11872022
DE 08022006 Lc NonCSC A Actve 08/29/2022
DE 08032022 COMMT NonCSC WA Active 08072022
ca 08012022 TRUST NonCSC WA Active 08/01/2022
France 06032022 SAS csC ACTIVE Active 06/03/2022
Mexico 060172022 SADCV CcsC ACTIVE Active 080172022
Ireland 08/17/2022 L NonCSC A Aatve 08202022
NY 08/01/2022 CORP NonCsC NA Active 08/01/2022
Australia BE0S2010 PLE HonCSC WA Active 0810272022
DE 100112022 CORP NonCSC A Active 10V19/2022
DE 080172022 DRCO NonCSC WA Active 08/04/2022
£l oan1n22 neco MonCSC ha active 0A0I2022

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:

e Entity Summary: High-level entity information, including the domestic jurisdiction and formation date.
e Main Address: The entity’s main office and mailing address.

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

o 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.

Support: 800-927-9801 x66825
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S Ftuen 1o Entty Gk

Entty Summary

Main Address

sttus

Notes

OfficeriDirsctar Spacifications.

Related Names

Subsidiary Tracking

4.2.1 Editing Summary

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

Entity Details

Entity Summary

To edit, update the fields and select Save.

Entity Details
Entity Neme:  ABCLLC
CSCERUYID: 3751066

Bahamas Ratum 12 Entity Grid
eez02z

PN eoarz02z SICNAICS:
Date:

+ B File Cabinet
“Entity Type: AKisi Annusl Mesting

anema Drujestve (AD) Hint

Q, Entity Document Search Date:
. B M
= - Location of Minuts
Fiscal Yoar End:; | 1231
B A scal Yar o
1 Entity Fiings (0 P
FEIN; | 00-234234
» [ Minute Baaks.
]
£ Other Documents Legal Stucturs:  Momber -

« B Entity Details

Su
A Summary Business
Y Jurisdictior Furpose:
) Name History
Y DBA N
Publicly Tradad: v

Y Officors /Directors/Management.

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.

Support: 800-927-9801 x66825
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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 106)

Entity Details

+ 5 Entity Details

) Summary

Entity Summary

Main Address

Status

"CSC Indiealor. CSC Hir

“CSC Staus: ACTIVE H

CANCEL

Notes.

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.

L= File Cabinet

Entity Document Search

4 [ Main Drawer

) Other De

4 [ Entity Details
} Summary
O Jurisdictions
O Mame History
) DBA Names

) Officers/Directors/Management

D Capita

O Qwmership

D ership Transactions

4 E OrgCharts

[ Graphical Charts

“CSC Indieatt

Entity Summary

[CUPEEUNN Action Required

You have changed the status of ABC LLC (Bahamas) to Inactive. If you wish 1o
automatically terminate Officers/Directors/Management and/or expire active Gwners

Status % y gemes
aszoscia‘}gd with this entity, select the checkbox and enter a date for the appropriate row
an

If you weuld like to continue without expiring Officers/Directors/Management and Ovmers,
click SAVE. If you would like 1o cancel your entity status change, please select Cancel. fint

e
CSC Statul Expire 0/D/Ms On 03/02/201° | =

NCEL

Deactivate Owners As Of: 10/04/202; | W

Notes Note: There may be a slight delay when expiring Officers/Directors/Management and
Owners. An email will be sent to notify you when the expiration update has completed

CANCEL

Support: 800-927-9801 x66825
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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

4.3

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

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.

Entity Details

Entity Name:  The Urivarsiy of CSC

CSCEntity ID: 3769008

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.

Support: 800-927-9801 x66825
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Entity Details

Entity Name:  The University of CSC
CSC Entity ID: 3769398

4 [P File Cabinet
q Entity Document Search
. Main Drawer
[ Annual Report Filings (0)
[ Entity Filings (0)
B Minute Books
2 Other Documents
4+ [ Entity Details
[0 Summary
[ Jurisdictions
[ MName History

[ DBA Names

4.3.1 Add New lJurisdiction

Jurisdictions

Domestic Jurisdiction:  Delaware

Formation Date:  10/01/2022

- JuRisDICTION ACTIONS
Add Mew Jurisdiction
True Name Change
Cosmetic Name Change
Change Entity Type
Jurisdiction Mass Update

Remove Jurisdictions.

) DOWNLOAD GRID TO EXCEL

%

§ mose oFons

ztlon Registered With

Secratary Of State, Division Of Comorations.

Return to Entity G

Show Quick Search - REFRESH O ReseT

Authorization Date

10/01/2022

10/2012022

1002002022

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.

Add New Jurisdiction

Entity Name: The University of CSC

*Select Jurisdiction
o US International

rawean
lllinois

Indiana

lowa

Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota

To finish adding jurisdictions, input the jurisdiction details and click the Save button.

ADD

ADDALL

REMOVE

REMOVE ALL

* indicates a required field

NS RESET CANCEL

Support: 800-927-9801 x66825
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Entity Details

Entity Name:  The University of CSC Domestic Jurisdiction: Delaware

CSCEntity ID: 3789398 Formation Date:  10/01/2022

Jurisdiction Details

* indlicates & required field
Entity Name:  The University of CSC

Jurisdiction *Authorized On Issuing Office Jurisdiction 1D *Registered Agent/Office

Idaho 041202022 B | Salect v Corporation Servica Compa ¥

Kansas o4/232022 H Salect v Corporation Service Compa v

PREVIOUS RESET | CANCEL

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 44)

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.

Entity Details

Entity Name:  The University of CSC Domestic Jurisdiction:  Delaware
CSC Entity ID: 3769398 Formation Date:  10/01/2022

True Name Change

*Type of True Name Change

Domastic and Foraign Jurist v CANCEL
*Jurisdiction(s)

Kansas Delaware
ADD ALL
4
REMOVE ALL

Support: 800-927-9801 x66825
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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.

*Type of True Name Change

Domestic and Foreign Juris v | [RSINNIeIE

*Jurisdiction(s)
Kansas Delaware

ADD Idaho

*New Name:
The Best University of CSC

Jurisdiction(s) *New Name's Registration Date  *Previous Name's Expiration Date

Delaware 10zozozz B 1oiazozz | @

Idaho 10202022 B 10102022 BB

RESET CANCEL

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 44)

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.

Support: 800-927-9801 x66825
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Entity Details

Entity Name: The Best University of CSC Domestic Jurisdiction: Delaware

CSC Entity ID: 3769398 Formation Date:  10/01/2022

Cosmetic Name Change

*Entity Name(s):

The University of CSC v (ol \IIN{V]S CANCEL

« Check all 3 Uncheck all [x]

[ The Best University of CSC

The University of CSC

Once the entity name has been selected, input your changes and select Save. This will update the entity’s name
across the portfolio.

My Dashboard Entities *» Orders & Results v Documents s Calendar *» Reports v Forms & Tools *  Admin v

Entity Details

Entity Name:  The Best University of CSC Domestic Jurisdiction: Delaware

CSC Entity ID: 3769398 Formation Date:  10/01/2022

Cosmetic Name Change
“Entity Name(s):

[ he University of CsC —I e N CANCEL

Current Entity Name(s): *New Entity Name(s):
The University of CSC The GSC University|

£

L\l RESET CANCEL

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.

Support: 800-927-9801 x66825
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.Entity Details

Entity Name: The Best University of CSC Domestic Jurisdiction: Delaware
CSC Entity ID: 3769398 Formation Date:  10/01/2022

Change Entity Type

The current entity type for the domestic jurisdiction is For Profit Corporation.

New Entity Type:
Joint Venture v
(] Jurisdiction(s) Current Entity Type New Entity Type
Delaware For Profit Corporation Joint Venture v
> (] Idaho For Profit Corporation Select v
Kansas For Profit Corporation Joint Venture v

LV RESET CANCEL

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.

Er N -
Entity Details Affliate
Benefit Plan Trust
Entity Name:  The Best University of CSC Domestj Benevolent Corporation

B Branch
CSC Entity ID: 3760398 FC Business Trust

Charitable Trust
Closed Stock Corporation

; Committee
Cha nge Ent\ty Type Cooperative Corporation
The current entity type for the domestic jurisdiction is For Profit Corporation. Cooperalive Society
New Entity Type: Design Professional Corporation

Division

Joint Venture v COPY TO SELECTED Excluded Liability Holding Company
Federal Savings Bank

Fixed Unit Trust
For Prefit Corporation

O Jurisdiction(s) Current Entity Type Foundation |
. Franchise
v
/] Delaware Far Prefit Corporation General Partnership .
. O Idaho For Profit Corporation Select v ‘
Kansas Far Profit Corporation Joint Venture v

EL\YSl RESET CANCEL

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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Entity Details

Entity Name: ~ Entity Management LLG
CSC Entity ID; 3768220

4 [ File Cabinet ~
Q) Entity Document Search
4 {2 Main Drawer
) Annual Report Filings (0)
) Entity Filings (0
[ Minute Books
[ Other Documents
4 [ Entity Details
) Sumrmary

7 Jurisdictions

Domestic Jurisdiction:  Delaware
Formation Date:  08/0212006

Jurisdictions

P powniLoan GRip TO BxcEL.

%

+ sumsoicnon acions 1 mone opnons

Jurisdiction Registered With
Sl Dot

Flord:

Maryta

uj

Page 45 of 316

Retum fo Entlty Grid

Show Quick Search

G reFRESH O reser

Authorization Date | Jurisdiction ID

08272008
1082022
10282022

102002

You can then make changes to any jurisdiction attribute. Once you click Save, the jurisdiction details will be updated.

Entity Details.

Ertity Nama:  Entty Managemont LLG

CSC EntityID: 3768220

Damestic Jurisdictian:  Deiawar
Formation Dete: 0212008

Jurisdiction Mass Update

Jurisdicion.  Registersd Wih

Flarida

Maryland

3
<

“Autnorization Date Jurisdliction ID
v sz B
. tazszez B

4.3.6 Remove Jurisdictions

Jurisdiction Status

achee.

Acive

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.

Entity Details

Entity Name:  Entity Management LLG
CSCEntity ID: 3766220

4 [ File Cabinet
Q_ Entity Document Search
4 f2) Main Drawer
[ Annual Report Filings (0)
) Entity Filings (0}
9 Minute Books
) Other Documents
4 [ Entity Detalls
Y Summary

) Jurisdictions

Demestic Jurisdiction:  Delaware
Formation Date:  08/02/2006

Jurisdictions
- Jumisoienon AcTons B DOWNLEAD GRD 16 EXEIL £ MORE OPTIONS
A Now Jurisdietion 5
stion Registorod With

Trse Nama Change

Cosmetic Name Change £

A | Change vy Tyme

Muss Update |

Retum to Entity Grid

Show Cuick Search

Autharization Date  Jurisdiction ID

0822005
1oz
10282022

10282022
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Once selected, confirm jurisdiction removal.

Entity Details
Entity Name:  Entty Management LLG Domestic Jurisdiction:  Delaware Relum to Enity Grid
CSC Entity ID: 3768220 Formation Date:  08/02/2006

Jurisdictions

O e toiowing urisdictons wil be removed. Cick dalete 1o continue
+ Pennsyivana

N ~+ JURISDICTION ACTIONS [ DOWNLOAD GRID TO EXCEL £ MORE OPTIONS Show Quick Search
Jurisdiction Registered With ization Date isdiction ID Jurisdiction Status
e Delaveare 084212008 Active
1 Florida 10282022 Actve
1 Maryiang 10282022 Actve
Pes 10282022 Active

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.

Entity Details
Entity Name:  Entity Management LLC Domestic Jurisdiction: Delaware Retum to Entity Grid
CSCEntity ID: 3768220 Formation Date:  08/02/2006
= e . ~
Jurisdictions
4 [ File Cabinet ~
Q Entity Document Search .
~+ umsoicrion acmions [ DOWNLOAD GRID TO EXCEL 2 more oPTIONS Show Quick Search
4 [Z) Main Drawer @
) Annual Report Filings (0) O tadict ion Date iction Status Reglstered Agent
) Entity Filings (0) 0 :.T.P',-Jr Delaware 0BI0212006 Active Corporation Service Company B
[ Minute Books = Fiarida 102812022 Active Corporation Senvice Company B
5 Other Documents 0 Maryland 102872022 Active CSC-Lawyers Incarporating Service Company E

4 [/ Entity Details
[ Summary

[ Jurisdictions

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.

Support: 800-927-9801 x66825
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Entity Name:  Sunny Skies, LLC
CSC Entity ID: 3750873

£ File Cabinet
Q Entity Document Search
4 [ Main Drawer
£ Annual Report Filings (0)
) Entity Filings (0)
» ) Minute Books
) Other Documents
£ Entity Details

D) Summary

[) Jurisdictions

[) Officers/Directors/Managemer

D) Cagital
[) Ownership
[} Ownership Transactions
+ [ OrgCharts
[) Graphical Charts

[ Text Report

Jurisdiction Details - Alaska

Statutory Representation

Domestic Jurisdiction.  Alaska

Formation Date:  06002/2022

Registered Wih- Department of Commerce. Commundy and Economic Development — Div of Corporations

Authorzation Date: 06/02/2022

Jurisdiction 1D

Registered Agent/ Corporation Serviee Company 9360 Glacier
99801

Oftce. Highway, Sulte 202, Juneau. AK.
Jurisdition Status. Active

Corporate
Database Status

Note: The Corporate Database Status is obtained from the Secretary of State or equivalent corporation department (US only). Jurisdiction Status

CSC Service Statutory Representation

cscsevee .\
Status:

Agent Appointed
on

As of Date. 06/02/2022

Thru Date

from the

2 EDIT

depertment. CSC will

display the status with the most recent date on the Jurisdiction and Corporate Tracker grids.

Additional Details

Address in Jurisdiction

Notes

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.

Entity Details

Entity Name:

CSC Entity ID: 3750873

4 [ File Cabinet

Q_ Entity Document Search

4 {2} Main Drawer

£ Annual Report Filings (0)

[ Entity Filings (0)

» [ Minute Books

£ Other Documents

4 |/ Entity Details
) Summary
[ Jurisdictions

[} Name History

Sunny Skies, LLC

Name History

-} NAME HISTORY ACTIONS

Name In Jurisdiction

Cloudy Skes, LLC
Sunny Skies, LLC
4 | Sunny Skies, LLC
Sunny Skies, LLC

Sunny Skies, LLC

Sunny Skies, LLC

Alaska
06/02/2022

Domestic Jurisdiction:

Formation Date:

) DOWNLOAD GRID TO EXCEL % MORE OPTIONS
Show Quick Search  Jurisdiction Type:  All v Name Type:
Name Type Jurisdiction
Prior Aaska
Troe Aaska
True Aberta
True British Columbia
Troe Newfoundiand and Labrador
True Yukon Territory

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

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

Retumn to Entity Grid

Al v

G REFRESH O Reser

Registered With

Department of Commerce, Community and Economic Developt
Ministry of Government Services, Corporate Registry
Ministry Of Finance And Corporate Relations, Corporate Registr

Dey nt Of Government Services And Land, Commercial Ry
Of Deeds And Companies

Department Of Justice, Consumer And Commercial Services, (
Department Of Justice

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

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

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

Support: 800-927-9801 x66825
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Entity Details

Entity Name:  Sunny Skies, LLC Domestic Jurisdiction: ~ Alaska Relum o Entity Grid
CSC Entity ID: 3750873 Formation Date:  06/02/2022
H .
Name History
4 [ File Cabinet ~
Q Entity Document Search - NAME HISTORY ACTIONS | ) DOWNLOAD GRID TO EXCEL i MoRE OPTIONS
how Qi reh icti 3 ~ 3 v G REFRESH RESET
4 £ Main Drawer True Name Change Show Quick Search Jurisdiction Type: Al Mame Type:  All Lo}
) Annual Report Filings (0) Cosmetic Name Change Name Type Jurisdiction Registered With
[ Entity Filings (0) Add Priar Name Prior Naska
» {5 Minute Books Remoue Prior Name. True Maska Depariment of Cammerce, Communty and Economic Developt
4 True Alberta Ministry of Government Services, Corporate Regisiry
£ Other Documents Maintain Name Dates: True British Columbia Ministry Of Finance And Corporate Relations, Corporate Registr
4 [P Entity Details Sunny Skies, LLC True Newfoundiand and Labrador e O S vermmen Seraces.And Land, Commercial )
[} Summary Sunny Skies, LLC True Yukon Territory Depestment Of dustce, Comsume fnd Cowmercl Servces, {
9 Jurisdictions

[ Name History

Y DBA Names

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,”

referto 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.

Support: 800-927-9801 x66825
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Add Prior Name

Name Type:  Prior True Name

Page 49 of 316

* indicates a required fieid

®)  Existing Names:
Or

New Prior Entity Name:

[ Jurisdiction

Alaska

O Alberta

[0  British Columbia

[0  Newfoundland and Labrador

a Yukon Territory

4.4.4 Remove Prior Name

Cloudy Skies, LLC

Authorization Date

06/02/2022

06/16/2022

06/16/2022

06/16/2022

06/16/2022

*Name Start Date *Name End Date
101172022 B2 | 1012/2022 &8

| ]

B =

= | =

RESET CANCEL

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.

Entity Details

Entity Mame:  Sunny Skies, LLC
CSC Entity ID: 3750873

Remove Prior Name

Name Type: Prior True Name

Name to Remove: | ¢\, 4 siies, LG

[ Jurisdiction
Alaska
[ Alaska

4.5 DBA Names

v

MName Start Date
101172022
10V26i2022

Domestic Jurisdiction:  Alacka
Formation Date:  D&/02/2022

Name End Date
101212022
102712022

SUUS RESET CANCEL

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.

Support: 800-927-9801 x66825
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Entity Details
Entity Name:  Friday Afternoon LLC
CSC Entity ID: 3768151

DBA Names
+ [ File Cabinet ~
QQ Entity Document Search +ooaacTions  [EDOWNLOAD GRIDTO EXCEL

+ £ Main Drawer

. DEA Name
=) Annual Report Filings (0}

=) Entity Filings (0) L) ADBA name iew
ADBA nama Hew
» 9 Minute Books O
4O AoBAmsmeNe
2 Other Documents
] ADBA name New
4 [ Entity Details
[)  ADBA nama Now
Summar
! v O ADGAramehen
Y Jurisdictions O ADBAnemebim
) Name History [] ADBA name New
| DBANames ] ADBA nsma Hew
Y Officers/Directors/Managemen [ ADBA name New
% Canital (] _ADBA nama Now
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Domestic Jurisdiction:  Delaware
Formation Date: 08032022

Retum o Entty Gri

~
DBAMame Status  Current Registration

§ MORE OPTIONS Show uick Search

&

Jurisdiction Registered With Registration &
Caltamia g
Caliamia

Calonia

Caliania Tehama Courty Cletk

Caliamia Tenity Couney Recordar

Caltania Tulase Caunty Clerk

Caltania olo Couty Clerk

Caliamia Tuslurme County Clerk

Delawars Sussex County Prothonciary

Delanare Kent Couny Predhonatary

Flerda Oupartmant Of Stato. Diision OF Carporations

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

e Add DBA Name for One or More Jurisdictions

e Add DBA Names to a Single Jurisdiction

e Renew DBA Name

e Expire DBA Name

e Edit DBA Name

e Delete DBA Name

e Cosmetic Name Change
e Address Updates

e Add Notes

e View Renewal History

e View Compliance Rule

Support: 800-927-9801 x66825
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Entity Details
Entity Name:  Friday Aftemoon LLC Domestic Jurisdiction:
©SC Entity 1D 3768151 Formation Date:
~  DBA Names
+ [ File Cabinet =
Q Entity Document Search +osaacnons PIoowmoso s ToERE  f More oFmons
4 [ Main Drawer Add DEA Narma far Ona o Mars Jurisdictions
" Reistersd With
[ Annual Repart Filings (0} Adkd DBA Names to  Single Jurlsdiction
. alsmeda County Gerk
) Entity Filings (0) I
Stanises County
» ) Minute Books ooty Clrk
4 | i 0BANm. Suter County Clek Recantar
£ Gther Documents
Edit DBA Nama: Tahams County Cark
+ E Entity Detalls
Daiats DBA Narme: Trniy County Racorder
[ Summary e oy
Comatic Nams Crange b ity
D Jurisdictions 1] ADEE rame Hew Casrr Yelo County Clerk
[} Name History — —rm
[} DBANames O ADGA same tew - Sussex County Premonatary
[} Officers/Directors/Managemes [ 4084 rame tew L— Kent Caunty rosmonstary

Delaware
08032022

Initial File Date

8252022
oans2022
eS0T
852022
wazs2022
oa2s2022
oans022
8252022
wazs2022

oaps2022

Expiration Date
azszer
o82EEa?

azs@Er

aEszer
e

oarsamar

rzzse

12208

DBA Mame Stabus:  Cisrent Registration v

Hame Type ‘ Notes

Erciie s [ vewsmor  compance aue
Euctive assess [} vewsstoy  Comsines Aule
Enctive e [ vewssoy  Comoince Rue
Eacthe ndimas [] Vewhsioy  Compnceus
Exctive adsress [ vewssioy  Comoancs Rule
Eectie aczess [ vewsson  compmncerue
Ectiee adsress [ vewsisory  Compince Rue
Enctie ssmas [ vewwsoy  Comsencedus
Enctne ssgws  [] Vewdstoy  Comsncrfue
Bective k sl o

Retun to Enfity Geid

~

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.

Entity Details

Entity Name:  Friday Afternoon LLC
CSC Entity ID: 3768151

Add DBA Name for One or More Jurisdictions

Domestic Jurisdiction:

Formation Date:

(@) Existing DBA Name:

Or
() New DBA Name:
Name Type: @ Elective Forced

*Select Jurisdiction (@) US | International
Arizona ~
California ADD
Delaware
Florida ADD ALL
Georgia
Kentucky REMOVE
Massachusetts
Minnesota REMOVE ALL
Mississippi
New Hampshire W

v

Delaware
08/03/2022

* indicates a required field

RESET CANCEL
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Step 2: Choose the jurisdictions where the DBA name has been added and select Continue when finished.

Entity Details
Entity Name:  Friday Afternoon LLC Domestic Jurisdiction: Delaware
CSC Entity ID: 3768151 Formation Date:  08/03/2022

Add DBA Name for One or More Jurisdictions

* indicates a required field

Existing DBA Name:

Or

@ New DBA Name: Doing Business As Name

[ Name Type @ Elective Forced
*Select Junisdiction (@) US International
Anzona ~ ~
California m
Flonda
Georgia
Massachusetls
Minnesota
Mississippi
Pennsylvania
Rhode Island v v

[Hel NIV RESET CANCEL

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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Entity Name: Friday Afternoon LLC
CSCEntity ID: 3768151

Domestic Jurisdiction: Delaware

Formation Date:  08/03/2022

Add DBA Name for One or More Jurisdictions

DBA Name: Doing Business As Name
Name Type: Elective

Registration Offices
Please select at least one registration office.

~ Delaware

0 Kent County Prothonotary [J New Castie County Prothonotary

0 Sussex County Prothonotary

‘

Pennsylvania

Department Of State, Corporation Bureau

~ Rhode Island

Secretary Of State, Corporations Division

PREVIOUS HUS4M RESET CANCEL

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.

Entity Details
Entity Name:  Friday Afternoon LLG Domestic Jurisdiction:  Delaware

Redurn to Entity Grid
CSCEntity ID: 3768151 Formation Date: 081032022

Add DBA Name for One or More Jurisdictions

DBA Name: Doing Business As Name
Name Type: Elective

Jurisdiction Registered With Registration Number Inilial File Dale Last Filed Date Expiration Dale
Delaware New Castle County Prothonalary 1odazoz E = 1213102080 | B 3 D mp Rule
»  Pennsyana Department Of State, Corporation Bureau iRz | @ = 12031/2000 | B Addess [ Compliance Rule
FRhode Island Secretary Of State, Corporations Division R R ] = 123172000 B Address M Compliance Rul
Vermont Secretary Of State, Corporabions/UCC Dvision wne02 B L] 1292027 | B Address M Complance Rule

< >

PREVIOUS m RESET  GCANCEL
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Step 5: Input the address for the newly added DBA name in each jurisdiction.

Entity Details
Entity Name:  Friday Aftemoon LLC Domestic Jurisdiction:  Deiaware Retumn to Entity Grd
CSCENtity ID: 3768151

Formation Date: 0810372022

Add DBA Name for One or More Jurisdictions

DBA Name: Domg Business As Name
Name Type: Elective

Jurisdiction Reistered With

Registration Number Inital File Date Last Filed Date Expiration Date
Delawara New Castle County Prothonotary w1202z |6 - 121312000 B L ] mplian Rule
p  Pemnsyvania Department Of State, Carporation Bureau 10102022 | - 123172000 | Addrese 3 Compliance Rule
Rhode Island Secretary Of State, Corporations Division 101e2022 | = 123112000 | Address € Rul
Vermont Secretary Of State, Corposations/LICC Division 10192022 | = 121a2027 B Address 3 Rule
<

previous [EIUUSN RESET  CANCEL

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.

Entity Details
Entity Name:  Friday Afiemoon LG Domestic Jurisdiction:  Dolaware

Return o Entity Gng
CSC Entity ID: 3708151 Formation Date: 0810372022

Add DBA Name for One or More Jurisdictions

DBA Name: Doing Business As Name
Name Type: Flocive

durisdiction Registerad With Registration Number Initial File Dele Last Filed Date Expiration Date
Delawars New Castle County Prothonolary 10192022 | = 12312099 B Y Comoliance Rul
»  Pennspana Department Of State, Corporabon Bureau 10162022 | L] 12312000 | W Addess  [Y Compliance Ruie
Rhode lsland Sacratary Of State, Corporations Division 10neom2 | @ = 12312000 @ Address & Ru
Vemont Secretary Of State, COpOrSons/LICE Division 101e02z |8 = znezzr B 0 & Ru
<

PREVIOUS RESET  CANCEL

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.

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Entity Details

Entity Name:
CSC Entity 1D

Friday Afternoon LLC
3768151

Add DBA Names to a Single Jurisdiction

*Select Jurisdiction

o Us International

*State/Country: Delaware

*Register With: New Castle County Prothonotary

Domestic Jurisdiction:

Formation Date:

Page 55 of 316

Delaware
08/03/2022

* indicates a required fieid

(ool RESET CANCEL

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.

Entity Details

Entity Name:  Friday Aftermocn LLC
CSC Entity ID: 3768151

Add DBA Names to a Single Jurisdiction

Jurisdiction: Delaware
Registered With: New Castle County Prothonotary Compliance Fule
Existing DBA Name MNew DBA Name

Friday Night LLC

Domestic Jurisdiction:

Registration Number

Delaware

Formation Date:  08/03/2022

Initial File Date

ogz2izon =

Retum to Entity Grid

Last Filed Date Expiration Date
= 127312000 | B bl
= = »
= B adgess [
,
ADD MORE
PREVIOUS JELVIS RESET CANCEL

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.

Support: 800-927-9801 x66825
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Entity Details

Entity Name:  Friday Aftemoon LLC
CSC Entity ID: 3768151

Add DBA Names to a Single Jurisdiction

Jurisdiction: Delaware

Registered With: New Castie County Prothonotary Campliance Rule

Existing DBA Name New DBA Name

Friday Night LLC

Domestic Jurisdiction:  Delaware
Formation Date: 08032022

Registration Number Initial File Date
082212001 &
L]
L]
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Retum to Entity

Last Filed Date Expiration Date
L 1203172909 ﬁ' 0
B B Address |'“
= B pdgess [
»
ADD MORE

PREVIOUS RETAIS RESET CANCEL

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.

Entity Details

Entity Name:  Friday Aflamoon LLC
CSC Entity ID: 3768151

Add DBA Names to a Single Jurisdiction

Jurisdiction: Delaware

Registered With: New Castle County Prothonatary Compli

Existing DBA Name New DBA Name

Friday Night LLC

4.5.3 Renew DBA Name

Domestic Jurisdiction: Delaware
Formation Date:  DB/03/2022

Registration Mumber Initial File Date
0222001 |
W
=

Retum to Enity Grid

Last Filed Date Expiration Date:

= 1212900 |6 \EI

= B andess [

= B opddess [N

v
ADD MORE

PREVIOUS RESET  CANCEL

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.

Support: 800-927-9801 x66825
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Zntity Details

Entity Name:  Friday Afternoon LLC
CSCEntity ID: 3768151

Renew DBA Name

listered With Initial File Date

iislaus County Clerk 08/26/2022

4.5.4 Expire DBA Name

Last Filed Date

Domestic Jurisdiction:  Delaware
Formation Date: ~ 08/03/2022
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Return to Entity Grid

Current Reqgistration Number Registration Number

"Renewal Date

1oze2022 (@

" indicales & required field

Expiration Date

10282027 | BB

RESET CANCEL

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.

Entity Details

Entity Name: Friday Aftemoon LLG
CSCEntity ID: 3768151

Expire DBA Name

DEA Name Jurisdiction

A DBA nama New California

Domestic Jurisdiction:  Delaware
Formation Date; 0810372022

Registered With Current Registration Number Initial File Date

Alameda County Clark 08/26/2022

Last Filed Date

Retum to Entity Grid

eates 8 requinad fiald

*Expiration Date

08262027 | B | View History Addr

v

RESET  CANGEL

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.

Entity Details

Entity Name:  Friday Aftemoon LLC
CSC Entity ID: 3768151

DBA Names

~DBAACTIONS =) DOWNLOAD GRID TO EXCEL

DEA Name

ADBA name New

Domestic Jurisdiction:  Delaware
Formation Date:  08/03/2022

 MORE OPTIONS

Jurisdiction

Calfornia Aameda County Clerk

Registered With

Return to Enlity Grid

DBA Mame Status:  Expirsd v

Shaw Quick Search

In

08
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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.

Entity Details

Entity Name:  Friday Aftermoon LLC Domesti

CSC Entity ID- 3788151 Formation Date:

ORD2022

Edit DBA Name

DBA Name Jurisdiction Registared With Registration Numbsr Initial File Date LestFiled Date  Expiration Date

A DBA nama New ogrsr022 | M B cazs2er @ |y

m RESET  CANCEL

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:

e Delete DBA Name
e 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.

Support: 800-927-9801 x66825
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Entity Details

Entity Name:  Friday Afternoan LLC

Domestic Jurisdiction:  Delaware
CSC Entity ID: 3768151

Formation Date:  08/03/2022

Delete DBA Name

DBA Name: A DBA nama New
i Califarnia
Registered With: Alameda County Clerk

Registration Number Initial File Date Last Filed Date Expiration Date Status

08/25/2022 10/26/2022 Expired
DBAName: ADBA rame New

Jurisdiction: Calffornia

» | Registereq With: Office O The Attomey Ganeral, Registry Of Charitable Trusts

Redgistration Number Initial File Date Last Filed Date Expiration Date Status

0Ri25/2022 10/28/2022 10/28/2027 Active

4.5.6.2 Cosmetic Name Change

Name Type
Elective

Name Type
Elective

Page 59 of 316

Return to Entity Grid

History
Mo

History
No

[=el /U CANCEL

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.

Entity Details

Entity Name:  Friday Aftemoon LLC
CSCEntity ID: 3768151

Domestic Jurisdiction:  Delaware

Formation Date:  08/03/2022

Cosmetic Name Change

*Entity Name{s)
A DBA name New - CONTINUE [EEUTEEN
+ Check all 3 Unchack al o

ADBAname

O Friday Aermacn LLC

0 Friday teghiLLC.

Then, input the new name and click Save to finish.

Entity Details

Entity Name:  Friday Aftemoon LLC

Domestic Jurisdiction
CSC Entity ID: 3768151

Formation Date
Cosmetic Name Change

“Entity Name(s):

ADBAname New - (e NIV CANCEL

Current Entity Name(s):

“New Entity Name(s):
A DBA name New

A DBA name new

%

®

L\USl RESET CANCEL

Delaware
0810312022

Support: 800-927-9801 x66825
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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.

Domestic Jurisdiction:  Delaware
08032022

Entity Name:  Friday Afiemoon LLG

CSC Entity ID: 3768151 Formation Date:

DBA Names
+O0BAACTIONS  EDOWNLOAD GRID TOEXCEL  § MORE OFTIONS Show Qi
DBA Name Jurisdiction Name Type Motes
Cattoma Eectvs 0o
Caltomia Eocivs 0O
> ADEA name new Caltomia Bsctve 0 View istory
ADBA name new Caiiforia Eiective 0O View History
ADBA name new Calbomia Eicive 0 View bastory
ABAm Cattomia Ect Aoress 0O Vi Hstoy
A OB name new [a— [, o 0o View Histon Comotance Ruls

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

Address Maintenance

DBAName: A DBAname new
State: Califoria
Local Jurisdiction: Sufter County
Registered With: Sulter County Clerk Recorder
Registration # / File Date: 123457800 / 08/25/2022

* Current Address on File

o addresses on file.

+  Additional Portfolioc Addresses

~ New Address
Building/Suite/Floor MNumber Address Line 1 Address Line 2 City Stata County ZipiPostal Code.
Select v [ | 123 Main Street San Diego Calfornia  Sutter County | gg21p
Select v California Sutter County
Select v Calforia  Sutter County
1 3
ADD MORE

m RESET  CANCEL

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.

Support: 800-927-9801 x66825
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Entity Details
Entity Name:  Friday Alemoon LLC
CSCEmityID; 3768151

DBA Names

~+osaacrons  Plpowmoab GroToExcet  § more ortions

DBA Name

Domestic Jurisdiction:  Delaware

Formation Date: 080872022

Return to Entity Gri

When notes are added, the Notes icon will update with a checkmark to alert you that notes have been saved.

Entity Details

Entity Name:  Friday Aftemoon LLG
CSCEntity ID: 3788151

DBA Names

§ moRE oFTIONS

%

+osaacnons  Ploownieap sro 1o exceL

DBA Name Jurissiction
PR —
A DBA name new Caldomia
> ADBA nam new Caitornia
ADBA name new Calbormia
ADBARBme new Catomia
[J ADBAn: e Caiarnia
ADBAR Deiaware
T Deiaware

4.5.9 DBA Name Renewal History

Domestic Jurisdiction:  Delaware

Formation Date:  08/:3/2022

Name Type

Electie
Electve
Electve
Elective
Elecove
Electie
Electve

Elechve

i

rlirlirirlririr &

Retum ta Entity Grid

DBAMame Statur: | Cuent Regiitiation v
‘Show Guick Search © rerRESH

View History Compliance Rule

View History Compliance Rule:

Compliancs Rule

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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Entity Details

Entity Name:  Friday Afternoon LLC Domestic Jurisdiction:  Delaware Return to Entity Grid
CSC Entity ID: 3768151 Formation Date:  08/03/2022
DBA Names DBA Name Status:  Current Registration -

+08AACTIONs B DOWNLOAD GRIDTOEXCEL  § MORE OPTIONS Show Quick Search G REFRESH

DBAName & Jurisdiction Name Type Notes
ADBA name new Galifornia Elective ] Compiiance Rule
ADBA name new Califoria Elective O
> ADBA name new Calboma Elective (]
ADBA name new Calfornia Elective (]
ADBA name new Califoria Elective Address 0
ADBA name new Califoria Elective Address (] View History
ADBAname new Delaware Elective Address | View History Compliance Rule

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.

Entity Details

Entity Name:  Friday Aftemoon LLC Domestic Jurisdiction: Delaware Return to Entity Grid
CSC Entity ID: 3768151 Formation Date:  08/03/2022
DBA Names DBA Name Status: | Current Registration v

~+ 0B ACTIONS [ DOWNLOAD GRID TO EXCEL & MORE OPTIONS Show Quick Search G REFRESH €O ReseT

DBA Name Jurisdiction Name Type Note:

3
[ A DBAname new Californaa Elective Address m View History Complance Rule
[ ADBAname new Califeria Elective Address D View History Compliance Rule
O ADBAnamenew Califomia Elective Address ] View History Compliance Rule
] ADBAname new Califormia Elective Address D View History Compliance Rule
[ ADBAname new Galiformia Elective Address 0 View History Gompliance Rule
[0 ADBAname new California Elective Address (] View History Compliance Rule
[ A DBA name new Delaware Elective Address D View History Compliance Rule

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 10.11) Updates

Support: 800-927-9801 x66825
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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 toview 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.

Entity Details

Entity Name:  Business Development LLC Jurisdiction of Formation:  California Retum to Entity Grid

CSC Entity ID: 4439158 Formation Date:  11/16/2022

= Officers/Directors/Management
» [ File Cabinet

4 [P Entity Details 4+ o/mmacTions  PIDOWNLOAD GRIDTOEXCEL | MORE OPTIONS Show Quick Search Reles: | All Status:| Active v REFRESH G- RESETO)
[ Summary @

Name Title First Elected Last Elected Expires On

[ Jurisdictions
12

Amy Brown

[ Name History s

[ DBA Names 050172023 127312999

4 Max Brown Execuive Vice President 050112023 123112899 Bus

[ Offcers/Directors/Management
D capita
Using the ODM Actions drop-down list (and from within the grid itself), you can perform the following actions:
e Add New ODM
e Add New Title for Existing ODM
e  Assign Existing ODM: Assign an existing ODM to a new entity.
o Modify Existing Titles: Modify existing ODM titles and related details.
e Maintain Title Attributes: Maintain ODM Appointment custom field data.
o Add New Title and Archive Original: Add a new title and archive the original.
e Maintain Term Dates: Maintain the term dates of an existing ODM.
e Expire Existing Titles: Expire an existing title associated with an ODM.
e Mass Updates to Custom Fields: Perform mass (i.e. bulk) updates to custom fields.
e Delete ODM: Correct a mistake by deleting an ODM from the entity.
e View or Edit Business Information: View or edit the business information related to an ODM.
e View or Edit Personal Information: View or edit the personal information related to an ODM.

e Maintain ODM Individual Documents: Store and maintain documents related to ODM.
Support: 800-927-9801 x66825
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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)

Add New Officers/Directors/Management

* indicstes & required field
Enter Officer/Director/Management Name-Individual

“First Name Middle Name “Last Name Suffix

John 0] Jones Ad

ADD MORE
And/or
Enter Officer/Director/Management Name-Entity
Select Portfolio Entity OR Enter Entity Name
ADD MORE
Select Title(s)
"Role " Title Subtitle Authorized to Sign As  First Elected Last Elected Expires On Hin
Officer ¥ | | Executive Vice Pres ¥ p v | 09062022 B 10032022 B 11302022 B
ADD MORE

RESET CANCEL

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.

Support: 800-927-9801 x66825
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Entity Details

Entity Name:  ABC LLC Domestic Jurisdiction: Bahamas
CSC Entity ID: 3751066 Formation Date:  06/08/2022

Officers/Directors/Management
» [ File Cabinet

4 [ Entity Details - omm AcToNs  FIDOWNLOAD GRIDTO EXCEL | MORE OFTIONS Show Quick Search Roles:| all o st A v
O Summary Add New Officers/Directors/Management
Expires On Term
123172999 Perpetus Bus  Per
[ MName History Assign Existing Officer/Director/Management 120312989 Perpetual Bus  Per
[ DBA Names < Madify Existing Titles. 1203112999 Perpetual Bus  Per
‘ 1212112009 Perpatual Bus  Per
[} Officers/Directors/Management Maintain Title Attributes
it 1213172989 Perpetus Bus  Per
D) Capital Add New Title and Archive Original 1203112669 Perpetsal Bus  Per
123172099 Perpetua Bus  Per
O3 Ownership Msintain Term Dates
12312999 Parpatual Bus  Per
Ownership Transactions
D " Mass Update - Business Custom Fiald ent 1213172889 Perpetus Bus  Per
4 [P Org Charts 1203112099 Perpetual Bus  Per
Expire Existing Titles
1212112999 Perpet Bus  Per
D) Graphical Charts erpen o
Dalste Officars/Diractors/Managemant 1213112899 Perpetual Bus  Fer
[) Text Report 126317 e
Maintain Annual Reporting Eligibility for Gificers/Dirsctors/Management 21312999 Perpetua fus - Fer
Q Audit e — 1203172999 Perpetual Bus  Per
Senior vice President 1213112000 Perpetuzl Bus  Per

+ [~ Contacts

Complete the fields for the new title(s) attributes.

Entity Details

Entity Name: ABCLLC Domestic Jurisdiction: Bahamas
CSC Entity ID: 3751066 Formation Date:  06/08/2022

Add New Title for Existing Officer/Director/Management

* indicstes & required fisid
Hame: Active Inastive
Sally Smith Assistant Treasurer (Director)

Assistant Vice President (Officer}
Chairman (Commitiee)
Clerk (Manager)
Confraller (Officer)
Execulive Vice President (Officer)
Independent Director (Officer)
Manager (Member)

> Managing Director (Director)
Power of Attomey (Power of Atiomey)
Secretary (Officer)
Senior Vice President (Director)

New Title(s):
Role “Title Subtitie Authorized to Sign As  First Elected Last Elected Expires On  Hint

v v v = ] =

ADD MORE

RESET  CANCEL

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.

Support: 800-927-9801 x66825
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Assign Existing Officer/Director/Management

*Selact one Officer/Director/Management:

Active Officers/Directors/Management.

Bob Smith

*Select Officer/Director/Management Names and Titles for this entity:

Selected Name: George Washington

- Subtitie Authorized to Sign As First Elactsd

ManageriMember) .

Last Elacted
-
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inclicates @ rqured fokd

=

Espires On Hnl
-

"Role Title Subtitle

Orrector w | President -

Authorized to Sign As

First Elected
1oizozz (B

LastElectsd  Expires On Hint
= =

4.6.4 Modify Existing Titles

MEW TITLE

B s cmem

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 723)

Complete updates where necessary and select Save when finished.

Entity Details

Entity Name:  ABC LLC
CSCEntity ID: 3751068

Modify Existing Titles

Name Active

Domestic Jurisdiction:  Bahamas
Formation Date:  08108/2022

Sally Smith Assistant Treasurer (Diector)
Assistant Vice President (Officer)

Chaiman (Commitiee)

Clerk (Manager)
Controller (Officer)

Executive Vice President (Officer)
Independent Director (Officer)

Manager (Member)

Managing Director (Director)
» Power of Attomey (Power of Attomey)

Secrelary (Officer)

Senior Vice President (Director)

Modify title detalls and tem dates for he curment tite o SEect a new tite 10 fepiace e curent title.

Current Titie:
Senior Vice President (Director)

Inactne

Role New Title Subtitle

Committee w  CoChalman v

Nate: Replacing the title with a new titie will not create a historical record

Authorized to Sign As  First Elected

v

1ovzezz @

Last Elected Expires On  Hint

m RESET  GANCEL
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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.

Entity Details
Entity Name: ABC LLC Domestic Jurisdiction:  Bahamas
CSCEntity ID: 3751066 Formation Date: 060872022

Maintain Title Attributes

Sally Sath Officer Secretary ABC LLC Chie Executive Offices ¥ || Legal Ops

m RESET CANCEL

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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Entity Details

Entity Name: ABC LLC Domestic Jurisdiction:  Bahamas
CSC Entity ID: 3751066 Formation Date:  06/08/2022

Add New Title and Archive Original

* indicates a required field
Name Active Inactive

John Jones General Counsel (Manager)

Current Title: General Counsel (Manager) *Original Title Expires On: 11/02/2022 B8  Hint

*Role *New Title Subtitle Authorized to Sign As  First Elected Last Elected Expires On Hint

Manager A Managing Director v P v 1012022 BB =] =
a3

Note: Term dates for the new title are optional. Any dates entered will be applied to the current entity.

EL\US RESET CANCEL

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.

Officers/Directors/Management

+omomactions B3 DOWNLOAD GRID TO EXCEL % MORE OPTIONS Show Guick Search Rales: | Al v Statuf  Inactive v 5 REFRESH D RESET
Name Title Expires On Term
John Jones General Counsel 103172022 Bus  Per

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.

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 69 of 316

Entity Details

Entity Name: ABC LLC Domestic Jurisdiction: Bahamas
CSC Entity ID: 3751066 Formation Date:  06/08/2022

Maintain Term Dates
Changes to term dates will be applied to all the selected Officers/Directors/Management

First Elected Last Elected Expires On

Please enter the dates to be updated: E | 11012022 H =M COPY TO SELECTED

[) Name Current Title(Role) First Elected Last Elected Expires On  Hint
p [ George Washington President (Director) B B qom312022 B

] Karen Bob President (Partner) B 11012022 B =

RESET CANCEL

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.

Officers/Directors/Management

+ o/om AcTions P DOWNLOAD GRID TO EXCEL 3 MORE OPTIONS Show Quick Search Roles:  All v |[status:| inactive v 5 REFRESH O RESET

[] Name Title Expires On Term
[0  George Washington President 10/31/2022 0Years Bus Per
[J  John Jones General Counsel 10/31/2022 Bus Per

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.

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 70 of 316

Entity Details
Domestic Jurisdiction:  Bahamas Retum io Entity Grid

Formation Date:  06/08/2022

Entity Name:  ABGLLG

CSC Entity ID: 3751066
Expire Existing Titles

Nama Salectad Tie(s)

Bob Smith General Counsel (Officer)

Hint
*Expire Selected Titles On: | [EENFIFY =

»
O sep v 2011 v O

RESET  CANGEL

Su Mo Tu We Th Fr Sa

1
14 15][ 18] 17| 18]
3 24] 25

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.

itity Details

Entity Name: ABC LLC
CSC Entity ID: 3751066

Officers/Directors/Management

4 O/D/MACTIONS ) DOWNLOAD GRID T0 EXCEL

$ MORE oFTIONS

%

Domestic Jurisdiction:

Formation Date:

Bahamas
06/08/2022

Show Quick Search Roles: All

Name Title Expires On Term

Bab Smith General Gounsel 08/302021 Bus  Per
Gearge Washington President 100312022 0 Years Bus  Per
John Janes General Counsel 1003172022 Bus  Per

v |Status: Inactive v

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.

Entity Details

Mass Update - Business Custom Field

“Business Custom FiH:

cceL

Support: 800-927-9801 x66825
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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.

Entity Details
Entity Name: ABCLLC Domestic Jurisdiction: Bahamas
CSC Entity ID: 3751066 Formation Date:  06/08/2022

Mass Update - Business Custom Field

ODM Business Custom Field: Legal COPY TO SELECTED

O/D/M Name Original ODM Business Custom Field Updated ODM Business Custom Field

Karen Bob Legal

Note: Only original values can be modified using this action. Use the edit action available on the Officers/Directors/Management Business Information screen to
delete a previously entered value. The maximum field length is limited to 10 characters.

PREVIOUS pEZ\Y=m RESET CANCEL

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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Entity Details

Entity Name: ABCLLC
CSC Entity ID: 3751066

Officers/Directors/Management

0 The following tities will be deleted and data will not be archived. Select Delete to proceed

DELETE CANCEL

« John Jones, Managing Director

+omactions  PIDOWNLOAD GRID TOEXCEL  § MORE OPTIONS

Name

John Jones

Karen Bob

= -]

Sally Smith
Sally Smith

Sally Smith

&

Title

Managing Director
President

Assistant Treasurer
Assistant Vice President

Chairman

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.

Officers/Directors/Management

+ ommACTIoNs  ES)DOWNLOAD GRID T EXCEL

[ Name

|a rerenbo
( Sally Smith
[ Saly Smith
Sally Smith

[ sally Smith
Sally Smith
Sally Smith
(] saly Smith
Sally Smith
Sally Smith
(] Saly Smith
Sally Smith

[]  sally Smith

&

§ MORE OPTIONS

Title

President

Assistant Treasurer
Assistant Vice President
Chairman

Clerk

Co-Chairman

Controlier

Executive Vice President
Independent Director
Manager

Managing Director
Power of Attorney

Secretary

Domestic Jurisdiction:

Formation Date:

Expires On
12/31/2999
1213172999
12/3112999
12/3112999
1213172999

Shew Quick Search Roles: All

Expires On

1213172999
123172999
12/31/2999
12/31/2999
12/31/2099
12/31/2909
12/31/2099
12/31/2999
12/31/2999
123172099
12/31/2998
12/31/2999

12/31/2999

Bahamas
06/08/2022

Show Quick Search Roles: Al

Term Department

Perpetual
Perpetual
Perpetual
Perpetual

Perpetual

v | Status:

Term

Perpetual
Perpetual
Perpetual
Perpetual
Perpetual
Perpetual
Perpetual
Perpetual
Perpetual
Perpetual
Perpetual
Perpetual

Perpetual

Active

Page 72 of 316

Return to Entity Grid

v | Status | Active v G REFRESH Oreser

Bus  Per
Bus  Per
Bus  Per
Bus  Per
Bus  Per

~ > REFRESH € RESET

Note that you can also add custom fields, which is discussed in Section 10.4. 7o 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.

Support: 800-927-9801 x66825
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Business Information

Karen Bob CLOSE

Chllapse All -

Address -

Information is not available for this section.

Contact Information -
Information is not available for this section.

Custom Fields -

ODM Business Custom
Fielg: -egal Dept

Positions Held -

) DOWNLOAD GRID TO EXCEL ¢ MORE OPTIONS

Active (-]

Title Subtitle Term First Elected Expires On

President Perpetual 08/01/2022 12/31/2999

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.

Officers/Directors/Management

+ommacnons  PIpowmoapcrRDTOEXCEL  § MORE oFTIONS Show Quick Search Roles: Al v Statusi Active - G ReFRESH O reser

Name Tite Expires On Term
Karen Bob President 127317250 Perpetual Bus El
Saly Smih Assetant Tieasurer 123172008 Perpetual Bus Pe
Sally Smith Assistant Vics Presdent 1273172680 Perpetual Bus  Pes
T Saly Smith Chairman 1213172989 Perpetual Bus  Per
Sally Smith Glerk 123112099 Perpetuzl
Sally Smith Co-Chaiman 127312088 Perpetual Bus  Per
Saly Smih Contraller 12312090 Perpetual Bus  Per
Saly Smith Executive Vice President 1213172680 Ferpetual Bus  Per
Sally Smith independent Director 1213172009 Perpetual Bus Per
] Sally Smith Manager 1273172089 Perpetual Bus  Per
Sally Smith Managing Director 1213172089 Ferpetual Bus  Per
] Saly Smith Power of Attarmey 123112088 Perpetual Bus  Per
Sally Smith Secretary 1213172660 Ferpetual Bus  Per

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.

Support: 800-927-9801 x66825
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Personal Information

Karen Bob CLOSE

Collapse All -

Residential Address -

Information is not available for this section.

Contact Information -
Information is not available for this section

Identification Information -

US Citizen Birth Place:

SSN: Date of Birth:

Driver's License No Passport No
Issued By Issued By:

Expires On Expires On:

Personal Data -

Age: Height:
Sex Weight
Spouse Name: Spouse SSN:

Spouse Date of Birth

General Information =

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.

Officers/Directors/Management

=+ o/o/m acTioNs ) DOWNLOAD GRID TO EXCEL & MORE OPTIONS Show Quick Search Roles: All v Status:| Active ~ REFRESH 5 RESETE)

| Name Title First Elected Last Elected Expires On
Amy Brown Director 05/07/2023 127312999 Bus  Per Doc (1)
Bob Jones Director 12/31/2999 Bus  Per Doc (0)
Max Brown Chief Executive Officer 05/01/2023 1213112999 Bus  Per |Doc(13
Max Browm Execuiive Vice President 05101/2023 12/31/2998 Bus Per |Doc(13)

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

Support: 800-927-9801 x66825
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pertain to the document to the grid which can be viewed by hovering over the text.

Individual Documents

James Smith

+ pocumenT AcTions B DOWNLOAD GRID TO EXCEL

Upload Document
Title
Bulk Upload Documents

Certificate 2-25-66
Delete Document(s) ~efifieate 2:2

brs License

Edit Document Attributes

= T

vames=resignation

4.7 Capital

% MORE OPTIONS

%

CLOSE

BUSINESS PERSONAL

DOCUMENTS

Show Quick Search G REFRESH Oreser

Document File Name

James - Birth Certificate 2-25-66.pdf
James - Drivers License paf

James - Resignation. paf

Document Date Document Notes
Expiration

0212511965 Nonotes added

010172020 010172025 No noles added

05/01/2023

on on file in MB

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

alphabetical, ascending order.

Entity Details

Entity Name:  Global Technologies Incorporated

Domestic Jurisdiction:  Mexico o Company Records
CSC Entity ID: 3750876 Formation Date: 06012022 etum o Entity Grid
. otss [
Capital !
» [ File Cabinet
. B Entiy Detas fomusnos oommamsronz  § orsornons PR o |
D Summary
Class sories ights Par Vo Currency Autmanizea Owsunang | Tressary Issued Notes
3 Jurisdictions
even s 100000 UnsedSaes DalanUSO) 1000 5w 50 »
03 Name History Cammen Seres B 150000 Unised Staies DellarUSD) 10000 50.00 20.00
D) DBANames
4
[ Officers/Directors/Management
O Capital

D Ownership

[ Ownership Transactions

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

Capital

+oamacacions | PIDOWNLOADGADTOEXCEL  § MOREOPTIONS

Maintain Capita

Rights
Delete Capital

Par Value

Curency

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.

S

Authorized Outstanding

Treasury lasued [Notes

Support: 800-927-9801 x66825
CSCEntityManagement@cscglobal.com
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4.7.1 Maintain Capital
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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 106)

Maintain Capital
Class Series.

Common A Series A v

Seleet R Saleet v

4.7.2 Delete Capital

Rights Par Value

Mo par valus

Mo par valus

Mo par valus

Currency

Unlted States Dallar (USD) ¥

United States Dollar (USD) w

United States Dolar (USD) ¥

Autharized

Uniimited

uUniimned

Uniimited

Treasury Issued

ADD MORE

RESET GANCEL

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.

Delete Capita

The selected capital will be deleted. Please make any medifications to your selected items and dick confirm to proceed,

Note: The capital selected may have shares issued to an owner, Deleting capital that has associated ownership may require additional madifications.

Caphal
1] ‘Common, Series C, Non-Voting, No Par Value, USD

4.7.3 Capital Notes

In Use by Ownership
No

conFirm JEGEUTES

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.

Support: 800-927-9801 x66825
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Capital
< CARITAL ACTIONS

Class Series

) DOWNLOAD GRID TO EXCEL

# MORE OPTIONS

Rights

4.8 Ownership

Ownership can be recorded for an entity using the Ownership folder (within the entity details). An owner may be an

Page 77 of 316

Authorized Outstanging Treasury Issued Notes

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.

Ownership

- CWNERSHIP ACTIONS

Ovmes Hame

4.8.1 Ownership Actions

Oumesship %

Whas T Entity Ovens | Noss

o k15 | et st 15022 | S| A .]m

As Of Date Stast Dty

Certificates Held #af Shares W ol lasusd et

100.0000 %
100.0000 %

Tolal Owmership.
Total Capital Qunership:

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

e 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.

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

creating a full history.

Support: 800-927-9801 x66825
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e Edit Owner Type & Details: Modify owner type, certificates held, and ownership custom fields.

e Edit Ownership Transaction: Correct a mistake related to an ownership transaction and ensure the history is
not saved.

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

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

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

e Maintain External Owner Details: Update an external owner’s name and address details.
o Add Notes: Record notes related to the overall entity ownership records.

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

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

Ownership

kSewrch  OweamhipAsOfi| 1032022 M s amwe v o-mu« m

s Of Date Start Date. E

Total

100.0000 %
100.0060 %

Total Capital

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.

Support: 800-927-9801 x66825
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Entity Details

Enmy

D a7s0a7e

T

e 06017022
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Maintain Ownership
Wien adding new or modifying axisling owmers, nter t1ei cusTant qwmarship %, shares, and date when Iha awnarship was changad or the capital was lssued or cancslied. A historical record wil ba creafsd for 9ach mmership changs.
“Ounes Nama Owner Type *As of Date Ownership %  Certifcates Held  Total Shaves Cumrently Heid  Capitsl Acton #olShaes Cortficate  Location Outstanding Transactans
ABCLLC = sokat - ot v seloct .
b | ot Disibutors com ) Conamen Saries A sea . Seet Select .
10,0000 Far Vaoe
I
Solect . Sokt Selnct .
sekea . sekea Setect v
ADD MORE

RESET  GANCEL

Select a new owner (if adding an external owner, refer to Section 4816) 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.

Entity Details

750876

Ginbal Tacnnaloges Incorporated

\When adding new o modiing existing owners, enter thelr cument cwnership %, shares, and date when the ownership was changed or the caphal was issued or cancelled A historical record wil

“Cwmer Name

ABCLLC

p  Frul Distibuoes Comp

Owner Type

Seect

Saiect

“As of Date.

Ownership %  Centificates Held  Total Shares Currenlly Held  Cagital Action

5 st
50 | commensesesa | cems 1
Seiect
Ssiect

4.8.1.2 Maintain Transaction History

i be created for each ownership change

#ofShares Cerlificale  Lacation

Salect

Salect

Select

Outstanding Transactions
v Select v
v Salest -
v Select -
v Select v

RESET CANCEL

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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Entity Details
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Return to Entity Grid

Entity Name:  Global Technologies Incorporated Domestic Jurisdiction:  Mexico
CSC Entity ID: 3750876 Formation Date:  06/01/2022
Maintain Transaction History
The maintenance performed on this page will modify the original ownership transactions.
Owmer Name:  ABC LLC
Ceriificales Held:  Comman, Series A, 10.0000 Par Value, USD
*As of Date Ownership % Total Shares Currently Held Capital Action #of Shares Certificate
1ioazoze B 50 Select v
[
42022 B 75 Select v
] Select v
= Select v
L] Select v
=] Select v

Location

Select

Select

Book Entry

Company Book
Company Vault
Electrenic Minute Book
File Cabinet

Law Fim

Pledged to Bank
Safe/Deposit Box
Shareholder Possession

Select

v

* ingicates & required fisld
OQutstanding
Select A
No v
Select v
Select v
Select v
Select v

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.

Entity Details

Demestic Jurisdiction:  Mexico
Formation Date:  08/01/2022

Entity Name:  Global Teahnclegies Incorporated
CSC Entity ID- 3750876

Edit Owner Type & Details

Changes parformed in this action will modify the original owner typa.
Owmer Name Owner Type Canificates Held
ABGLLC Common, Series &, 10,0000 Par Value, USD

Select v

| Direct Subsiciary
Domestic Heiding Company
Entity
General Partner
> General Partership
Holding Company
Joint Venture:
Limited Parner
Manager
Managing Member
Me
Minority Interest
Parent
Pariner
Shareholder
Sole Member
Sp ited Pariner

4.8.1.4 Edit Ownership Transaction

RESET CANCEL

Retun to Enity Grid

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.

Support: 800-927-9801 x66825
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Entity Details

Entity Name:  Global Technologies Incorporated Domestic Jurisdiction:  Mexico Return to Entity Grid

CSCEntity ID: 3750876 Formation Date:  D6/01/2022

Edit Ownership Transaction

*incicates & requied fikd
Maintanance performed on this page will modify the eriginal ewnership transactions. Data medified by this action will not create new historical records.

Total
owner  .ue of Date Ownership . ifcates Held "% Capital Action *of Cenificate  Location Outstanding
Type " Currently Shares
Held
Direct Moazozz (B 50 Comman, Series A, Select A Select v Select A
Subsidiary 10.0000 Par Value,
» so
Baok Enlry
Company Book
« | Company Vault
Electronic Minute Book
File Cabinet RESET  CANGEL
Law Firm

Pladged to Bank
SaferDeposit Box
Shareholder Possession

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.

Delete Cwnership
The selecied owner and all related ownership transactions will be deleted and removed from hislory by this action. Please click on confirm to proceed

Note: The selected owner may have issued capital Deleting owners with issued capital may require you to adjust the issued shares count under Capita!

Cwner Name Ouner Type Has Issued Capital
€SC EM. Ownership Group Parent Yes

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.

Support: 800-927-9801 x66825
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Entity Details
Entity Name:  Global Technaiogies Incorporated Domestic Jurisdiction:  Mexico Retumn to Entity Grid
CSC Entity ID: 3750876 Formation Date:  06/01/2022

Maintain Ownership Expiration

Enter the inactive as of date to expire an owner. This action will set the ownership * to zero and cancel any shares issued to the owner. An owner that has been expired can be returned
to active by selecting the reinstate check box.

Nate: Expiring owners with issued capital will not update the capital counts under Capital. Use the Maintain Capitsl action to adjust the Outstanding, Authorized, Treasury, and lssued counts

Qwner Name Owner Type Start Date Hint Active As Of Date Hint *Inactive As Of Hint Reinstate | Hint Has Issued Capital
ABC LLC Direct Subsidiary 11/03/2022 110372022 Yes

el

9 san -|mz1 v 0

CONFIRM RSN

Su Mo Tu We Th Fr Sa

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.

Entity Details

Entity Name:  Gichal Technologles Incorporated Domestic Jurisdiction:  Mexico
CSC Entity ID: 3750876 Formation Date: 06012022

Add External Owner

~indicales & reguired hukd

‘@) Organization Indrvidual
“Name: | GSG Entity Management (i)
s Intemational
» Buiking/Suite/Floor: | Select v
Adress Line 1: | 251 Litie Falis Drive
Address Line 2:

City: | Wilminglon

State/Country: | petaware v

2ZipPostal Code: | 18707

RESET  CANGEL

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

described in Section 4811)

Step 3: Add the new external owner(s) and select Save when finished.

Support: 800-927-9801 x66825
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Maintain Ownership
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*inclicates & raquired field

When adding new or modifying existing awners, enter their current cwnership %, shares, and date when the ownarship was changed or the capital was issusd or cancelled. A historical record will be

created for each ownership change.

“Owner Name Owner Type *As of Date Scw"ms"'p Certificates Held

ABCLLC Direct Subsidiary B |5

Fruit Distributors Corp B |25
ment Select v | 142022 B 25
Select Ouwme: Select v =

4.8.1.8 Maintain External Owner Details

Commaon, Series A

10.0000 Par Value,

usD

Comman, Series A,

10.0000 Par Value,

usp

Select Capital

Select Capital

Total

Shares o ival Action ol Centificate  Location

Currently Shares

Held
Select v Select
Select v Select
Select - Select
Select - Select

»

ADD MORE

LSl RESET CANCEL

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.

Vihat This Entity Owns | N

Ownershifg
Edit External Owner

+ owNERSHIP ACTI

indicates & required fieid

Changes applied to the external owner name will be applied to all places where the name exists. .

Qwner Nam *Name: | CSC Entity Management (]

| r~ r‘. ity ®us International
i = Building'Suile/Floor | Select -
Address Line 1 251 Little Falls Drive
Address Line 2
Cily. | Wimington
State/Country. Delaware

ZipiPostal Code: | 18707

4.8.1.9 Notes

Held

SAVE RESET CANCEL

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.

Support: 800-927-9801 x66825
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What This Entity Owni

Ownership
4 OWNERSHIP ACTIONS  EJOOWNLOAD GRID TO EXCEL  § MORE OPTIONS Show Quick Saarch  Ownarship AsOF 11142022 | B suatus:| Actve v
Owner Name Owner Type Ownership % Start Date Notes Owner Details
ABC Direct Subsidiary 500000 11/03/2022
CSC Entity Management 25.0000 1111472022
Frust Distributors Corp 250000 081012018

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.

. What This Entity Owns | Netes
Ownership 0O
+ owNERSHIF ACTIONS [P DOWNLOAD GRID TO EXCEL  § MORE OPTIONS Show Quick Search  Ownership Az Of 1111412022 BB Statust active v
] Owner Name Owner Type Ownership % Start Date Notes Owner Details
ABCLLC Direct Subsidiary 500000 11/03/2022 No notes added View Details View Address
[J  CSC Entity Management 25.0000 11/14/2022 No notes added View Details View Address
(J  Fruit Distributors Corp 25,0000 08/0172018 No notes added View Details View Address

4.8.1.11 View Address

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

What This Entity Owns | Notes D

Ownership

—+ OWNERSHIF ACTIONS  PJDOWNLOAD GRID TO EXCEL  § MORE OFTIONS Show Quick Search  Ownership A2 OF 1171412022 B8 Sttus | active i

Owner Name Owner Type Ownership % Start Date Notes Owner Details

ABC LLC Direct Subsidiary 500000 11/03/2022 No notes added View Details View Address
O CSC Entity Management 250000 11/142022 No notes added View Details View Address

Fruit Distributors Corp 250000 080172018 No notes added Wiew Details View Addre:

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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Ownership What This Entity Owns  Notes D

- OWNERSHIP ACTIONS ") DOWNLOAD GRID TO EXCEL ~ § MORE OPTIONS

Show Quick Search | Ownership As Of:  11/01/2022 B[ status: | Active v

Owner Name Owner Type Ownership % Start Date

Fruit Distributors Corp

50.0000 08/01/2018

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.

Ownership [t ey o wotes [

- OWNERSHIP ACTIONS [P DOWNLOAD GRID TO EXCEL $ MORE OPTIONS Show Quick Search  Ownership As OF:  11/14/2022 BB Status:  Active v
Owner Name Owner Type Ownership % Start Date Notes Owne¢
ABC LLC Direct Subsidiary 50.0000 11/03/2022 No notes added
CSC Entity Management 250000 1111412022 No notes added
Fruit Distributors Corp 25.0000 08/01/2018 No notes added View

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

i i Return to Ownership
What This Entity Owns
) DOWNLOAD GRID TO EXCEL  § MORE OPTIONS Show Quick Search  Ownership As OF| 1111412022 | B status:[ e

Owned Entity Owner Type Ownership % Certificates Held

# of Shares
Fnday Mormning 50.0000

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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Entity Details

Entity Name:
CSC Entity 1D

r B
=

3750876

Global Technologies Incorporated

Domestic Jurisdiction:
Formation Date:

Mexico
08/01/2022
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Return to Entity Grid

File Cabinet

Entity Details
Summary
Jurisdictions
Name History
DBA Names

Officers/Directors/Management

Capital

Ownership Transactio

- OWNERSHIP TRANSACTION ACTIONS

ns

) pownNLOAD GRID TO EXCEL

§ wore opmions

Owner Type

Direct Subsidiary

As of Date Owner Name
111472022 CSC Entity Management
1111412022 Fruit Distributors Corp
1103/2022 ABCLLC

080172018 Fruit Distributors Corp

Ownership %

Class

25.0000
250000 Common
500000 Common

50.0000 Common

Qwnership

B
B
D
]
0o
0
]
D

Ownership Transactions

Using the Ownership Transaction Actions drop-down list, you can perform a variety of actions (described in

Section 4.8.1), including the following:

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

and transaction history for future reference.

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

creating a full history.

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

not saved.

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

o Add Notes: Record notes related to an ownership transaction.

Entity Details

CSC Entity ID:

Entity Name:
3750876

» [ File Cabinet

4 [ Entity Details
[ Summary
[ Jurisdictions
[0 Mame History
[ DBA Names
[ Officers/Directors/Management
[ Capital
[ Ownership

[ Ownership Transactions

Global Technologles Incorporated

Ownership Transacti

Domestic Jurisdiction:

ons

- OWNERSHIP TRANSACTION ACTIONS:

Maintain Ownership

| ner Na

< Entty

| it Distriby
Pl Delate Ownership Transaction  — --0
[ — veull st

B DOWNLOAD GRID TO EXCEL

Mexico

Formation Date:  06/01/2022

§ worE oPTIONS

e Owner Type
Management
fors Corp

Direct Subsidiary
fors Corp

Show Quick Search

Ownership %

Return to Enlity Grid

O ReFRESH O reser

Class

250000
250000 Gommon

50.0000 C

50,0000
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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.

Entity Details

File Date EffectveDate = Survivoris) o Nom- Survivorts)

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

e Add Merger Transaction: Create/manage merger information for an organization and manage non-survivor
Director and Officer data as well as reassign ownership.

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

e 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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Jurisdiction of Formation:  Delaware

Formation Date: 10217200

onin gt sarnn o Entity Selection Transaction Details Maintain Ownershi Ownership Summary
= Entity Filings (0

» [ Minute Books

Select Survivor Entity
» [ Other Documents

4 = Entity Details

ABC, LLC(Delaware!

Select Non-Survivor Entity

Active Entity Selection

Divectors/Managermen mM |

) Ownership Transactions

) Merger Transactions
4 P~ OrgCharts

Y Gra

:\\ Audit
+ P Contacts

D) CSC Contacts Inactive Entity Selection

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.

m e Ot

Transaction Details

*Hate Filed (LR

*Effective Date | 030 e

Did the surviving enlity name change with the merngd

Review transaction entities

Entity Name Jurindichon Sarwrvon Hon. Surviver
Amancen Boos Sioees, LLE oun

SBCL LT ]

Agcisn B, LS Mihgan

Sindsin Uendschrng Sewann
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opeass Mpmay Dpersen 9 ) o

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.

%3 My Dashboard  Entities - Matbers &S00~ Orders & Results Documentts - Finangials Calendar + Reports . Forms &Tooks ~  Admin

adresction Details

Estity Selection

Ma

atain Cuwenership
Maintain Ownership

(] Expire O/D/Ms of Man-Surviver entities on: [ select Date v

) Expire direct parent ownership of the Nen-Survivor entities on: ) Sebesct Date e

Peagtign ownership of entithes owned by Non-Surviver entity?

Sebect one: (@) Reassign seloct entities () No

g
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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.

CSCNavigator® b » Qow & F

Reassign Ownership
Cloudy Day, Inc.

Summer Time LLC

Owned Enty Jumsaction Owneestup Type Ownersnip Percentage Ceruicates Held Repiace with Encty Termmate Ownersnp ENective Date Do Not Resssign

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

My Dashboard  Entities Matters & SOP ~~  Orders & Results Documents Financials Calendar Reports Forms & Tools Admin

© Entity Selection » @ Transaction Details @ Maintain Ownership @ Ownership Reassignment Summary

Transaction Summary

Survivor Entity: ABC Inc - LP Date Filed: 05/23/2023  Effective Date: 05/23/2023

MNon-Survivor Entities Jurisdiction
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My Dashboard  Entities »+ Matters & SOP \~ Orders & Results ~ Documents - Financials »» Calendar+ Reports Forms & Tools v Admin
Merger Transactions® Entity Favorites: | No Favorite Selected
- MERGER TRANSACTIONS B vown
File Date Effective Date Survivoris) el Mon- Survivor(s) Jurisdiction Data Transaction Notes

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.

My Dashboard ~ Entities  Matters & SOP .+ Orders & Results  Documents s Financiaks + Calendar - Reports o Forms & Tools s Ady

Entity Details

Jurisciction of Formation:  Delaware

Formation Date:  10/31/2008

Py Entity Filings (0 = Edit Merger Transaction
» [ Minute Books
[= Other Docurments

4 P Entity Details

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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Entity Details
Entity Name:  Frust Compary Jusisdiction of Formation:  Delaware ot
CSCEmny ID: 3211078 Formation Date:  08/012013 Retu
o Entity Filings (0] = b4
Delete Merger Transaction
B Minute Books

£ Other Documents

+ ¢ Entity Details Sunivoris) NonSunvvaris)
D) Summary
Frus Comaany Comgamy CNYL. Inc. ZAZ
D) Jurisdictions < = e

D) Name History

DBA Names

[ Officers/ Directors/Managemen
[ Capital
Ownership

[) Ownership Transactions

O Menger Transactions.

. Py Org Charts

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.

Entity Details
Entity Name:  Giobal Technalogies Incorporated Domestic Jurisdiction:  Mexico Return to Entity Gri
CSC Emtity ID: 3750876 Foermation Date:  06/01/2022

i print Entity Details @ Expand All
» [ File Cabinet

4 P Entity Details Entity Summary n

[ Summary
O Jurisdictions Entity Name: Global Technologies Incorporated CSC Entity ID: 3760876
. ) Renewal Billing
) Name History Uoﬂ"la‘stw Mexico Referanca/Matter
Jurisdiction:
[} DBANames « #
[} Officers/Directors/Management Formation Date: 08/01/2022 SIC/NAICS:
Annual Meeti
O Capital Entity Type: Sociedad Anonima de Capital Variable (S.A. de CV.) s SI;;E
O hil
O Ownership Fiscal Year End: 12/31 Lecation of N;z;:(e_
[ Ownership Transactions "
FEIN:
- Org Charts
& o Legal Structure:
(1 Graphical Charts Business
) Text Report Purpose:
Publicly Traded:
T Audit
+ B Contacs

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.
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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.

Entity Details

Entity Name:  Giobal Technologles Incorporated Domestic Jurisdiction: Mexico Return to Entity Grid
CSC Entity ID: 3750876 Formation Date:  DB/01/2022

“  Audit Results
» [ File Cabinet

4 [P~ Entity Details
view Al Date: 08162022 BB ro: 111142022 B action Type

E—
I

[ Summary

Y Jurisdictions

Date/Time Acfion User

[} Name History - —
L 1111422022 11:37 AM sh Corpt
[} DBANames 111142022 11:36 AM s Corpt
T 1:35 AM E Gorp#

3 Officers/Directors/Management
111412022 11:35 AW s Corpt
O Capital 4 7 St ] L
Shannen Rupinski Corpc
ship

Shannon Rupirsk Corpe
[) Ownership Transactions Shannon Rupinski Corpe
Shannon Rupinski Corpe
4 P~ Org Charts " >
Shannon Rupinski Corpe

) Graphical Charts Shannon Rupinski ot

10/27/2022 10:07 AM

Shannon Rupinski Gorpe

[ Text Report

08/28/2022 03:34 PM Cosmetic N Sha ipinsk Garpe

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.

Entiti
~+enTiTY ACTIONS £ DOWNLOAD GRID TO EXCEL : MORE OPTIONS
Add New Entity @.
Domestic Formation Date
Mass Update Jurisdiction
Bahamas 06/08/2022
Address Mass Update ‘
Brazil 06/02/2022
Search Entities OR
Canada
View Audit
Chile 10/17/2017
Remove Entity From System DE 08/02/2006
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Audit Results

Date/Time

11/01/2022 09:58 PM
11/01/2022 09°57 PM
11/01/2022 08:54 PM
11/01/2022 09-39 PM
11/01/2022 08:31 P
11/01/2022 09:31 PM
11/01/2022 0831 PM
10/01/2022 04.27 PM

1/01/2022 04°25 PM

View All Date: 08/16/2022 B 1o 1171472022 B actionType:| all

Action

Officer/Director’Management Deleted
Officer/Director/Management Custom Field Changed
Officer/DirectorManagement Custom Field Changed
Expire Existing Tilles

Maintain Officer/DirectoriManagement Details
Maintain Officer/Director/Management Details
Maintain Officer/Director/Management Details
Mainiain Officer/Director/Management Details

Expire Existing Tilles

User

Shannon R
Shannon R
Shannon R
Shannon R
Shannon R
Shannon R
Shannon R
Shannon R
Shannon R

N .- ] o]

User Organization

Corphmerica
Corphmerica
CorpAmerica
CorpAmerica
Comphmerica
CorpAmerica
CorpAmerica
Corphmerica

CorpAmesica

To view additional information regarding a specific change, click the action within the grid.

Audit Results

View Al Date: 08/16/2022 B o 11/14/2022 B srvantype: Al -
DatelTime Action User User Organization
1110172022 08 58 PM Officer/DrectorManagement Deleted Shannan R CorpAmesica
02022 68 57 Fid Officen/DirectorManagement Custom Field Changed Shannan R CorpAmerica
110772022 0854 P OficeuDeeciamAsnagemen: Custam Fiek Changsa Stannan R Corpamenca
11012022 0938 PM Expire Existing Titles Shannan R CorpAmenca
110172022 08.31 PM Maintain Officar/Director/Management Details. Shannon R CorpAmesica
11017022 08 31 P Maintain OficerDirectouManagement Detais. Staanon R Copamenca
110172022 09:31 PM Maintain Officer/Director/Management Details. Shannan R CorpAmenca
1116112022 0427 Fad Maintain Oficer/DirectouManagement Detais Shannon R CopAmenca
All details will be listed within the action
Audit Results
Action: Officer/Director/Management Deleted Date/Time: 11/01/2022 09:58 PM
User Shannon R User Organization CorpAmerica
Detail
Attribute Before After
Name John Jones Deleted
Title Managing Director
Subtitle

Entities

ABCLLC

Authorized To Sign As

OSE
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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.

Entity Details
Entity Name;  Glabal Technologles Incarparaied Domestic Jurisdiction:  Mexica Retum o Entity Grid
CSCEntity ID; 3750876 Formation Dale:  06/101/2022

= | Audit Results

» ) File Cabinet

4 [ Entity Details
View a1l Dste: 00182022 W o virez022 W scioatype an ~

Action User User

14142022 1157 AN ShanwR Cont
0 Shamon R ot

111412022 1135 A0 Shanm R o

142022 1135 AN

4 [ Org Charts

Comx
) Graphical Charts Come

[) Text Report come
Com

=

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

Audit Results

Action: Capital Deleted Date/Time: 11/03/2022 03:05 PM
User: Shannon Rupinski User Organization: Corporation Service Company
Detail

Attribute Before After

Class Commeon Deleted

Series Series C

Rights Non-Voting

Par Value No Par Value

Currency United States Dollar (USD)

Authorized 100

Outstanding

Treasury

Issued 100

CLOSE
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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)

Entity Details

Entity Name: Sunny Skies, LLC Domestic Jurisdiction:  Alaska
CSC Entity ID: 3750873 Formation Date:  06/02/2022

Folder Details Folder Security
4 {5 Main Drawer

B Annual Report Filings (0) Sunny Skies, LLC - Title Page
[ Entity Filings (Q)

4+ [2) Minute Books Domestic (- cka
Jurisdiction

# [ Sunny Skies, LLC (0) Entity Type: Limited Liability Company

[ Formation Documents (0) d4 Date Created: 09/08/2022

Agreements (0} Created By: Shannon Rupinski Created On: 09/08/2022

B M o Last Updated By: Shannon Rupinski Last Updated On: 09/08/2022
Minutes (0)

5 Certificates (0)

State Documents (0}
5 Misc. Documents () Documents in Sunny Skies, LLC
B IRS Filings (0)

5 Other Documents

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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Entity Details

Entity Name:  Sunny Skies, LLC
CSC Entity ID: 3750873

+ B> File Cabinet Documents in Entity Filings

Q_ Entity Document Search

4 (3 Main Drawer

-+ pocumENT ACTIONS 3 powng
5 Annual Report Filings (1)
) Entity Filings (1)
& M) Entity Name
» [ Minute Books
4 ) j Sunny Skies, LLC

[ Other Documents

Each document folder within the Main Drawer has its own grid and displays the document, along with information

related to the document.

Entity Details

Entity Name:  Sunny Skies, LLG Domestic Jurisdiction:  Alaska Retum to Entity Grid
CSCEntity ID: 3750873 Formation Date: 0640212022

P File Cabinet Documents in Entity Filings

Q Entity Document Search

4+ {3 Main Drawer

~+ DOCUMENT AcTIONS. £ DOWNLOAD GRID TO EXCEL i moRe oPTIONS Show Conick Seamch

Entity Name Filing Type Document Title

D Annual Report Filings (1)
) Entity Filings (1)

» [ Minute Books

« Sunny Swes, LLG
£ Other Documents 0

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:

e Create a Minute Book
e Add a Folder
e Edit a Minute Book

e Upload Document
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e 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.

Entity Details

Entity Name:  Sunny Skies, LLC
CSC Entity ID: 3750873

4 [P File Cabinet
O\ Entity Document Search
4 {3 Main Drawer
5 Annual Report Filings (1)
) Entity Filings (1)
» [ Minute Books

[ Other Doctrerme —

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

Create Minute Book

*indicates a required field

Entity Location
Sunny Skies, LLC (AK) Minute Books

*Minute Book
Name: Sunny Skies, LLC (AK)

*Template: Select ~

SAVE CANCEL

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.

Create Minute Book

* indicales a required field
Entity Location
Sunny Skies, LLC (AK) Minute Books

*Minute Book
Name: Sunny Skies, LLC (AK)

*Template: LLC/LP/Other ~
Title Page
o US International
Domestic Jurisdiction: |~ Alaska v

Entity Type: Limited Liability Compan -

Date Created: | 11/14/2022 &=

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 and6.2.2.3

Document Types for a description of folder types and document types.

Add Folder

*indicates a required field
Entity Location
Sunny Skies, LLC (AK) Minute Books/Sunny Skies, LLC
3

ASSIGN ENTITIES

*Folder Name: Resolutions
*Folder Type: General ~ | View Folder Type Attributes

Default Document
Type: General ~  View Document Type Attributes
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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.

Folder Details  Folder Security
4 [P File Cabinet

Q_ Entity Document Search Folder Details

4 =) Main Drawer
B Annual Report Filings (1) Created By: Shannon Rupi
3 Entity Filings (1) Last Updated By: Shannon Rupi

4[5 Minute Books
4 [~ Sunny Skies, LLC{0) N .
Documents in Minutes
5 Formation Documents (0)

5 Aereements (0)

4 5 Minutes (0) 4 DOCUMENT ACTIONS Boow

B 2020 Minutes (0)

[ 2021 Minutes (0) Document Title

5 2022 Minutes (0)

[ Certificates (0)
5 State Documents (0)
5 Misc. Documents (0)
=) IRS Filings (0)

[ Other Documents

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.

Select Additional Entities

®) Active Entities Inactive Entities

American Bookstore LLC (Brazil)

Charmed Designing LLC (Chile) m
Entity Management LLC (Delaware)
Friday Afternoon LLC (Delaware)

Friday Morning LLC (California) REMOVE

Fruit Distributors Corp (France) REMOVEALL
Global Technologies Incorporated (Mexico)

Ireland Foraver 1 1.C (Ireland) s

ADD ENTITIES CANCEL

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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*indicates a required field

Entity Location
Sunny Skies, LLC (AK) Minute Books/Sunny Skies, LLC/Minutes
ABC LLC (BS) Minute Books/Sunny Skies, LLC/Minutes
American Records Research, LLP (OR)  Minute Books/Sunny Skies, LLC/Minutes [
Business Development LLC (CA) Minute Books/Sunny Skies, LLC/Minutes (1
»

ASSIGN ENTITIES

*Folder Name: 2019 Minutes
*Folder Type: Minutes v | View Folder Type Attributes

Default Document
Type: Minutes ~ View Document Type Attributes

SAVE CANCEL

Click on the folder icon in the far right to select the new folder location for each of the selected entities.

Add Folder

*indicates a required field

Entity Location
Sunny Skies, LLC (AK) Minute Books/Sunny Skies, LLC/Minutes
ABC LLC (BS) Minute Books/Sunny Skies, LLC/Minutes| (1
American Records Research, LLP (OR)  Minute Books/Sunny Skies, LLC/Minutes i ]
Business Development LLC (CA) Minute Books/Sunny Skies, LLC/Minutes| (2
»

ASSIGN ENTITIES

*Folder Name: 2019 Minutes
*Folder Type: Minutes v | View Folder Type Attributes

Default Document
Type: Minutes ~ View Document Type Attributes

Select the desired folder location.
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Select Folder Location

Note: Only folders you have the proper permissions on will be available for this
action.

Entity: ABC LLC (BS)
4 {3 Minute Books

4 = GSM Bahamas
O [ Articles
[ Bylaws
[ Minutes
D stock Certificates
[ Forms & Permits
] B state Documents

5 Misc. Documents

OK CANCEL

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.

Add Folder

*indicates a required field

Entity Location ~
Sunny Skies, LLE (FU) Minute Books/Sunny Skies, LLC/Formation

Documents

ABC LLC (CA) Minute Books/Sunny Skies, LLC/Formation ]
Documents
Minute Books/Sunny Skies, LLC/Formation -

American Bookstore LLC (GA) — p o oo i}

g American Records Research,  Minute Books/Sunny Skies, LLC/Formation o

9 e 03) Documents v

< >

ASSIGN ENTITIES
*Folder Name: | Resolutions
*Folder Type: | General ~ | View Folder Type Attributes
Default Document
Type General t Type Attributes
CANCEL

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 File Name

Document Date

Document Description

Uploaded By

Uploaded Date

Last Checked In/Out By

Last Checked in/Out Date

Version

Notes

Document Title

Document File Name

Document Date

Meeting Date

Meeting Type

Uploaded By

Uploaded Date

Last Checked In/Out By

Last Checked In/Out Date

Version

Notes

6.2.2.3 Document Types

Document Title
Document File Name
Document Date
Certificate No.

Date Issued

Issued To

Units

Uploaded By

Upload Date

Last Checked In/Out By
Last Checked In/Out Date
Version

Notes
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Document Title
Document File Name
Document Date
Certificate No.

Date Issued

Issued To

Shares

Uploaded By

Upload Date

Last Checked In/Out By
Last Checked In/Out Date
Version

Notes

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.

Folder Details  Folder Security

Documents in Sunny Skies, LLC

- DOCUMENT ACTIONS

Document Title

MyCalends

Displaying: 1-1 | Limited 10 200 rows per page

EIDOWNIOAD GRIO TO EXCEL

£ wosE oFoNs

Document File Name

WyCalendae pdt

Document Date Uploaded By Upioad Date

Shannon Ruginsti 1He2022

SE—— O e

Version Notes
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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.

Document Title

Document File
Name

Document Date

Document Notes

Document Title

Document File
Name

Document Date

Meeting Date

Meeting Type

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

Document Title

Document File
Name

Document Date

Certificate No.

Date Issued

Issued To

Units

Document
Notes

Document Title

Document File
Name

Document Date

Certificate No.

Date Issued

Issued To

Shares

Document Notes

Document Title

Document File
Name

Document Date

Document
Description

Document Notes

Document Title

Document File
Name

Document Date

Document
Description

Document Notes

Document Title

Document File
Name

Document Date

Document
Description

Document
Notes

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.

Entity Details

CSCEntity ID: 4439159

4 [ File Cabinet

4 3 Main Drawer

4 f5) Minute Books

£ Minutes (0)
) Certificates

Q_ Entity Document Search

Entity Name:  Sunny Skies, LLC

Enable Document Folder Recrdering (i [

) Annual Report Filings (0)
) Entity Filings (0)

4 [ Sunny Skies, LLC (1)
) Formation Documents (0)

) Agreements (0)

(0

[ State Documents (0)
£ Misc. Documents (0)
9 IRS Filings (0)

Y Other Documents

.l 1 Documents in Sunny Skies, LLC

- DOCUMENT ACTIONS E200WNLOAD ¢

O ‘ Document Title

MyCalendsr

o 1
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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.

Edit Minute Book

* indicates a required field

*Minute Book
MName: Sunny Skies, LLC

Title Page
®)US () International
Domestic Jurisdiction: |~ Florida v
Entity Type: | General Partnership v

Date Created: = 11/16/2022 E

SAVE CANCEL

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.

Support: 800-927-9801 x66825
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Delete Minute Book(s)

Selected minute book folder, along with any documents and/or subfolders, will be deleted. Please click
Confirm to continue.

Minute Book Name Assigned To Created By Created On
Sunny Skies, LLC Sunny Skies, LLC Shannen Rupinski 11/16/2022

CONFIRM CANCEL

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.

Entity Details

Entity Mame:  Sunny Skies, LLC
CSCEntiy ID: 4439159

Domestic Jurisdiction: ~ Florida
Formation Date. 11092022

Folder Details  Folder Security
E File Cabinet ~

|| Entity Document Search Folder Details

+ [2) Main Drawer
=) Anewial Report Filings (0 Croated By: Shannon Ruginski Created On: 11/16/2022
[) Entity Filings (0) Last Updated By: Shannen Ruginski Last Updated On: 111672022

£ Minute Books

£ Sunny Skies, LLC (1)
Documents in 2021 Agreements
) Formation Doecuments (0)

+ P Agreements (0)
S +oocuMENTACTIONS  PIDOWMLOADGRDTORNCEL  § MORE OFTIONS
=) 2022 Agreenments (0)
[ IRS Filings (0} Document Title Document File Name. Document Date Document Description
) Minutes (0

Enilly Managemant pdt

P Certificates (0]
£ State Documents (0)

£ Misc. Documents (0)

Other Documents

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

Support: 800-927-9801 x66825
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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:

e Add a Folder

e Edit Folder

e Upload Document
e 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 1011)

For more information on these actions, refer to Section 6.2.

Entity Details
Entity Name:  Sunny Skies, LLC
CSC Entity ID: 4439159

Folder Details Folder Security

4 =) Main Drawer
[ Annual Report Filings (0) e
) Entity Filings (0)

+ | (3 Minute Books Created By: Shannon Rupinski

Last Updated By: Shannon Rupinski
4 [ Sunny Skies, LLC (1) 4 "

) Formation Documents (0) 4
4 Agreements (0) Documents in Tax Filings
[ 2021 Agreements (1)
[ 2022 Agreements (0)
B IRS Filings (0) - DOCUMENT ACTIONS [-)DOWNLOAD GRID TO EXCEL
[ Minutes (0)
[ Certificates (0) Ll
[ State Documents (0)

[ Misc. Documents (0)

4 [5) Other Documents

) Tax Filings (0)
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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:

e Upload Document: Add a new document.

e Bulk Upload Documents: Upload multiple documents at once.

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

e Edit Document Attributes: Edit the attributes associated with a document.
e Email Entity Document(s): Email documents directly from the grid.

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

e View Document Versions: View the different versions of a document.

Folder Details Folder Security

Folder Details

Documents in Formation Documents

+ pocumenT acTions 2 DOWNLOAD GRID TO EXCEL i MORE OPTIONS

Upload Document
Bulk Upload Documents Title Document File Name Document Dal
Copy Documentis) Bs Entity Favorites. pdf
Delete Document{s)
Edit Document Attributes
Email Entity Documents)

Move Documentis)

Wiew All Versions
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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.

| Documents in ABC LLC

+-0OCUMENT ACTIONS [ DOWNLOAD GRID T EXCEL i wosE oPTIONS Show Quick Search m
o ‘ Document Title Document File Name Document Date Upioaded By Upload Date Version Notes

EM Architecture Overview EM Arentasture Dvervien paf Shannen View Uisar 1182022 Version 1.0 h|

6.4.2 Generate Al Document Summary

The Al 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.

Documents in Minutes

+ DOCUMENT ACTIONS b DOWNLOAD GRID TO EXCEL s MORE OPTIONS

) Document Title Document File Name Document Date
) [W4¥*] csc Com Bylaws Archived CSC Corp Bylaws Archived.pdf 01/10/2002
J D ¢’ CSC Enterprises Bylaws CSC Enterprises Bylaws pdf 01/152026
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Clicking the Al-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.

Al Document Summary for CSC Enterprises Meeting Minutes X

CSC Enterprises held its quarterly meeting where the agenda included discussions on daily
scrum calls, review of Board of Directors notes, and nomination of new directors. It was
confirmed that future meetings will occur every second Tuesday of the month. The monthly
directors notes were reviewed and approved.John Rose was nominated as Chief Executive
Officer

ve strive for accuracy, we

CLOSE EXPORT TO PDF

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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Upload Document

*indicates & required fisld

Document Details

*Document: Ho file chosen Hint
Uplead to Folder: ABC LLC - (assigned to ABC LLC)

Document Title: |

Document Date: |:| =

Document Notes: |

(Ige vl RESET CANCEL

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.

4 [ Minute Books
4 [= ABCLLC(1)

' Forma!uz? cuments (0)
' AgreemenIsT0)
[ Mindtes e[+ Coy |
[ Certificates (0}
[ State Documents (0)
[ Misc. Documents (0)
) IRS Filings (0)

3 Other Documents
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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.

Bulk Upload Documents

*indicates 3 required fiald

Upload Gueue
SELECT DOCUMENTS

REMOVE ALL DOCUMENTS

[® EM Architecture Overview.pdf

B How to Set Enfity Favorites.docx

B Entity Management Brochure. pdf

[® Custom Stock and Capital.docx

4 Documents Selected
The total size: 3854 KB

*Select Document Type: General w | View Document Type Afttributes

[VZRerAvl LIPLCAD AND EDIT ATTRIBUTES  CANCEL

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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Copy Document(s)

Copy Document(s)

You are about to copy the selected documentis) to ancther folder. Please select the desfination folder.
Mote: You must have at least Edit permissicn on the destination folder to select it.

Document Names: EM Architecture Overview. pdf

Current Folder: ABC LLC (Assigned to Friday Afternoon LLC (Colerado))

Find Entity: | Friday Aftemoon LLG (Colorado)

Select new folder to copy document(s): Hint
4 [5) Main Drawer

C1 [ Annual Report Filings
1 Entity Filings
(=] Minute Books

[ Other Documents

SELECT ADDITIONAL ENTITIES | COPY DOCUMENTS pRets=N

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.

Support: 800-927-9801 x66825
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Copy Document(s)

Copy Document(s)

You are about to copy the selected document(s) to ancther folder. Please select the destinafion felder.
Mote: You must have at least Edit permission on the destination folder to select it.

Document Names: EM Architecture Overview pdf

Current Folder: ABC LLC (Assigned to Friday Afternoon LLC (Colorado))

Entity Location

Friday Afternoon LLC (Colorade) Entity Filings
ABC LLC (CA) Entity Filings [}
American Bookstore LLC (CA) Entity Filings i
American Records Research, LLP (03) Entity Filings [}
3

SELECT ADDITIONAL ENTITIES | COPY DOCUMENTS JReEI(HSR

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.

Copy Document(s)

Copy Document(s)

You are about to copy the selected documeni(s) to another folder. Please select the destination folder.
Mote: You must have at least Edit permission on the destination folder to select it

Document Names: EM Architecture Overview pdf
Current Folder: ABC LLC (Assigned to Friday Aflernoon LLC (Colerado))
Entity Location
Friday Afternoon LLC (Colorado) Entity Filings
ABC LLG (CA) Frfitv Filinas 5]
o Ameri { -
/] American Bookstore LLC (C Select Folder Location
American Records Research

Note: Only folders you have the proper permissions on will be available for this action.
ISS1  Entity: ABC LLG (CA)

4 3 Main Drawer
[0 2 Annual Report Filings
[0 [CJEntity Filings
4 |3 Minute Books
» [0 C1ABG LLG (1)
= other Documents

m CANCEL

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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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.

Move Document(s)

“You are about to move the selected document(s) to another folder. Please select the destination folder.
Mote: You must have at least Edit permission on the desfination folder fo select it.

Document Names:

Current Folder:

Entity Favorites pdf

Formation Documents (Assigned to Sunny Skies. LLC (Florida))

Find Entity:

Sunny Skies, LLC (Florida)

Select new folder to move document(s): Hint

4 [ Main Drawer
) 1 Annual Report Filings
[ (2 Entity Filings
4 [T Minute Books
» B 1 Sunny Skies, LLC (1)
» [=1 Other Documents

6.4.8 Delete Document(s)

CANCEL

MOVE DOCUMENTS geeiiiie=R

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).

Delete Document(s)

The selected document(s) will be deleted. Please click Confirm to continue.

Document Title
EM Architecture Overview

Document File Name Uploaded By Uploaded Date
EM Architecture Shannen View User 11/16/2022
Overview.pdf
>
CONFIRM CAMNCEL

Support: 800-927-9801 x66825
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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.

Edit Multiple Document Attributes

* indicates & reguired field

D Document File Hame *Document Title Document Date Meeting Date Meeting Type

D EM Architecture Overview. pdf | Please Select v

EM Architecture Overview | | |E | | ]

RESET CAMNCEL

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.

Email Entity Documents

Email Note
Please use care when sending documents as email altachments. Transmitfing large files as attachments may
overioad a recipient's mailbo o email server

Most email systems have their own independent attachment file size kmits. Email messages sent with
attachments exceeding that limit may be rejected

*Subject:

From: Shannon. Rupinskicscglobal.com
*Send To:

Email Message:

Attachments: * Entity Favorites pdf

RESET CANCEL

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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Entity Details
Entity Name:  ABC LLC Domestic Jurisdiction:  Canada

CSCEntity ID: 4333485 Formation Date: 03142022

Entity Full Text Search

Please enter @ ward or phrase and dlick search to find documents where the document content matches your search criteria.

Soasch Taxt

3 Annual Report Filings (0 Entity Document Attribute Search

5 Entity Filings (1 Please complete one or more flakds and click search 1o find documents that meet your search criteria

) Minute Books Whers Minute Books () Other Documents (g) Both

£ ABCLLC(1)

nents (1 Document Tite ® Begins () Contains Exact

Documant Date: From =1 =

Document Uplosd Date: From LR =

Folder Name: | sgiect

MNote: Full Text and Document Attribute searches cannot be combined

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 Sea rching for Documents fora 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:
o System Admin Group — users with the Minute Book or Other Documents Document Admin role
e System Edit Group — users with the Minute Book or Other Documents Edit role
e System View Group — users with the Minute Book or Other Documents View role

Support: 800-927-9801 x66825
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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.

Folder Details  Folder Security

Security Details for ABC LLC

Users/Groups View Edit Admin

EFFECTIVE PERMISSIONS MANAGE USERS/GROUPS MANAGE SECURITY

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.

Support: 800-927-9801 x66825
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Folder Details ~ Folder Security

Manage User(s) for ABC LLC

@) User Group
Available Minute Book Users: *Assigned Users/Groups
Colin Barratt Minute Book Admin
Shannon View User Minute Book Edit

Minute Book View

ADD ALL

REMOVE

REMOVE ALL

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.

Support: 800-927-9801 x66825
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Both actions are completed using the Add and Remove buttons.

Folder Details Folder Security

Manage Group(s) for ABC LLC
(") User (@) Group

Available Groups: *Assigned Users/Groups:

New FLS Group Minute Book Admin
sdifsafwersjdidsfoiwedaf Minute Book Edit

Shannon FLS Group m Minute Book View

ADD ALL
REMOVE
REMOVE ALL

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.

Support: 800-927-9801 x66825
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Folder Details

() User

Awvailable Groups:

Folder Security

Manage Group(s) for ABC LLC

Py
O] Group

CREATE GROUP

Mew FLS Group
sdlfsafwersjdidsfoiwedaf
Shannon FLS Group

*Assigned Users/Groups

Minute Book Admin
Minute Book Edit
Minute Book View
cancet
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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.

Folder Details

Folder Security

Create Group

*Group Name: | Mew Group

Users: @ Minute Book (] Other Document

Available Group Members:

Colin Barratt
Shannon View User

*Azsigned Group Members:

CANCEL
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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.

Folder Details  Folder Security

Manage Permissions for ABC LLC

Users/Groups View Edit Admin
Minute Book Admin
Mute Book Edit

Minute Book View

SAVE RESET CANCEL

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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Folder Security

Security Details for ABC LLC

Users/Groups View Edit Admin

View Users Effective Permissions

Folder Level Security - ABC LLC

Security

User Name View Edit Admin Admin

Colin Barratt

Shannon View User

CLOSE

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:

o Corporate Tracker: View the jurisdiction status of every jurisdiction where CSC is Registered Agent.
e Officers/Directors/Management Manage ODMs.

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

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

e DealRoom Results: Obtain order results and transactions statuses.

e Compliance Mail History: View all compliance mail received and forwarded by CSC.
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=1 My Dashboard Entities .~ Orders & Results ~ Documents

Entities

- ENTITY ACTIONS

Entities
Boc

Entity Portfolio
Entity Name

Corporate Tracker
ABCLLC

American Bookstore LLC .
Officers/Directors/Management
American Records Research, | sar
Business Development LLC -
Organization Chart
Entity Management LLC

Friday Afiemoon LLCG
DBA Names
Friday Morning LLG

Global Technologies Incorparai . o
Compliance Mail History

Sunny Skies, LLC

Top Lion Company
Agent Addresses

Delaware E-Filing

Calendar ~~ Reports~~ Forms & Tools ~  Admin

Entity Favorites:  No Favorite Selected A4 Save Edit Delete Default
Show Quick Search  Show: | all ~ 3 REFRESH ) RESET
Formation Date Entity Type CS5C Indicator (s:;f Service ‘ Entity Status | Entity Status D
us
03M14/2022 AFI NonCSC NiA Active 03/14/2022
01/01/2022 CORP NonCEC MNiA Active 03/01:2022
04/01/2021 A NonCSC NiA Active 04/01/2021
1118/2022 Lc NonCEC MNiA Active 1/16/2022
04/01/2022 Lc csC ACTVE
020972022 Lc NonCEC MNiA Active 02/00/2022
03142022 FOUNDATION NonCEC MIA Active 03/14i2022
0200812022 TRUST NonCSC A Active 20082022
11/09/2022 GF NonCEC MIA Active 11/09/2022
041202022 CORP CsC ACTVE Inactive - Cancelled 041122022

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.

Corporate Tracker

EIDOWMOMDGRDTORKEL 3 MORE OFTIONS

Registered With

Gty Fovoritnss| Mo Favorite Selected

- =
-

Show Quick Search  CSCEmuiy S ACI v Jurischcton Stms: A1

niThru Date | Prior Status

€5C Natified Registered Agent

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.

Corporate Tracker

EI0OWMOADGROTOECEL MOREOPTIONS

Entity Hame Jurisdiction

=====

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
1011) 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.

My Dashboard  Entities ~ Orders & Results Documents Calendar Reports ~  Forms & Tools ~  Admin

Officers/D I

Entities

—+o/mmacrions P
— Entity Portfolio Corporate Tracker Officers/Directors/Management
Jones, Bab Organization Chart DBA Names Compliance Mail History
Jones, Bob

Jones, Bab Agent Addresses Delaware E-Filing

Jones, Bab

Jones, Bob I e — S
Jones, Bob Assistant Clerk American Baokstore LLC Perpetual 1213112998
Jones, Bob Chief Technology Officer American Bookstore LLG Perpetual 12312899
Jones, Bab Director American Bookstore LLC Perpetual 1273112998
Jones, Bob Executive Vice President Amencan Bookstore LLG Perpetual 1213112998

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. Thisis 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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o Malissa Gelden

C/_) CSC CSCNavigator™ m‘ @

My Dashboard  Entities  Business Licenses ~ Matters & SOP~~ Orders & Results Documents ~ Calendar ~+ Reports ~ Forms & Tools Admin

Administration & Preferences

Logged in as: Melissa Golden Organization: Melissa's CSC Group
Calendar
Manags Calencar Alerts HR Integration Group Preferences

Manage Fields and
Screens:
Manage Gustom Fields

Group Notification Preferences:

Select the type of changes you are looking to track within your organization. Based on your selections, new tasks will be created on your HR Task Grid when updates are made

in your Workday (HR) system for your linked Directors & Officers.

Name
Manage Systern Value

Employee Status
Lists

Job Title

Business Title
Company Name

Location

Region

m i

Capital Series

Entity Preferences:

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.
If there are multiple exact matches, a suggestion will not appear.
If there is no suggested match, or the suggested match is not the correct employee, you can search
for the correct match.

HR Integration — Manage Linked Directors & Officers

Lind W CSC Stat I v Link St Al
CSC Name CSC Email CSC Status Employee Name Employee id Employee Email Employee Status Employee Status Date Link Status
James Bames Active James Bames 21118 jparmes Errarkcay net Active Linked
May Wel Actve Uniinked
Sam Wilson Active Sam VWison 21050 pisonQrronkaay net Active Lnked

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.
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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 enroliment.

7.2.1.4 View & Manage HR Change Tasks

1. Asyour 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.

To see a task for each title & entity assigned to the Officer & Director, select ‘HR Tasks — Portfolio’
from the ‘Viewing’ menu.

Review the change task, and take any action needed.

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 atask 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.

CSCNavigator™ 1 Announcements @ e Melissa Golden

My Dashboard  Entities Orders & Results Documents Calendar Reports Forms & Tools Admin
. H Viewing: MR Tasks - Consolidsted v Entity Favorites:  No Favorite Selected v Edit  Delete Default
Officers/Directors/Management - HR g ‘ -
|- O/DMACTIONS [ DOWNLOAD GRIDTO EXCEL  § MORE OPTIONS Show Quick Search Change Type: | Al v TaskStabus:| Multiple v
CSC Name HR Change Type HR Action HR New Value HR Change Date HR Effective Date Task Status Last Updated Updated By Notes
James Bames Business Tille Modification ulive Vice President - 03/21/2023 03212023 In Progress v 03212023 Melissa Golden m

Exea
Operations

Sam Wilson Business Title Modification President & Chief 032172023 032172023 To Be Done v
Technalogy Officer

7.2.2 ODM Actions

You can perform the following actions at the portfolio level:
e Add Single ODM with Multiple Titles
e Add Multiple ODMs with Single Title
e Add New Title for Existing ODM
e Add Existing Titles to Additional Entities
e Add New Title and Archive Original
e Modify Existing Titles
e Maintain Title Attributes
e Maintain Term Dates (for an existing ODM)
e Mass Update — Business or Personal Custom Field
e Expire Existing Titles
e Delete ODM
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e Manage Custom Titles

e Manage Slates (associated with several entities)
e View or Edit Business Information

e 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.

O.I.'fice rS/DireCtorS/Management Entity Favorites:  No Favorite Selected Edit Delete Default
| ~+ o/p/m ACTIONS [ DOWNLOAD GRID TO EXCEL : MORE OFTIONS l Consclidated View  Show Quick Search Roles:  All v | Status: Active w
Name Title Entity Term Expires On

Jones, Bob Assistant Clerk ABCLLC Perpetual 12/31/2999 Bus  Per

Jones, Bob Chief Technology Officer ABCLLC Perpetual 12/31/2999 Bus Per

Jones, Bob Director ABC LLC Perpetual 12/31/2999 Bus Per

Jones, Bob Executive Vice President ABCLLC Perpetual 12/31/2999 Bus Per

Jones, Bob Managing Director ABGC LLC Perpetual 12/31/2999 Bus Per

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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Add Single Officer/Director/Management - Multiple Titles
ez a mqures it
Solact Individual or Entity
o) imivacint () En
Fi 1L ne:
elect T
o Tms  subwse Autnorisedto SgnAs  FistElecks  Last Elected
et e Vi = m m
i Aazistant Sesret Vs e W - -
. . P = = =
P = = =
P m m m
*Salact Entities ADD MORE

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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Add Multiple Officers/Directors/Management - Single Title

* indicates a required field

*Select Role: | pirector v
“Select Title: | Chief Executive Officer v
Subtitle:
“4
Authorized to Sign As: v

Officers/Directors/Management Names - Individuals

*First Name Middle Name *Last Name Suffix First Elected Last Elected Expires On Hint
Daniel Anderson v || 1012022 BB & =
Max Powers v || 1012022 B B &=
Lisa Evans v || 11012022 & & =

v = =] m®
v =] 2] 5]

ADD MORE

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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Add New Title for Existing Officer/Director/Management

*inaicates a requied ekl
Hame Active
Jones, Bob Assistant Clerk (Officer)
Chief Technology Officer (Officer)
Director (Director)
Executive Vice President (Officer)
Managing Director (Manager)

Inactive

New Title(s): 1ot

*Role “Title Subtitle Authorized to Sign As  First Elected Last Elected Expires On Hint
Director ¥ | | Chief Technolagy O ¥ P v Uz B = =
*Select Entities: LT LS

Active Entity Selection

American Bookstare LLC (Canada)

American Records Research, LLP (Afyonkarahisar)
Business Development LLC (Califomia)

Entity Management LLC (Alabama)

Friday Aftemoon LLC (Colorado)

Friday Moming LLC (lowa)

Global Technalogies Incorporation (Cakfomia)
Sunny Skies, LLC (Flerida)

Inactive Entlty Selection

Top Lion Company (Alabama)

fo [fffe

:
5

2
#
F

ELVSN PREVIOUS RESET CANCEL

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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Add Existing Titles to Additional Entities

* indicates a requirad fisid

Name Active Inactive
Smith, John Chairman (Committee)
Clerk (Manager)

Comptroller (Officer)
Secretary {Director)

Selected Titles Hint

Chairman (Committee) First Elected: | 11212022 | B Last Elected: B Expires On:| [ bint

Note: Term dates are optional. Any dates entered will be applied to entity(s) selected below

*Select Entities

Active Entity Selection

REMOVE

REMO'

Inactive Entity Selection

REMOVE

iz [iERe

o
fiil
4
Q

VE ALL

PREVIOUS RESET CANCEL

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.

Modify Existing Titles

Rale. MNew Title Sublitie Muthorized 1o SignAs  FirstElected  Last Elected Expires On i

Oficar v | [ Sacratany . p v nomz = =

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.

Enaty ‘Sutatic. Authouized To Sign As

i
i
i

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

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

Add New Title and Archive Original

* dioates 3 requred fekd

Campirolisr (CHfcer)

Secretary (Directar)

*Original Tile Expires On: 11/21/2022 &8 Hinl

“Rele “New Tidle Subtitle Authorized 1o Sign As  First Elected Last Elected Expires On Hir

v | timn @ L] L]

Divecor ¥ | | Assistant Secretary ¥ P

Note: Term dates for the new Btle are oplional. Any dates entered will be applied o enliies selecied below
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. Also note that when the

ERVE FREVIOUS  RESET  CANCEL

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.

Officers/Directors/Management

+O/O/MACTIONS PIDOWNLOADGRIDTOEXCEL 3 MORE OPTIONS
Name Title

Jones, Bob Director

Jones, Bob Director

7.2.2.8 Maintain Term Dates

Entity Favorites:  No Favorite Selected Default

v APPLY Edit Delete
v G REFRESH O RESET

Consolidated View  Show Quick Search Roles: All v | status: Inactive

Entity Term Expires On
ABCLLC 1111412022 Bus  Per
11/14/2022 Bus Per

American Bookstore LLC

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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Maintain Term Dates

Changes to term dates will be applied to all entities where selected Officers/Directors/Management are assigned. To modify term dates for selected
entities, use the Modify Existing Titles action.

First Elected Last Elected Expires On

Please enter the dates to be updated: | 11/14/2022 |E& =BVl liv7 2=l COPY TO SELECTED

Name: Current Title (Role): First Elected: Last Elected: Expires On:  Hint

Jones, Bob Director (Director) 11412022 BB B 112202022 BB

S\l PREVIOUS RESET CANCEL

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.

Mass Update - Business Custom Field
pacares s g ses

*Business Custom Field:

Hegon
Nove: 17es acoon s erema T2 eimas por pclale, Any Slars appiod on ha OffcorsDractorsManagermer: orid wil ba reflactod hero

PREVIOUS CANCEL

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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Mass Update - Business Custom Field

Region: Canada COPY TO SELECTED

J O/D/IM Name QOriginal Region Updated Region
Jones, Bob Canada

O smith, John

York, Jane Canada

Note: Only original values can be modified using this action. Use the edit action available on the Officers/Directors/Management Business Information screen to
delete a previously entered value. The maximum field length is limited to 10 characters.

PREVIOUS [EJAY=l RESET CANCEL

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.

Expire Existing Titles

Name Selected Title(s)

Jones, Bob Managing Director (Manager)

Hint
*Expire Selected Titles On:| 11/01/2022 |

*Select Entities

Active Entity Selection:

ABC LLC (Canada)

American Bookstore LLC (Canada)
American Records Research, LLP (Afyonkarahisar)

Business Development LLC (California)
Entity Management LLC (Alabama)

Friday Afternoon LLC (Colorado)
Friday Morning LLC (lowa)

Global Technologies Incorporation (California)

Sunny Skies, LLC (Florida)

Inactive Entity Selection

Top Lion Company (Alabama)

2
(=}
o
b
=
|~

REMOVE

REMOVE ALL

* indicates a required field

PREVIOUS RESET CANCEL

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.

Officers/Directors/Management

+O/O/MACTIONS PIDOWNLOADGRIDTOEXCEL 3 MORE OPTIONS Consolidated View
Name Title Entity
Jones, Bob Director ABCLLC
Jones, Bob Director American Bookstore LLC

7.2.2.11 Delete ODM

Entity Favorites:  No Favorite Selected v Edit  Delete Default

Show Quick Search Roles: Al v | status:  Inactive v G REFRESH ORESET

Term Expires On
11/14/2022 Bus  Per
1111472022 Bus  Per

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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Delete Officers/Directors/Management

*indicates a required field
Name Active Inactive

Jones, Bob Chief Technology Officer (Director)

Note: This action will delete the Officers/Directors/Management shown above for the entities selected below. Data will not be archived.
*Select Entities
Active Entity Selection

ABC LLC (Canada)
DI

ADD ALL
REMOVE

REMOVE ALL

Inactive Entity Selection

ADD ALL

REMOVE

> >
=}
=} =]

REMOVE ALL

DISUSI PREVIOUS RESET CANCEL

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 detailin 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).

Support: 800-927-9801 x66825
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Officers/Directors/Management Enty Fevrbr | No Fevorite Seec
4 O/D/MACTIONS  PDOWNLOAD GRID TOEXCEL 3 MORE OPTIONS Consclidated View  Show Quick Search Roles:  All v | Stat
Name Title Entity Term Expires On Region

Jones, Bob Assistant Clerk ABC LLC Perpetual 123112999

Jones, Bob Chief Technology Officer ABC LLC Perpetual 1213172999

Jones, Bob Director ABC LLC 0 Years 1112212022

Jones, Bob Executive Vice President ABC LLC Perpetual 12/3112999

Jones, Bob General Partner Perpetual 12/3112999

Jones, Bob Managing Director Perpetual 12/3112999

Jones, Bob Assistant Clerk Perpetual 1273112999

Jones, Bob Chief Technology Officer Perpetual 12/31/2999

\nnae_Bah Nicactac fvaase 1170070

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).

Officers/Directors/Management oty et Mo Favrte Sce
+ O/D/MACTIONS P DOWNLOAD GRID TO EXCEL  § MORE OPTIONS Consolidated View  Show Quick Search Roles:  All v Staf
Name Title Entity Term Expires On Region

Jonas, Bob Assistant Clerk ABC LLC Perpatual 12/31/2999

Jones, Bob Chief Technology Officer ABC LLC Perpetual 12/31/2999

Jones, Bob Director ABC LLC 0 Yaars 112272022

Jones, Bab Executive Vice President ABC LLC Perpetual 12/31/2999

Jones, Bab General Partner ABC LLC Perpetual 12/31/2999

Jones, Bob Managing Director ABC LLC Perpetual 12/31/299% Bus Per
Jones, Bob Assistant Clerk American Bookstore LLC Perpetual 12/31/2999 Bus Per
Jones, Bob Chief Technology Officer American Bookstara LLC Perpetual 12/31/2999 Bus | Per
Jones, Bob Director Americ kstore LLC 0 Years 22022 Bus | Per
Jones, Bob Executive Vice President American Bookstore LLC Perpetual 1273112999 Bus | Per

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:
Support: 800-927-9801 x66825
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e Add Role

e Edit Role

e Delete Role

- Roles
Displaying: 1-8 | Limited to 200 rows per page
O/DVM Role Actions = Grid Actions =
Add Role
Edit Role E £SC
MANAGED
Delete Role ¥
Director ¥
Manager Y
Member Y
[  Non-Signer N
Officer i
Partner ¥
Pawer of Attorney ¥
Titles:
e Add Title
e EditTitle
e Edit Ranking
e Delete Title
~ Titles
Displaying: 1-96 | Limited to 200 rows per page
Q/DM Title Actions ~ ~ Grid Actions =
Add Title
Edit Titl
I it Title ROLE RANKING MANAGED
[ EdtRanking wk Officer Y
0 Delete Thie o1 Director Y
[ Assistant Secretary Manager Y
[ Assistant Secratary Member Y
[] Assistant Secretary Officer Y
[ __ Assistani Secratan: Paner ¥

Support: 800-927-9801 x66825
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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.

Add Role

*indicates a required field

“Enter Role: Non-Signer

LL\'/S RESET CANCEL

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.

Edit Role

*indicates a required field

“Enter Role: | Non-Signer

ET\U=l RESET CANCEL

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).

Support: 800-927-9801 x66825
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Add Title

= indicates a required field

*Roles | Director -

O *Title Rank

Director of EMEA Region @

-

ADD MORE
RESET CANCEL

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.

Edit Title

*indicates a required field
Edit Selected Title

*Show Title As:

Director of EMEA Regions

Display Ranking Hint

CSC Managed: No

Add Delete

Current Roles
Director

Roles

Select

RESET CANCEL

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.

Support: 800-927-9801 x66825
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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.

Edit Officers/Directors/Management Ranking

Displaying: 1-35 | Limited to 200 rows per page

CsC
TITLE RANKING MANAGED
Assistant Clerk 1 Y
Assistant Secrelary 3 Y
Assistant Treasurer 4 Y
Assistant Vice President 5 Y
Chairman 2 Y
Chairperson Y
Chief Executive Officer Y
Chief Financial Officer Y
Chief Onerating Officer [ Y

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

Officers/Directors/Management Gty Favrtoss_ N Fovaie Seleg
4 ODMACTIONS P9 DOWNLOAD GRID TO EXCEL  § MORE OPTIONS Consolidated View  Show Quick Search Roles:  All v  Stal
Name ® e Entty Term Expires On Reglon Ranking =
Jones, Bob Assistant Clark ABC LLC Perpatusl 1231712999 1

Jones, Bob Assistant Clerk Perpatual 123112395 1

Janes, Bob Assistant Clerk saarch, LLP Perpetual 123172999 1

Jones, Bob Assistant Clerk Busness Development LLC Perpatual 1231712999 1

Jones, Bob Assistant Clerk Perpetusl 1203112999 1

Jones, Bob Assistant Clerk Perpstual 12/31/2995 1

Jones, Bob Assistant Clerk Perpetusl 1231712999 1

Janes, Bob Assistant Clerk Global Technologles Incorparation Perpatual 1203112999 1

Jones, Bob Assistant Clerk Sunny Skies, LLC Perpatual 1213112955 1

Janes, Bob Assistant Clerk Top Lion Company Perpetual 1273112999 1

Smith, John Chairman ABC LLC Parpatusl 1203112999 2

Smith, John Chairman American Bookstore LLC Perpetual 12/3112858

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.

Support: 800-927-9801 x66825
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o The following titles will be deleted from all roles where fhe litle exisis. Select Delete fo proceed.

« Controlier

Displaying: 1-87 | Limited to 200 rows per page

O/DIM Title Actions = Grid Actions =
CsC
| TIMLE ROLE RANKING
MANAGED
I Controller Officer Y
Director Director |
(]  Director Member Y

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:
e Add New Slate: Add a new slate of ODMs to the portfolio.
e Manage Slate Assignment: Assign a slate to entities within the portfolio.
e Edit Slate Membership: Add new members to a specific slate.
e Change Slate Member Titles: Change the titles of slate members across all assigned entities.
o Remove Slate Member: Expire or remove members from an existing slate.

e Delete Slate Member: Delete members from an existing slate if they were originally added by mistake.

Manage Slates
Displaying: 1-1 | Limited to 200 rows per page

ODM Slate Actions  +  Return to O/D/M Grid
Add New Slate

I Manage Slate Assignment SLATE NAME

Edit Slate Membership Jigned EMEA Slata

Change State Member Titles
Remove Slate Member

Delate Slate Membsr

Support: 800-927-9801 x66825
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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.

Add New Slate

* indicates a required field
* Enter Slate Name: APAC Slate

Brief Description

* Select Role(s) l Al

* Select Available Officers/Directors/Management

NAME + ROLE TITLE SUBTITLE AUTHORIZED TO SIGN AS
Jones, Bob Officer Assistant Clerk -
Jones, Bob Officer Executive Vice President
Jones, Bob Officer Chief Technology Officer
Jones, Bob Director Director
] Jones, Bob Manager Managing Director
Jones, Bob Director General Partner
Smith, John Manager Clerk
Smith, John Committee Chairman
Smith, John Director Secretary

v
Smith _lnhn Officor Camntrallar

»

CRRYISVRARVA\YSY RESET CANCEL

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.

Support: 800-927-9801 x66825
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Manage Slate Assignment

* Select Officer/Director/Management Slate:

APAC Slate
NAME ROLE TITLE SUBTITLE
Jones, Bob Officer Assistant Clerk
Jones, Bob Director General Pariner
Smith, John Manager Clerk

*Select Entities

Active Entity Selection

* indicates a required fieid

AUTHORIZED TO SIGN AS

ABC LLC (Canada)
American Bookstore LLC (Canada)

Records R h, LLP (,

ADDALL
REMOVE
REMOVE ALL

Entity Management LLC (Alabama)
Friday Afternoon LLC (Colorado)
Friday Morning LLC (lowa)

Sunny Skies. LLC (Florida)

Inactive Entity Selection:

Top Lion Company (Alabama)

Business Development LLC (California)

Global Technologies Incorporation (California)

RESET CANCEL

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.

Support: 800-927-9801 x66825
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Edit Slate Membership

*Slate Name: APAC Slate

Slate Description: ‘

~inclicates a required fisld

%
Select Role(s): All -
Select Available Officers/Directors/Management
NAME + ROLE TITLE SUBTITLE AUTHORIZED TO SIGN AS
Jones, Bob Officer Executive Vice President
]
D Jones, Bob Officer Chief Technology Officer
] Jones, Bob Director Director
D Jones, Bob Manager Managing Director
< mith, John ommitiee airman
I [ ] Smith, Joh C it Chail
Smith, John Director Secretal
Iy
mith, John icer omptroller
Smith, Joh Offi Comptroll
D Smith, John Director Assistant Secretary
(] York, Jane Director Director
\:| ‘York, Jane Officer Secretary

RESET CANCEL

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.

Support: 800-927-9801 x66825
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Change Slate Member Titles
* ndhcates & required fiekd

Slate Name: APAC Slate

NAME ROLE TIME SUBTITLE AUTHORIZED TO SIGN AS
| &ones. oo ofcer Assistant Clek
[_]Jones, Bob Director General Pariner

(JSmith, John Committce Ghairman

[JSmith, John Manager Clork

Selected Officer/Director/Managament:
Jones, Bob. Assistant Clerk (Officer) View Existing Titles

Select an option:

®) Add new title(s)

*Role “Title Subtitle Authorized to Sign As
Director ¥ | | Director v [ P v
Modify xisting title details or select a new title
Role New Title Subtitle Authorized to Sign As
b vl P v

Note: Replacing the title with a new title will not create a historical record

RESET CANCEL

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).

Support: 800-927-9801 x66825
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Remove Slate Member

Slate Name:
APAC Slate

| | NAME

I Jones, Bob
[ dones, Bob
[ Jones. Bob
[ Smith. John
[ Smith John

elect an option:

ROLE

Director
Director
Officer
Gommitice

Manager

TITLE SUBTITLE

AUTHORIZED TO SIGN AS
Director

Beneral Pariner

Assistant Clerk

Chairman

Clerk

® Expire selected Officers/Directors/Management and remove from the slate

Expires On| 11282022 |E@ Hint

Remove selected Officers/Directors/Management from the slate

7.2.4.6 Delete Slate Member

RESET CANCEL

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.

Delete Slate Member

Note: Deleting a slate member will remove the Officers/Directors/Management from all entities where the slate has been assigned.

Slate Name:
APAC Slate

n NAME
[] Jones Bob
( Jones, Bob
I Smith. John
( Smith, John

7.2.5 Setting Default Grid Display

ROLE

Officer
Director
Committee

Manager

TITLE SUBTITLE

AUTHORIZED TO SIGN AS

Assistant Clerk
General Pariner
Chairman
Clerk

RESET CANCEL

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

26 for more detail.

Support: 800-927-9801 x66825
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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.

Officers/Directors/Management

—+ /oM ACTIONS  P) DOWMNLOAD GRID TO EXCEL & MORE OPTIONS

@ Download Grid to PDF
Name Title ¥
Customize Grid Display
Jones, Bob Assistant Gl LLC
Jones, Bob Chief Techn ~ Set Group Level Grid Display LLG
Jones, Bob Director l Download for Document Generation I:ILE
Jones, Bob Execulive Bl C
Jones, Bob General Pariner ABC LLC

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.

Support: 800-927-9801 x66825
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Download for Document Generation

Sort criteria will determine the horizontal representation of
the O/D/M data across the spreadshest.

O/DIM Sort Criteria:

MName W

File Output: (@) Condensed Hint

Expanded Hint

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.

Organization Chart

Organization Chart Typs o Style Last Run By LastRun Date Last Updated By Lastu

11728020
1172820

1172802t

Support: 800-927-9801 x66825
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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.

*Chart Filtering: Clear Filters

~Available Owners :

Select an entity to establish the starting entity for the Organization
Chart. Use the filter options to narrow the available entity list.

Refine Available Owner List

From here, you can select specific criteria to filter the available owner list.

Support: 800-927-9801 x66825
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Select Ownership Filter Criteria
Owwnership As of Date os/3I02021 Ea

Choose Owner Status (@) Active Owners
<y Inactive Owners

Ty Adl Owners Hint

Portfolio Or External (@) Fortfolio
¢ T External

¢ ) Both

Entity Or Individual (@) Enfity
T Individual

Ty Boths

*Available Owners

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.

“Chan Famrag ! 2w B L

fro. il oy

Macieie | ngcnont . 1
= et Sy flerameer P i

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.

Support: 800-927-9801 x66825
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~System Fields /

As Of Date: 01/01/2020 B0 [ auR'e

Mo tie

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.

Support: 800-927-9801 x66825
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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.

Support: 800-927-9801 x66825
CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 158 of 316

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.

S A .
Organization Chart Format Pupllan Search:
Formatting Rules: Ovenvi -
e UsS International Both erview
Domestic Jurisdictii = Delaware M
Blue Tide Ltd.
ADD ATTRIBUTE Belgium - Luxembourg
|

Shape: Rectangle = Color: Light Blue - mﬂn'"l mn%l 100"'”1

Corp Services Inc Hulk Inc. Iron Man Corp Global Movers Ltd.
Delaware Alabama Delaware Singapore
ADD RULE RESET
100%, 85% 15%

Entity 1 Black Widow LLC

Alabama Georgia

Display Rules: SIU..-.ul 50%

When creating multiple formatting rules, it is recommended that you rank the rules to indicate which rule takes

Avengers Corp Alaska Entity 10 Change
New York Alaska

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.

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com



mailto:CSCEntityManagement@cscglobal.com

Page 159 of 316

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.

Organization Chart Format £ oI e
Formatting Rules: =
Overview ¥

Select -

ADD ATTRIBUTE
Shape: Rectangle ~ | Color: | Light Grey -

ADD RULE RESET
Corp Services Inc Stark Industries

Display Rules: Delaware Delaware

MNote: Any updates to the formatting rules will need to be saved in ordefto display l
on the organization chart Alaska Entity IO Change

Alaska

Non Stock Corporation Test
Virgimia

RANK ATTRIBUTE OPERATOR VALUE [SHAPE o0

! - -
1 Someste Includes opEtiel mectangle Lol
Columbia
| = Entity Status Includes Active Rectangle  Dark fiu
- American Document Retrieval, Inc.
Delaware

—’ SAVE AND UPDATE CANCEL CHANGES

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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ChartType Criteria  Attributes Formatting Summary ~Chartfolio

Organization Chart Summary
Graphical Chart Qutput
Qutput Format : ® FoF () visio

Click here for sdditionsl PDF printing instructions.

Organization Chart Name:

®) Public () Private

Organization Chart Summary

Chart Type: Ownership

Layout Style: Standsrd

Selected Owner: Iran Man Corp (DS)
Levels: All Up All Down

Chart Criteria

ATTRIBUTE OPERATOR

s OiD=e Equals

Puplli=a

EMAIL EXPORT REFORT

ron Man Corp
Im —
Stark e ‘ Avengers Corp ‘ | Black WidowLLC ]
ANCEL o
merican Docament Retrieval Tric>

CRITERIA

082320

1

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.

Chart Type Criteria Attributes Formatting

Organization Chart Summary

Summary

Chartfolio

Luplli&a

Graphical Chart Output
Output Format : (@ PDF () Visio

Click here for additional PDF printing_instructions.

EMAIL EXPORT REPORT

Overview ~

| Iron Maa Corp ‘

1T —1

l Avengers Corp | I Black Widow LLC | Entity 1 }

| Hulk Inc. | | Corp Services Inc |

Global Movers Lud.

| Blue Tide Ltd. |

Organization Chart Name:
(@) Public

Private

SAVE

Stark Industries Thor LLC

| Non Stock Corporation Test | American Document Retrieval, Inc.

CANCEL

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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Email Graphical Chart

Subject:

From:

*Send To:

Message

Email Notes:

* indicates a required field

ryan.dzielak@cscglobal.com

e

Emails can be sent to multiple recipients by entering their email addresses separated by a comma.

Please use care when sending documents as email attachments. Transmitting large files as attachments may overload a
recipient's mailbox or email server.

Most email systems have their own independent attachment file size limits. Email messages sent with attachments

exceeding that limit may be rejected.
RESET CANCEL

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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FINANCIALS

Chart Type Criteria Attributes Formatting Summary [Chartfolio
Pupllsé=n
Organization Chartfolio

context menu to show and hide entities. When this action is performed, the
location of the remaining entity nodes on the chart may automatically adjust
to maximize page efficiency. Users can also manually manipulate the
location of entity nodes on-screen

For an optimal experience, it is recommended that you utilize the context
menu actions to create breakout charts prior to performing any on-screen
manipulation to manually move entity nodes.

Additionally, the volume of attributes chosen 1o display in the nodes and
formatting rules that modify node shapes (triangle, oval, eic.) can influence

the size and therefore layout of the nodes. Finalizing selections around
attributes and formatting Is also recommended priof to performing any on- Global Movers Ltd Iron Man Carp Hulk Inc | Corp Services Inc
screen manipulation to manually move entity nodes.
Stark Industries Thor LLC
I Nen Stock Cerporation Test | I American Document Retrieval, Inc ‘

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-

Support: 800-927-9801 x66825
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chart was created from.

T
‘ Corp Services Branch

cnce

DOCUMENTS ~ FINANCIALS ~ CALENDAR REPORTS FORMS & TOOLS ADMIN

Default Chart
Organization Chartfolio

Chartfolic Actions :
ADD LEGEND
Default Chart

Corp Services Branch

Qutput A XPORT REPOR
Format: @ FDF Visio EXPORT REPORT | Global Movers Ltd. ‘ Imn.\IanCarp| | Hulk Inc. ‘ Corp Services Inc

*Chartfolio Name: Biue Tide Ltd. Avengers Carp Black Widew LLC Corp Services Branch

T
® pubic () Private P Thiie

CANCEL Noa Stock Corporation Test | American Document Retrieval, Inc ‘

7.3.2.3 Modifying a Sub-chart

Sub-charts can be modified using a combination of edit and context menu actions.
e 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.
o 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.
e 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.
Attributes  Formatting Summary Chartfolic

Organization Chart Legend

Organization Chartfolio
As of Date: 06/23/2021

Chartfolio Actions :

Formatting Rules
ADBEEEEND 1 Domestic Jurisgiction  Includes Delaware .

Default Chart 4

2 Ownership Equals 50
Corp Services Branch ) Percentage
Legend Chartfolio Notes

Output Enter Chanfolio Notes Here
Fﬂ,,fm: @ PDF Visio EMAIL EXPORT REPORT

*Chartfolic Name:

@) Public Private

SAVE CANCEL

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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CSCEntityManagement@cscglobal.com



mailto:CSCEntityManagement@cscglobal.com

Page 165 of 316

Pupllle

Overview ~

Company Chart

Edit Connector

E td
E -L
Eranch
»
Hiulk: Inc.
Alzbamz
For Profit Corporation
I
Entity 1 Black Widew LLC
Alabama Georgia Avvengers Corp
Affiliate Limited Lizhility Company Maw Vork
Non Prefit Corperation —

T

Alaska Entity I0 Chanze
Alaska
For Profit Corporation

it

Delzware

l

Non Stock Corporation Test

Limited Liability Company

Virginiz

-
Glokal Maovers Ltd.

Limited Company

i

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.

jat}

Lupelleamn

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.

Matrix Wellness LLC
]

100%, 40%1 o
Bold Thinking Inc. Uncovered Solutions LLC
100% HIDE PARENT
Gravity Sky Diving LLC HIDE BRANCH

CREATE SUBCHART

SHOW DIRECT OWNER

Click the SHOW DIRECT OWNER context menu option to display direct owner(s), one layer of ownership at a time.

Matrix Wellness LLC Watertown Acquisition LLC
100% 40%1 GOEVi
Bold Thinking Inc. Uncovered Solutions LLC
100%
Gravity Sky Diving LLC

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.

Attributes Formatting Summary Chartfolio

Organization Chartfolio

Chartfolic Actions :

ADD LEGEND CHART MODELING |
Default Chart
Output ) Visi EMAIL EXPORT REPORT
Format : -/ PDF ) Visio

*Chartfolio Name:

(@) Public () Private

CAMCEL

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

Support: 800-927-9801 x66825
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Additionally, you can enter data for any attributes chosen when you created the initial chart within the Selected

Attributes section.

=1 My Dashboard  Entities .

Summary

Create New

Selected Entity:  Uncowered Solutions LLC

*Mame:  Upbeat Instruments

*Ralationship to Selected Entity-  Child
Ownership %: | 50
TextField: | Tp pe acquired 2026

Apply formatting via the options below:

Shape: Rectangle

Color: #7Tceed

Add additional display data via free form text.

SAVE & ADD NEW

Chart Modeling

pPuplle;

o Ingicators

Forms & Tools ~ Admin .

C/_) CSC CSCNavigator™

Business Licenses ~  Matters & SOP . Orders & Results Documents  Calendar s Reports v

v Matrix Wellness LLC

Watertown Acquisition LLC

I 1

Bold Thinking Inc.

I

Gravity Sky Diving LLC

CANCEL

Uncovered Solutions LLC

l

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.

Matrix Wellness LLC

Watertown Acquisition LLC

+ 1
Bold Thinking Inc. Uncovered Solutions LLC
50%)
Gravity Sky Diving LLC Upbeat Instruments
To be acquired 2026
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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:

e Move entity
If the selected node has children, you will get three options:

e Move entity and all children
e Move entity and leave its children

e 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. Inthe ‘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.

CQcsc

My Dashboard  Entities *~ Business Licenses s Matters & SOP ~~ Orders & Results ~+ Documents ~ Calendar~ Reports~~ Forms & Tools ~  Admin

Summary Chart Modeling
a reomR _
52 aa ﬁ + . m=m ¥ Indicators Default Chart
Move
Selected Entity: Bird Seed Inc.

| Breckview Acquisition LLC | | Matriz Wellness LLC |

Moving Target Inc Bold Thinking Inc |

Bird Szed Inc. Gravity Sky Diving LLC
Crossroads Manufacturing Lid.

Watertovm Acquisition LLC |
Move Under:  und

Uncovered Solutions LLC |
™) Move en Uncovered Solutions LLC (Utah)

Move entity and leave its children

) Move all children and leave entity in its current location

CANCEL
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Summary Chart Modeling

Move
Selected Entity:  Bird Seed Inc
Move Under: Uncovered Solutions LLC
. Move entity and all children
) Move entity and leave its children
Move all children and leave entity in its current location

CANCEL

& 2 1 = = ¥ Indicators

Overview Y
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CQcse

& My Dashboard Enfities *s Business Licenses ~ Matters & SOP~~ Orders & Results ~» Documents ~~ Calendar ~» Reports s Forms & Tools »»  Admin

| Brookview Acquisition LLC | | Matrix Wellness LLC | | Watertown Acquisition LLC |
Bold Thinking Inc. | | Unecovered Solutions LLC |
Bird Seed Inc. Gravity Sky Diving LLC
| Crossroads Manvfacturing Ltd. |

Fair Deals Inc.

Click save within the left-hand pane and the respective action will be taken within the chart.

Matrix Wellness LLC

Watertown Acquisition LLC

k.

1 :

Bold Thinking Ine.

Uncovered Solutions LLC

l

Gravity Sky Diving LLC

7.3.3.4 Edit Action

Bird Seed Inc.

l

Crossroads Manufacturing Ltd.

l

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.

CQcse

] My Dashboard Entities~~ Business Licenses v Matters & SOP*~ Orders & Results *» Documents ./ Calendar*~ Reports*~/

Summary Chart Modeling

A .
52 11 2 [ i v Indicators

ot T eter + ]

Selected Entity:  Origin Story Inc.

Rapid Advancement Inc.
Ohio
Limited Liability Company
I

*Name: Origin Story Inc.

Ownership Information:
50% 100%
Rapid Advancement Inc. (Ohio) T » . .
Origin Story Inc. Positive Change Inc.
Idaho Oregon
ADD OWNERSHIP Limited Liability Company Limited Liability Company
Selected Attributes:
i _ 100%
(@) US () International

New Dav Real Estate Ltd.

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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C/Ocsc CSCNavigator™

=4 My Dashboard Entities »~ Business Licenses v Matters & SOP*~ Orders & Results ~~ Documents v Calendar>~ Reports v/

Summary Chart Modeling
Edit : ) é ¥ Indicators
Rapid Adv t Inc.
*Name: Orgin Story Inc. Pt \mf:emm
Ohio
Limited Liability Company
Ownership Information: L
Rapid Advancement Inc. (Ohio) g » SO%J 100%
Origin Story Inc. Positive Change Inc.
*Entity: Vision Venture Capital Ltd. (Delaware) Idaho Oregon
Limited Liability Company Limited Liability Company

Ownership %: 50
100%

New Day Real Estate Ltd.
CANCEL ADD [P p——

At this point you will see the ownership added as a card within the left-hand pane.

C/Ocsc CSCNavigator™

1 My Dashboard Entities ~~ Business Licenses »~ Matters & SOP ~ Orders & Results »~ Documents*~ Calendar~ Reports v/

Summary Chart Modeling
. a e om i
Edlt 52 11 2 1 v Indicators
Selected Entity:  Origin Story Inc.
Rapid Advancement Inc
*Name: Origin Story Inc. Ohio
Limited Liability Company
|
Ownership Information:
50% 100%
Rapid Advancement Inc. (Ohio) T » -
Origin Story Inc. Positive Change Inc.
Vision Venture Capital Ltd. (Delaware) T » Idaho Oregon
Limited Liability Company Limited Liability Company
ADD OWNERSHIP
100%
Selected Attributes: =
. ) . New Day Real Estate Ltd.
(@) US () International
L) ./ New Jersey
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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.

CQcse

4 My Dashboard Entities~~ Business Licenses *~ Matters & SOP~~ Orders & Results ~ Documents*~ Calendar~~ Reports~ Forms

Summary Chart Modeling

Chart Modeling 5 11 2 [ i v Indicators

Vision Venture Capital Ltd. Rapid Advancement Inc.
Default Chart Delaware Ohio

Holding Company Limited Liability Company
Output _. —~ ) |
Format: ® PDF () Visio EMAIL EXPORT REPORT
50% 50% 100%
Chart Model
Name: I
. Origin Story Inc. Positive Change Inc.
@ Public (7 Private - =
L — Idaho Oregon
Limited Liability Company Limited Liability Company
CAMNCEL 100%

New Day Real Estate Ltd.

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:
e Delete entity
If the selected node has children, you will get two options:

o Delete entity and all its children

e 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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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.

Organization Chart

- CRGANZATION CHARTACTIONS  E9JDOWNIDAD GRIDTOEXCEL  § MORE OPTIONS

. Grganization hart Type

Standard Chan

Graphical Fublic

Organization hant Style Accessibillty Last Run By Last Run Date. Last Updated By Lastyy

Publkc ni2ae2 Shann

Usar

sz 12820

Pubi 1izeznzz 12820

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

Entity Name Domestic Jurisdiction
Enterprise Company DE
Financial Service Corporation DE
Global Holdings Management Support Services, Finland
Inc.
Global Services, LLC Finland
USV & Global LLC U.S. Virgin Islands
Puerto Rico Corporation Puerto Rico
Hall Corporation AK
Holdings Company MD
Inc Corporation Finland
International Service Organization, Inc. DC
Leadership Training Corporation MD
Liasons Corporation DE
Puerto Rico, LLC Puerto Rico
Real Estate Ventures, LLC MD
Training Programs, LLC MD
Welcome to Enterprise Corporation DC

Linear — Multi Attribute

Support: 800-927-9801 x66825
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Enterprise Company (DE; For Profit Corporation)
Financial Service Corporation (DE; 100%; Parent; For Profit Corporation)
Global Holdings Management Support Services, Inc. (Finland; 100%; Parent; Aktiebolag(AB))
Global Services, LLC (Finland; 100%; Manager; Aktiebolag(AB))
USV & Global LLC (U.S. Virgin Islands; 99%; Parent; Limited Liability Company)
Puerto Rico Corporation (Puerto Rico; 100%); Holding Company; For Profit Corporation)
Hall Corporation (AK; 75%; Limited Partner; For Profit Corporation)
Holdings Company (MD; 100%; Parent; For Profit Corporation)
Inc Corporation (Finland; 100%, Parent; Aktiebolag(AB))
International Service Organization, Inc. (DC; 100%; Managing Member; Non Profit Corporation)
Leadership Training Corporation (MD; 51%; Manager; For Profit Corporation)
Liasons Corporation (DE; 90%; Sole Member; For Profit Corporation)
Puerto Rico, LLC (Puerto Rico; 100%; Domestic Holding Company; Limited Liability Company)
Real Estate Ventures, LLC (MD; 51%; Joint Venture; Limited Liability Company)
Training Programs, LLC (MD; 100%; Parent; For Profit Corporation)
Welcome to Enterprise Corporation (DC; 100%; Holding Company; Non Profit Corporation)
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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.

Entit Owner Criteria Matched  Domestic Jurisdiction Ownership Percentage  Ownership Type Entity Type
Enterpnise Company Yes DE For Profit Corporation
Financial Service Corporation Enterprise Company Yes DE T00% Parent For Profit Corporation
Global Holdings Management Support Services, Inc.__|Enterprise Company Yes Finland 100% Parent Aktiebolag{AB)
Hall Corporation Enterprise Company Yes AK 75% Limited Partner For Profit Corporation

gs Company |Enterprise Company Yes MD 100% Parent For Profit Corporation
inc Corporation |Enterprise Company Yes Finland 100% Parent
intemational Service Organization, Inc |Enterprise Company Yes DC 100% Managing Member
Leadership Training Corporation Enterprise Company Yes MD 51% Manager
Puerto Rico, LLC Enterprise Company Yes Puerto Rico 100% Domestic Holding Company _[Limited Liability Company
Real Estate Ventures, LLC Enterprise Company Yes MD 51% Joint Venture Limited Liability Company
Training Programs, LLC Enterprise Company Yes MD 100% Parent of Profit C
Global %Mcss. LLC bal Holdings Management Support Services, Inc. Yes Finland 100% Manager Aktiebolag(AB)
Puerto Rico Corporation Global Holdings Management Support Services, Inc Yes Puerto Rico 100% Holding Company it
1asons Corp: Leadership Training Corporation Yes DE 190% Sole Member

e orporation Training Programs, LLC Yes DC 'ﬂﬂ% Holding Company

USV & Global LL Global Services, LLC Yes U.S. Virgin Islands 99% Parent Limited Liability Compai

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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Enterprise Company

Entity Name Domestic Jurisdiction
Financial Service Corporation DE
Global Holdings Management Support Services, Inc. Finland
Global Services, LLC Finland
Hall Corporation AK
Holdings Company MD
Inc Corporation Finland
International Service Organization, Inc. DC
Leadership Training Corporation MD
Liasons Corporation DE
Puerto Rico Corporation Puerto Rico
Puerto Rico, LLC Puerto Rico
Real Estate Ventures, LLC MD
Training Programs, LLC MD
USV & Global LLC U.S. Virgin Islands
Welcome to Enterprise Corporation DC

Text Report Format Layout

Salection of Additional Atributes
Attribute Name:

Set column order

DOWN

BOTTOM

REMOVE

You can also format some text report org charts by applying sorting of your chosen attributes:

CRITERIA  ATTRIBUTES

[suinuncy [

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.

Support: 800-927-9801 x66825
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Report Orientation
‘@) Portrait

Output Format

Report Type:

Additional Attnbute . Select

Linear - Multi Attribute

Tier

Subsidiary

Landscape

®) Word POF

7.3.5 Maintain Existing Org Chart

Organization

+URGANIZAHUN CHART ACTIONS
Add Graphical Chart
e

Add Text Report

Maintain Organization Chart

Run Organization Chart

Delete Organization Chart

@) Linear - 2 Column (Entity Name plus 1 additional Attnbute)

v

Tier Indentation

Medium (10 pixels) v

Chart

) DOWNLOAD GRID TO EXCEL

Column Width Ratio

50/50% v

EMAIL  EXPORT REPORT

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.

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

: MORE OPTIONS

Organization Chart Type

Standard Chant
Standard Chart
Text Report

Standard Chant

Support: 800-927-9801 x66825
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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.

Organization Chart

— ORGANIZATION CHART ACTIONS [ DOWNLOAD GRID TO EXCEL ¢ MORE OPTIONS

Add Graphical Chart
e

Organization Chart Ty
Add Text Report

Standard Chart
Maintain Organization Chart

Standard Chart
Run Organization Chart Text Report

Standard Chart
Delete Organization Chart

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.

Organization Chart

0 The selected organization chart will be deleted and no longer available.

DELETE CANCEL

- ORGANIZATION CHART ACTIONS [ DOWNLOAD GRID TO EXCEL i MORE OPTIONS

Organization Chart Name Organization Chart Type Organiz,

Standard Chart Graphica
Standard Chart Graphica

Text Report

Taxt

Standard Chant Graphica

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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DBA Names Entity Favorites: o Favorits Selectas Edit Delete | Dehouh
DOWNLOAD GRIDTOEXCEL  § MORE OPTIONS Show Quick Search  DBA Mame Status:  Current Registration G REFRESH RESET
i g

Entity Name DBA Name Registration # Registered With Jdurisdiction
Giobal Tech Alameda County Clerk
Global Tech San Francisco County Clerk
Global Tech Tohama County Clark Coli
Lion Gompany Secretary of State, Lands and Trademarks Alabama
Top Lion Secretary of State, Lands and Trademarks Alabama
Lion Company Apacha County Arizona

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.

= - . —
C/)csc CSCNavigator™ w G
E4 My Dashboard Entities Matters & SOP ~» Orders & Results v Documents ~~ Financials »» Calendar ~» Reports* Forms & Tools ~ Admin
Entities Entity Favorltes:| No Favorl
Entities

+entmyacions  P9oc Hide Quick Search ~ Shows  All v '
Entity Portfolio Corporate Tracker Officers/Directors/Management

Entity Name tus Entity Status Date SIC/NAICS
Organization Chart DBA Names Merger Transactions =
Compliance Mail History Agent Addresses Delaware E-Filing

ABC, LLC 0610172023 10-5671, 20-5621

Acagemy GmbH wermany viszvs Mo ronusL s Actve 0173172023

ACME Inc ca 01012010 CORP csc ACTIVE Active 0170172010 45500

Acoustic SP GmbH Gemany 03/052014 GMBH NonCSC NA Active 031012023

Addison Il LP M 05/1812005 LP csc ACTIVE Active 0412772009

AGRC Global Ld. France 10/07/2008 CORP NonCSC NiA Active 100772008
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C/Ocsc CSCNavigator™ a o
My Dashboard Entities Matters & SOP Orders & Results Documents Financials Calendar Reports Forms & Tools Admin
Merger Transactions® Entity Favorites: | No Favorite Selects
} MERGER TRANSACTIONS B cowNLOAD GRID TOEXCEL | MORE OPTIONS
Add Merger Transaction .
Effective Date = Survivor(s) = ] = Non-Survivor(s) = Jurisdiction Data

Jurisdiction
Edit Merger Transaction

06/01/2023 American Book Stores, LLC lowa ABC, LLC

Delete Merger T

TOSI0aRZ02Y 05/08/2023 WR Funds LP Delaware WR Joint Venture Partner LLC Details

05/032023 05/032023 Global Business PBLC United Kingdom u Detai
03/292023 03/292023 Ready Ventures Delaware This Year Investments Details
03/01/2023 03/032023 Chess, Inc liinois Cadet, Inc Detai

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

e Add Merger Transaction: Create/manage merger information for an organization and manage non-survivor
Director and Officer data as well as reassign ownership

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

o 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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wr.m.-.,.w, M Ormariiy | Qumsctip Rasgamat | Sunnay

I Select Survivor Entity I
® Sebert enlily Trom goetioha Criabe Exterrad Oharur
- e Inack

Select Non-Survivor Entity

m.‘.F L MO RN WI

-..‘.h-&... I ey | ' Oy Mot | s By

Select Survivor Entity

L Select Non-Survivor Entity
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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.

Maintain Dweiib

Transaction Details
*Date Filed: () 0oy e

*Effective Date: B wRama b4

Did the surviving entity name change with the meﬂ;

Review transaction entities:

Entity Rams derindichian Swrvives Han- Surviver
Amancin Bock Siocea, LLE own

B WG Tawmre

Agdinon B L Michgan

Adadcn Marufachurng Seweww

S Do e

e b Ll L [ v Popenst W) Dpe e OFr 7 i e

Support: 800-927-9801 x66825
CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 183 of 316

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.

My Dashboard  Entities Matters & SO08 Orders & Resaults Diocurments Finandiaks Calendar Reports Forms & Toaks Mechrmin

@) Trassaction Details Maintain Cnership Dwrsiibip Reassignmen Summary

Maintain Ownership

Expire Q/D/Ms of Mon-Surdvor ontities on Sebect Date
Expire direct parent ownership of the Non-Survivor entities on Sebect Dain
Reassign awnership of entities ewned by Non-Surdives entity?
Select one: (@) Reassign select entities N

, =

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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' CSCNavigator® =

Reassign Ownership

Cloudy Day, Inc.

) Senmy Shes Cop e

Summer Time LLC

Owned Envty Jurisaiction Ownerstup Type Ownersnip Percentage Certicates wela Replace with Entty Termnate Ownersnip Enective Date 00 Not Resssign

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

My Dashboard  Entities » Matters & SOP Orders & Results Documents ~~  Financials Calendar Reports Forms & Tools Admin

Summary

(@ Entity Selection +@ Transaction Details @ Maintain Ownership (@ Ownership Reassignment

Transaction Summary

Survivor Entity: ABC Inc - LP  Date Filed: 05/23/2023  Effective Date: 05/23/2023

Non-Survivor Entities Jurisdiction
Sandy Ridge. LF Pennzytvania

Support: 800-927-9801 x66825
CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 185 of 316

Merger Transactions® Entity Favorites: | Mo Favorite Selected
T — B cown

File Date Effective Daie Survivoris) Surtection Non- Survivoris) Aurindiction Data Transaciion Notes

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.

Edit Merger 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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Edit Menger Transaction

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.

My Dashboard | Entities | Licenses & Permits | Matters & SOP | DealRoom | Documents | Calendar | Reports | Admin

DealRoom Results

Displaying: 1- 19

D) Ordwr Acioas = | O Grid Actions| = Show Quick Search  Shaw: Al T hom @B B o 02van B sl | Aead
| Embity/Subject Name  Result Date Entered Additional Reference File # Tnwsice# Project 1D €SC Entity I Date of Authorization  Matter#
S)[}] WORLD WIDE WEE'S INC. 0S/06/2013 1121 AM  [n/a) 123456.634321
B SSSEM TRAINING  gejnsrzons (nfa) ] (nfa) (na) (nda) (nfa) 159357.00005
cscEnTITY A t/Carmection R

BE ~ MENT DEMO.  05/06/2013 11:12AM  [n/a) mendment ComectionMe pe - secrstary of State 10000001 (e} w'a) (wa) [na) 13682.2357264.001
9)[7] CS5CPROPERTIES L INC, 09/06/2013 11113 AM  (nfa) ® DE- Sucretary of State 987654321 nda) (n'a) (nfa) nfa) 15689.2357264.001
C[E =rryrenti- 0%/05/2013 11:03 A [nfa crery of Stata 123458 (e wa oia wa) ELERTERY

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:

e Search for Order: Search for a specific order.
e Manage Matter Number: Associate a specific matter number with an order document.
o Email Order Documents: Email a document.

e Save Order Documents: Save or open a document.
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e 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:
e View Document: View a document.

e View Result Report: View the status/result of an order.

DealRoom Results

isplaying: 1 19

Show Quick Search  Show: &Il - fem: 002N B o 0702010 B pekesh S Resatd

Resalt Date Entered Additionsl Reference Inwoice# Project 10 CSC Entity 1D Date of Authorization  Matters

shic. osoezo1a 1zt AM (Wl 123436.654321

05/06/2013 ) /3) s o] s 135337.00009

3074333 s 1368 2001

o/a) ia) (/) s 13685,2357264.001

5C PROPERTIES L ING. 03/06/2013 11:13 AM  (vfa)

CALENDAR TEST Sy s R
| company, ne OWOS/2013 11:05 AN (W] 003.00568
WORLD WIDE WER'S ING, 05/29/2013 D543 PM  (fa) (n/al (nfs) 2139071 (/) May

CECENTITYMANAGEME
NT.COM, INC.

05/25/2013 05:33 PM May

©SC PROPERTIES I, INC. 05/29/2013 04:55 PM (nfa) (/a) /a) (n/s) (s) May
CSCENTI

v
MANAGEMENT DEMD,  03/23/201304:46 BM  (n/a 3074334 w3 May
u

PPERATIONS €Ou  guragran1a na:a2 P (vs) (/3] (03} 3074370 w9 May

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:

e Track: This allows you to track your own activity and the activity of other users relative to one or many

compliance documents

e 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

e 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.

o 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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@ Erin Wallach

My Dashboard  Entities Matters & SOP Orders & Results Calendar~~ Reports Forms & Tools ~~  Admin
Compliance Mail History e
_I ©5TRACK -/ DOWNLOAD [~EMAIL i MORE OPTIONS I )10/01/2023 to 12/31/2023
“ Transaction ID Group ID Entity Name Date Received Entity State ID csciD Sender
3 140388 A349739 LMS Compliance - Corporate Agents Entity 12/28/2023 000331000 3746552 Delawz
=) 140389 A349739 LMS Compliance - Corporate Agents Entity 12/28/2023 000331000 3746552 Delawz
|: 140392 A349739 LMS Compliance - Corporate Agents Entity 12/28/2023 000331000 3746552 Delawsz
‘, |i‘ 140390 A349739 LMS Compliance - Corporate Agents Entity 2/28/2023 000331000 3746552 Delaw:
3 140391 A349739 LMS Compiiance - Corporale Agents Entity 12/28/2023 000331000 3746552 Delawe
LMS Compliance CMP Application Test Entity - 123- Armed
. ™
E 139531 A348B04 Year 2023 - XXX Characters - Max DB Length - 12/14/2023 45678912345678912345678 3647945 c' ‘;j:
nacks
LMS Compliance CMP Application 9123°§%A7":12 .
I = DOWNLOAD GRID TO EXCEL I

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.

Compliance Mail History

Transaction 140388 | LMS Compliance - Corporate Agents Entity

Document Details 140388_LMS Compliance - Corporate Agents Entity

Transaction ID: 140388

Date Received:

12/28/2023 C/J CSC

Entity Name:
LMS Compliance - Corporate
Entity State ID:
000331000
Entity: LMS Compliance - Corporate Agents Entity
CsCID:
3746552 This is a reminder that your 2019 Annual Report will soon be due. State law requires you to file an Annual Report
along with the $50 filing fee with the Department of State between December 24 and July 3. To ensure your safety
Sender Jurisdiction: during the COVID-19 state of emergency, we are offering three safe and secure filing options.
Delaware
i 1. File online with a credit card here. In order to file online, you must use the above referenced unique
Mail Type: Customer Identification Number (CID) and Pin Number. Please keep them in a secure place

2. Mail in your completed Annual Report form (available here) along with a check or money order for $50
ayable to "Department of State”
3. File your Annual Report in person at our office located at 148 West River Street, Providence, RI 02904

Board of Equalization

Primary Contact:

Erin Wallach The filing of the annual report is a mandatory requirement to ensure good standing in this office and to avoid
revocation proceedings. In accordance with state law, business corporations that fail to file an Annual Report by
Additional Contact(s): December 1, 2021 are subject to a penalty fee of $25

Aishwarya Ainaavajula
Roshni Khadgi

If you have any questions, feel free to contact the Rhode Island Department of State by phone (401) 222-3040 or
email corporations@sos ri.gov.
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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.

Contains v
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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.

C/J CSC CSCNavigator™

=4 My Dashboard Entities ~ Business Licenses . Matters & SOP*~ Orders & Results~~ Documents~~ Calendar . Reports ' Forms & Tools s Admin v

e
Entities
+entryacTions  Pape Entities
Entity Name Entity Portfolio Corporate Tracker Officers/Directors/Management Ent
01 Entity Organization Chart DBA Names Merger Transactions Act
02 Entity Act
03 " P Ack)

Eg Compliance Mail History Bulk Import Agent Addresses

04 Entty Act
SERE Delaware E-Filing A
06 Entty Act
07 Enty Acti
08 Entity Acth
00 Entity 4045018 DE 050172024 CORP €csc ACTIVE Acti}
10 Entity 4044068 DE 0501/2024 CORP CcsC ACTIVE Act

Bulk Import Dashboard

™ Ei - {00
Create Entity Modify Entity Details Assign Directors & Maintain Director &
Officers Officer Title Attributes

L D

Maintain Import Bulk Import History
Templates
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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.

e 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 Toremove 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.

Bulk Impart Tool - Create Entity

¢ 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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Bulk Import Tool - Create Entity

Populate the grid below either manually or by uploading an Excel file to import new entity data.
Any data entered in an invalid format will be highlighted in red.

GENERATE FILE Upload template to import: | seiecTrie ‘ *Import Name:

*Entity Name

*Jurisdiction of Formation

Xan

m @ INarmaI I Bad Good MNeutral Calculatiol

$-%9 I'BS E Fm- Fo;l:l:l m Explanatory Input | Linked c Note

Humber &
CH For Profit Corporation (USAI
A B
i8 *Entity Name *Jurisdiction of Formation
Pl CSC User Guide, Inc. Delaware

D 3
*Entity Type *Formation Date *Entity Status

For Profit Corporation (USA) f hd 05/01/2024 Active 05/01/2024
Extra Provincial Limited Partnership

Extra Provincial Uniimited Liability Company (EXTRAPROVULE)

Extra Territorial Company

Federal Savings Bank

Federally Chartered Bani

Filial (FL)

Fiokuelep (FIOK

E |
*Entity Status Date Jurisdiction

Fised Unit Trust (international)
Fired Unit Trust (USA)
Fonds commun de placement (FCP)

For Profit Corporation (International]
For Profit Corporation (USA)

Once the Excel file is populated, click Select File from the Create Entity import page to upload the file and populate
the grid.

Bulk Import Tool - Create Entity

Populate the grid below either manually or by uploading an Excel file to import new entity data.

Any data entered in an invalid format will be highlighted in red.

Upload template to import: | seect e ]I’ImponName:

*Entity Name

*Jurisdiction of Formation

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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“indicates a required field

Bulk Import Tool - Create Entity

Populate the grid below either manually or by uploading an Excel file to import new entity data.

Any data entered in an invalid format will be highlighted in red

_ Upload template to import: | SELECT FILE Import Name: 0 Upload & Import FAQ's

“Entity Name. “Jurisdiction of Formation “Entity Type *Formation Date *Entity Status

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.

“indicates  tequired field

Bulk Import Tool - Create Entity

Populate the grid below either manually or by uploading an Excel file to import new entity data.
Any data entered in an invalid format will be highlighted in red

EEERR o v tomport [ s | “mport Name: vy Acaisins PP

“Entity Neme. “Jurisdiction of Formation “Entity Type “Formation Deke. *Entity Stetus

[ MM/DD/YYYY Achve - Current

e Pre-import validations include:
o The cell value is null for a mandatory attribute
o The value provided exceeds the attribute character limit

Attribute name ‘ Character limit
Entity name 120
Jurisdiction ID 40
FEIN 25
Business purpose 4,000
Renewal billing reference # | 40
SIC or NAICS 20
Annual meeting date 255
Location of minute book 255
FinCEN ID 25
Source system ID 40

o If a date type attribute, the value provided is an invalid date
= Date values must be in MM/DD/YYYY format
o Avalue 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.

e Create Import
e Upload File

Modify Entity Details

Do you want to create a new import or upload an already created file?

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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e Entities can be filtered in grid by selecting column headers or by using Entity Favorites
e A maximum of 1000 entities may be selected in the action

Meodify Entity Details - Select Entities

S I - |
ety Naime - oo tion of Formation = Foemation Date. - anty Trpe = CSC IndCator = CSC Service Satus = Entity States - Eatty Craated Date -
A ot Corpaey [— om0 Bavk ot esc acmve Ak oy
= = - S — - = = ==
- - . - . -
[re— et esc e acte tasaans
pu—— - — - “ . g
e - . . . .
Crammed Desiguing LLE o e woncsc "™ st ez
B e . - . - -
- - S - - .

Nota: A& maximum of 100 entities can be selected for this 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.

Bulk Import Tool - Modify Entity Details “indiemtes a reqired et

Fopulate the grid below manually or use the generate file button ta creste an import file.

@Upload & Impart FAQ's

= pn——

“Entny Namo = cscemym =
Al@

rrp—r— msmse W “Entity Name 2

® *CSCEntity 10 ]
Ry S — e  Entity Type

= Formation Date
e e = Jurisdietion of Form...
[P pr— i ANew Entity Custo.

#  Annual Meeting Date
thess ne aszams i Business Purpase

#  CTA Classibcation
e ganer e Eonr o]
i i Entity Status
— e e i
Duels o erperCn E = FEIN#

 FInCEN ID
[ - i Fiscal Year End

W Issue Enhanced Dis._.
rre——— s bl Ghchr
s Dpertens o s

=S |

— n e i

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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Bulk Import Tool - Modify Entity Details

Populate the grid below manually or use the generate file button to create an impart file.

*Entity Name

nnnnnnnnnnnnnnnnnnnn
Blazaar Hokings Corp

Charmed Desiguing LLE

Chess, e

Crculr Owner

TS Netheriunds BV,

Delaware MesgerCa

Equiy investments, LLE

Frut Veriures, LLC

‘Gubal Opertions Co.

BELETE ROW ELEAR CHANGES
e

= | *CSCEniiyID

amsrEnT
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“indicates g required field

@Upload & Impon FAQ's

import Template: [ NoTempiate Sclected. “ @ seweer mpoRr aTTREBUTES

No Template Selected

Entity Vitals

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.

Bulk Import Tool - Modify Entity Details

Populate the grid below manually or use the generate file button to create an import file,

*Import Name:

“EndtyName =  CSCEmiyID =  EntityStawsDete = “Entity Type
ABC Hokseg Cameany s83n38 1082023 Basishan VBnosiseraeiEV)
amencan Recorsa e B 10012022 Lmess Liseary Parmersnip

Entity Status

*indicates g required field

@upload & Import FAQ's

Import Template:  ntiry vils v n & seuecr weorr arrmmuTEs

= Legal Structure

Shannsn En

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:

e Dates must be formatted as DD/MM/YYYY
e Attributes formatted as a value list must contain a value present in the current list
e Text fields must match text character limits
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Bulk Import Tool - Medify Entity Details

Populate the grid below manually or use the generate file button to create an import file.

DEETE sOW CLEAR CHANGES

*Entity Name.

ABC Hekging Campany

Ameriean facords Research, 1P

Blazaar Holings Corp

Charmed Desigaing LLE

Chess, inc

Creulr Owner

CSE Netheriunss BV,

Delaware MergerCa

Equty Investments, LLC

Frut Veriures, LLG

‘Gual Opermtons Co

= *CSCEmttyID

70383

75068

Lt

3829778

3033501

1010

amss06e

;2072

3820778

argrE

Enity Status Date =

wiznz2

a0

onegnzz

om1aznzs

2012028

100112023

1anez00

012023

o0B0IZ023

nnemmzz

Import Template:  Entiry vinais

CTA Classification =
Excm Ertitd -
Reporting Comparry ~
Exempt Entity

Exermpt - 1. Secusities reporting issuer
Exempt - 2. Governenentl sutharity

Exempt - 3, Bank

Exempt - 4, Credit union

Exempt - 5. Depository institution halding company
Exempt - 4. Money services business

Exarmpt - 7. Broker or dasber in securities

Exempt - 8. Securities exchange or clearing agency

Exenpt — 10, ivestment conpany or nvesiment advier

Exampt Entey
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*indicates @ required field

@Upload & Import FAQ's

o R .

Business Purpese =
T nold Business.

To conduct any Il scbvbes

T conduct any lwil scivis.

Once the grid has been populated, users can kick off an import by adding an Import Name then selecting the Import
button.

Bulk Import Tool - Modify Entity Details

Populate the grid below manually or use the generate file button to create an import file.

_ |.,,mmrt Name: I Entity Vitals Update 10.14.24] I

eLETE ROW CLEAR CHANGES

7.8.2.2 Upload File

“Entity Hame = CSCEntiy D

‘ ARy gy —_—
Aumerican Records Research, LLP 78363
Bazesr Holwgs Corp FTER069
Chamed Designing LLE TEEL
Chess. inc a7
Crcuar Oweer 2833801
CSC Hemrisnda BV, 3019
Delwars HegerTo B
Equty vestments, LLE 22
Frut Vetares, LLC 320178
Giobal Operatns. Co. aramaar

Entity Status Date =

unaznzs

o120z

onaznze

tonaz0zz

om1aznzs

2012028

01023

121182000

om0z

012023

uineanzs

Import Template: | Entity vitals

CTA Classification =
Exempe ety
Exermpt - 10. Investment company or ivesiment adrier

Repating Company

Exempt - 15, Accounting fim

Examet - 6, Monwy sarvices busiass

Exemgt - 10 Ivesiment company or ivesiment adriser

Exergt Entiy

“indicotes a required field

@upload & Import FAQ's

v Bl o o

Business Purpose =
o mad Busness.

To coniact any law ful actes

o condsct any Il actiiies

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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o The selected file must meet certification requirements:
Entity Name and CSC Entity ID must be included in the file
o Attributes labels must match attribute name

o
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Upload Import File - Modify Entity Details

Populate the grid by uploading an Excel file to import data.

Any data entered in an invalid format will be highlighted in red.

Upload file to import;

SELECT FILE

*Import 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.

Upload Import File - Modify Entity Details

Populate the grid by uploading an Excel file to import data.
Any data entered in an invalid format will be highlighted in red

Upload file to import

“Enbtylome =

Circular Owner
CSC Netherisnds BV:
Delaware Hergerca
Equity Invesments. LLC

Fruf Vertures, LLT

<

[CSCEmBID = Entity Stats

EEIEY Acthes - Withdravals Pencing)

= et =
Aetive - Current

379988

e84

TS

msn

339

EE

829772

mwTTE

BELETE RO RESET 080

*Import Name: Modify_Entity_Summary_Details{37)

= Entity Staws Dato =

- wor2023

ows0anzz

waznz

2oz

oz

cuatznze

09302023

12172000

sz

otz

CTA Chassification

ExemptEntty

Exempt - 10, Irvestment compasy or nvas!

Reportig Company.

Exempi - 15 Accoentiog fhm

Exempi - & Money sarvicas busiass

Exempl - 18, Invesiment company or b

Exempt Entty

“indicates @ required fieid

Upload & Import FAQ's

Business Purpose
To okt Busness smd £

iment scvisar o conduct sey il activiies

To conduct ey lawiul actiies

vesiment advser

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.

e Create Import — Use this option when starting a new import file
e 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.

e Entities can be filtered in grid by selecting column headers or by using Entity Favorites

Assign Directors & Officers - Select Entities

Entiy e Surcton o Formation Fermaion Date ity Typm = CSCidientsr S0 Sarvice St Entey 5

[

wreen stoswe For Pt Coganten »oncsc " s

ISR orber ot recorts seecod = ‘

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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Bulk Import Tool - Assign Directors & Officers
Pop grid below manually or use the generate file button to cr part file.

wm

(Lo J[Comvor ] Wombortrecrdecs w4 s -

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:

e Dates must be formatted as MM/DD/YYYY
e Attributes formatted as a value list must contain a value present in the current list
e Text fields must match text character limits

In-Grid Editing
e 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.
e Toremove any row(s) from the import file, select the row(s) checkbox on the left side of the grid, then
Delete Row.
e Toremove all data from the import file grid, select the Reset Grid button.
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Bulk Import Tool - Assign Directors & Officers

Populate the grid below manuaky ar use the generate file buttan to create an import fle

ey CEEen % R wame. P “Lasthame sume

wice | Number of records: 5 Cirectors & Offcers Reoart @ Entites Repor [ — ‘[ =y

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.

e 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.

e Similar Name validation
e 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.

Confirmation Required

The name(s) you entered are similar to the existing Director & Officer names listed below. Please select
Continue to proceed with assigning the record(s), or select Edit to make changes.

* Amanda Gage

CONTINUE 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.

Portfolio Entity Found

The import file contains a D&O Entity Name that matches an entity in the portfolio. If you
would like to associate all Director & Officer records in the import file with the portfolio entity
record, please select it below; otherwise, select Skip.

D&:0 Entity Name: Aces High Corporation

Entity Name CSC Entity Id

D Aces High Corporation 4624917

CONTINUE SKIP CANCEL IMPORT
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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.

e Create Import — Use this option when starting a new import file
e 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.

o Director & Officer Titles can be filtered in grid by selecting column headers

Maintain Director & Officer Title Attributes - Select Titles (Active)

*Select existing Director & Officer tithes o maintain
Harse Tithe {Roie]
11 Ta Hulifings e Whairiar (Wbt
Amends Gage Sarrelry (s I
Aminda Gaga [T r—

st o s Bavirl [Tl st

[+ I <. I <. I <.
¥
B
E
"]

“ Mumber of records selected: 4

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.

Support: 800-927-9801 x66825
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Bulk Import Tool - Maintain Director & Officer Title Attributes Vodixtes oo e

Update the grid below manually or use the generate file button to create an import fil

“Import Name mport Template: N Tamelste Selected

“Name T (Role) Sebttie Authorized To Sign As os00 O Entty

fa Gage Munagar (Managar) v 563733 Mz Ovdee Company, LLC

Assstiont Clork -
denasla Cagn [ - 9637880 F1.5 Documant Menajement ()

j Number of records: 29

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:

e Dates must be formatted as MM/DD/YYYY
e  Attributes formatted as a value list must contain a value present in the current list
o Text fields must match text character limits

In-Grid Editing
e 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.
e To remove any row(s) from the import file, select the row(s) checkbox on the left side of the grid, then
Delete Row.
e Toremove 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.

e 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.

© @ Bob Bausinger

m CSCNavigator™

My Dashboard ~ Entities Business Licenses Matters & SOP +  Orders & Results Documents Calendar Reports Forms & Took Admin

Bulk Import Tool - Documents

Select or drag & drop documents to import, then confirm the destination and details. @

File Name = File Size = “Entity = “Foider @ = *Document tType = Document Date = Document Notes = Document Expiration =

scumenty’State Documents State Documents

'SC Enterprises Minute BookiBytews General

Mintes Globex Corp Minutes Jan 2026 03012026

37236 K8 Globex Corporation (Colorado) Minute Books/2025 Documents/Stock Certificates Stock Certifcates Stock Cerficate - Giobex 03012026

Total Import Size : 4 Records | 0.83 MB @

Use the Select Files button or drag and drop the files into the import grid. As a seamless part of the upload process,
an Al 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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File Name - File Size - *Entity - “Foider @ - *Document Type = *Document Title
. - " il X Arizona 2025 AR - Globex
R - Globex Corporation pdf 6806 K8 Giobex Corporation (Colorado Minute Books 2026 Documents'State Documents State Documents
Corporaton
282 K8 CSC Enterprises Company (Delaware Minute BooksCSC Enterpnses Mnute Book Bylaws Genera CSC Enterprises Bylaws
Globex Corp Mnutes Jan 2026 paf 12052 K8 Globex Corporaton (Colorado 26 Dix | Mnutes Giobex Corp Minutes Jan 2026
Siobex pat 37236 KB Gilobex Corporation (Colorado ock Centificates Stock Certificate - Globex

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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Bulk Import History

Import Name Import Type Date/Time Completed User Name Import Status Import Data File Failure Report
User Guide Demo lmport Creale Enity Hob Bausinger In Progress Import Dat
Wil's Import Creale Entily 2024-06-04 06:56.26 Eob Bausinger Completed 1 aut of 1 Import Data
Release Test 2 Create Entity 2024-05-04 06:29.26 Bob Bausinger Completed 3 out of 3 Import Data
June Failure Import Creals Entily 2024-06-04 06:21.00 Hob Bausinger Completad 1 out of 1 Import Data
June Import 3 Create Ently 20240604 062123 Hob Bausinger Complatad 2 ot of 2 Import Data
June Impaort 2 Create Entity 2024-06-04 06:21.42 Bob Bausinger Completed 1 out of 1 Import Data
une Release Import Creste Entity 2024-06-04 06:20 18 Fob Bausinger Completed 2 out of 2 Import Data

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.
o 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.

e 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.

Bulk Import History

Import Name Import Type Date/Time Completed User Name Import Status Import Data File Failure Report

User Guide Demo Import Create Entity 2024-06-05 12:43:41 Bob Bausingar Completed 0 out of 2 Import Data
Wil's Import Greala Eniity 2024-06-04 065626 Bob Bausinger Completed 1 out of 1 Import Data

Releass Tost 2 Creata Entity 2024-08-04 05.20 26 Bob Bausingar Completed 3 out of 3 Import Data

June Failure Import Create Entity 2024-06-04 06:21.00 Bob Bausingar Completed 1 outef 1 Import Data

June import 3 Create Entity 2024-06-04 052123 Bob Bausinger Completed 2 out of 2 Import Data

June Impori 2 Creae Entity 2024-06-04 06.21.42 Bob Bausinger Completed 1 outef 1 Import Data

June Release Import Creata Entity 2024-06-04 06:20'18 Bab Bausingar Completed 2 out of 2 Import Data

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.

Bulk Import Tool

The below records failed to import due to issue with the data provided. Please correct according to failure reason, or remove, and re-try.
Import Name: User Guide Demo Import B DOWMNLOAR C1D TO FiCE
“Sriity Status

Date

Fallure Reason “Entity Name *Jurigdiction of Formation *Entity Type “Formation Date “Entity Status. Jui

T —— r— R e J—

Enity Stk s roauirod Erfity Stoius Dste is e Entorprise Gompsiny, LG -

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.

Maintain Import Templates

+ TEMPLATE ACTIONS Return to Dashboard
Crasts Tempists

Edi Template 2 Template Type Preview Created By Date Created Last Updated By Last Updated Date Default

Delsta Templata(s) Modfy Entey Details View Shannon Rupinski 101472024 Snannon Rupinski 10142024 v
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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

indicates a required field

Create Template

*Select Template Type:  modity Entity Details b

*Template Name: [APAC Entity Vitals| J | ' Set As Default

= CTACIssificaon = Entity Stats Date = ity Status

~ Entty Wame = -cscemmym
m

* Entity Name g

* CSC Entity 1D g

ANew Entity Custo...

i Annual Meeting Date

# Business Purpose

# CTA Classification

# Date Acquired

# Entity Status

Entity Status Date

Entity Type

FEIN#

i FinCEN ID .

cuose
- i

Mo Rows To Show

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

Maintain Import Templates

= TEMPLATE ACTIONS

Return to Dashboard

Template Type Preview Created By Date Created Last Updated By Last Updated Date Default
Modify Entiy Details View Shannon Rupinski 100142024 Shannon Rupinski 10142024
Eniity Vials Modify Entey Details. View Shannan Rupinski 101412024 Shannen Rupinski 1011472024 e

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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My Dashboard  Entities Orders & Results Documents Calendar Reports Forms & Tools Admin
Entities
Documents
-ENTITY ACTIONS ~ PYDOWNLOAD GRIDTO EXCEL  § MORE OF
ﬁ Entity Documents
Entity Name Type CSC Indicator
Minute Books
ABC LLC NanCSC
American Bookstors LLC Other Documents NonGSC
Amaerican Records Resean ch, LLP MNanCSC
Business Development LLC Document Search NenCSC
Enty Management LLC cse
Friday Aftemoon LLC NanCSC
Fiiday Morning LLC a 03142022 FOUNDATION NanCSC
Global Technalogies Incorporation cA 021082022 TRUST HanCSE
Sunny Skies, LLC FL 11/0972022 @ NanCSEC
Top Lion Company AL 0411272022 CORP csc

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:
e Search for Documents (within the entire portfolio)
e Assign Minute Book to an Entity

e Unassign Minute Book from an Entity
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Minute Books

~+ MINUTE BOOK ACTIONS [P DOWNLOAD GRID TO EXCEL  MORE OFTIONS

Create Minute Book @
Assigned To
Search for Documents 9
Assign Minute Book to an Entity ABC LLC
Delete Minute Bookis) Sunny Skies, LLC

Edit Minute Book

Unassign Minute Book from an Entity

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:
e Search for Documents (within a custom folder in the entire portfolio)
e Assign Folder(s) to an Entity

e Unassign Folder from Entity

Other Documents

-+ FOLDER ACTIONS =) DOWNLOAD GRIDTOEXCEL ~ § MORE OPTIONS
Add Folder

Assigned To
Search for Documents

Sunny Skies, LLC
Assign Folder(s) to an Entity unny Skies.
Delete Folder(s)

Edit Folder

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:

e Full Text: Search for documents containing a specific word or phrase

o 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.

») My Dashboard Entities~ Orders & Results ~» Documents ~ Calendar~ Reports~ Forms & Tools ™

Entities
Documents

+ENTITY ACTIONS ) DOWNLOAD GRID TO EXCEL E MORE OF

= ntity Documents

€  ntiyd t
Entity Name Type

Minute Books

ABC LLC
American Bookstore LLC Other Documents
American Records Research, LLP
Business Development LLC Document Search
Entity Management LLC
Friday Afternoon LLC
Friday Morning LLC 1A 03/14/2022 FOUNDATION
Global Technologies Incorporation CA 02/08/2022 TRUST
Oregon Domestic Entity OR 08/01/2022 LG

7.9.3.1 Document Full Text Search

Enter your search criteria and click on the search button.

Full Text Search

Please enter a word or phrase and click search to find documents where the document content matches your search criteria.

Search Text: SEARCH
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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.

2 Resuits found | Limited to 25 v rows per page | Displaying: 1-2

. U Entity Management.pdf

Sunny Skies, LLC / Minute Books / Sunny Skies, LLC / Agreements / 2021 Agreements /

Entity Management Companywide governanc and complia r your... Entity Management' Our secure compliance and governance solution... and outside your
company. CSC Entity Management has the power to... entities. Like all of CSC's business solutions, CSC Entity Management

. D MyCalendar.pdf

Sunny Skies, LLC / Minute Books / Sunny Skies, LLC /

, tracking details, due date, frequency, and related entities and jurisdictions. My Dashboard Entities Licenses & Permits Matters... Dashboard Entities Licenses &
Permits Matters & SOP Orders... event to an entity. Onoa saved to an event, an entity cannot be

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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Show Results For

Folder Type

o Other Documents (71)
* Minute Books (606)
Entity Name

* CSC Enterprises (10)

* CSC Entity Management
Demo, LLC (504)

+ CSC Germany GmbH (60)
¢ CSC India Pvt. Limited (14)
+ CSC International Ltd. (16)
+ CSC Properties | Inc. (6)

* Welcome To Entity
Management (6)

« XYZ 12345678 Canada
CCPC (14)

e XYZ UK (15)
o XYZ1,LLC (11)
+» Show more...

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.

Search Results

‘Search Text:  enity

Show Results For 5Results found | Limitedta 25+ | rows per page | Displaying: 1.5
Folder Type

« Minute Books {5)
Entity Name

+ ABCLLE (3)

+ Sunny Skies, LLC (2)

nice for yor..., share, and safeguard your vital enity data You've got a big job... your entity data. The
corporate entities. We designed GSG Ent; with your
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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.

Document Attribute Search

Please complete one or more fields and click search to find documents that meet your search criteria.

Where do you want to perform the search? Minute Books Other Documents  [g) Bath

Document Title: ‘@ Begins Contains Exact
Document Date: From B =

Document Upload Date: From E 10 =

Entity Name:

Folder Name: | sejact

SEARCH

The results displayed will be based on the search criteria.

Documents Sty Pevcos| i Fart Salated

F ocumn acnans Y owmaan ceo 10 rer. | wone oenians Wi Quick Sunrch Sumrch Critaris  Shonws| Both

Doeument Titls Foider Type Folder Hame Minute Book Name

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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My Dashboard Entities Orders & Results . Documents (5] Assign Minute Book to an Entity - Google Chrome

Minute Books
Assign Minute Book to Entity

~+ MINUTE BOOK ACTIONS ) DOWNLOAD GRID TO EXCEL : MORE OPTIONS

- O X

@ entity.cscglobal.com/erm-entity-mgmt/assignMinuteBookToEntity.htm?repositoryld= Q

'@ “Find Entity: ABC LLC (Canada)
Minute Book Name Assigned To
The following Minute Book will be assigned to the above selected entity.
I ABC LLC
ABCLLC
[  Sunny Skies, LLC Sunny Skies, LLC

7.9.5 Unassigning a Minute Book or Folder

LSl RNy =lelel @ RESET CANCEL

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.

Minute book name ABC LLC will be unassigned from 'ABC LLC"

CONFIRM CANCEL

7.10 Document Workflows Dashboard:

Show:  All Minute Books v G ReFRESH O reser

Created By Date Created

Shannon Test User

. Entity Pavoritesi| No Favorte Selacted v ean Deiste ) Dutact
Minute Books
4 MINUTE BOOKACTIONS £ DOWNLOAD GRIDTO EXCEL  § MORE OPTIONS Show Quick Seareh

Minute Book Name Assigned To Domestic No. Docs.
Jurisdiction
| B Unassign Minute Book from an Entity
Sunny Skis LE: Su

Shannor

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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Document Workflows

Document Generation:

9 =

Generate Document Template Library Document Repository
E-Signature:
New Signature Manage Signature
Request Requests

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:

e Create Template: Create a new Template which can be used to generate documents.
e Edit Template: Edit an existing Template.

o 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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e 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.

e Input Text: Enter text manually and format the content directly within the Document Generation text editor.

e 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.

Create Template

Attribute Lists
New Attribute List

Entity

Entity Address

Director & Officer

Director & Officer Name

Authorized to Sign As

Ic

Return to Template Library

o>
Q
1]
m
>
"
11}
l
A
i
il
b)
+

Entity Name X

UNANIMOUS WRITTEN CONSENT IN LIEU OF A SPECIAL MEETING OF THE BOARD OF
MANAGERS

pursuant to the Limited Liability Company Act (the “LLC
perating Agreement of the Company, dated November 19, 2019 (the "Operating

Agreement”)
APPOINTMENT OF | Director & Officer Name X,

WHER
consent to and appro! e appointment of | Director & Officer Name X | as a| Title X| of the

Company
NOW, THEREFORE, BE IT RESOLVED, that, in accordance with the LLCA and the
Operating Agreement, | Director & Officer Name X | is hereby appointed to serve as a | Titie X of

until his earfier

ntil his respective successor is duly appointed or u

Company, to hold such of

death, resianation or removal

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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| Save Template

* indicates a required field

* Template Name:

Appointment Template

® Public Private
Template Type: Appointment for Delaware v MANAGE TEMPLATE TYPES
Description:

Please use this template when appointing Directors & Officers in Delaware|

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.

Create An Attribute List

Define New List Edit List Sorting
Build Your Attribute List Preview Attribute List
Drag and drop the attributes below onto

the “Preview Attribute List” canvas. | Director & Officer Name Tite

‘ Director & Officer Name Title

Director & Officer

Entity Name

Role

Sub-Title

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.

. . X
Create An Attribute List
Define New List Edit List Sorting
Attribute List Sorting Criteria
Attribute Attribute Type Sort Order
Tiso o List Custom Sort v ofin Custom Sort
D & Officer : e Ascendi v

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:

e Generate documents using real data from your Entity Management Portfolio.

e Generate a document from scratch or a user created template.

o Create multiple documents from a single flow by selecting multiple Entity or Director & Officer records as

source data.

o Take the following actions on documents generated from the workflow:

o

Email documents in PDF format.
Download documents in MS Word or PDF format.
Route documents to a specified folder within Entity Management.

Send documents for signature using Entity Managements E-Signature functionality. Note: A
DocuSign account is required.
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.

Generate Document @ Preview Document I= Select Entity B Finalize Document

Would you like to start your document from a template or generate a new document?

@ Start From Template Generate New Document

Select Template: Appointment Template v

Document Name:  Delaware Resolution

CANCEL NEXT 3}

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.

Generate Document @ Start Document &3 Preview Document i= Select Entity B Finslize Document

Document Name: Delaware Resolution

B i U Adal - A 2=~ At F T EWM B = +1
Attribute Lists
New Attribute List | Entity Name X
UNANIMOUS WRITTEN CONSENT IN LIEU OF A SPECIAL MEETING OF THE BOARD OF
Entity MANAGERS
The undersi ting all of the members of the board of managers of
Entity Address

Entity Name X, a | J

hoiding a special meeting ¢

ion X || Entity Type X
the Company

ompany*), In lieu of

"), hereby take the
Director & Officer following actions

April 20, 2020, §
Restated Operating Agr

Agreement”

APPOINTMENT OF [ Director & Officer Name X

WHEREAS, the Board deems It advisable and in the best interest of the Company to
consent to and approve the appointment of

Company

NOW, THEREFORE, BE IT RESOLVED, that.
Operating Agreement, | Director & Officer Name X is her

e with the LLCA and the

pointed to serve as a [ Titie ) of
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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.

Generate Decument @ Start Document @ Preview Document > I= Select Entity @ Finalize Document

Entity Entity Favoriles | o Favorite Selected Show. Al v Selected Records: 2
Entity Name .~ Jurisdiction Of Formation Entity Type Fom Entity Name Jurisgiction Of Formation Entity Type Foarmr
_—
Eni
ADDY
Osta
L REMOVE

7.10.1.2.3.1 Multiple Record Selection

When multiple Entity records are selected:

o Create a single document

o Creates one document where additional mapping will be required.
e Create a document per Entity

o Creates a separate document for each selected entity.

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 223 of 316

Multiple Documents

You have selected multiple records as your documents source data. How do you want to proceed?

{ Create a single document.

( Create a document per Entity.

CANCEL NEXT

When multiple Director & Officer records are selected:

e Create a single document

o Creates one document where additional mapping will be required.
e Create a document per Entity

o Creates a separate document for each entity across the various Director & Officer records.
o Create a document per Director & Officer

o Creates a separate document for each Director & Officer appointment record selected.

Multiple Documents

You have selected multiple records as your documents source data. How do you want to proceed?

Create a single document.
Create a document per Entity.

Create a document per Director & Officer.

CANCEL NEXT

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:

e 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 E-Signature: Send the document(s) for signature.
e Download: Download the document(s) in PDF or MS Word format.
e Email: Email the document(s) in PDF format.

e Note: if any of the above actions are taken on the Finalize Document screen, it applies to all documents

generated.
Generate Document @ StrtDocument () PreviewDocument > (J) SelectEntity  (J) Finalize Document Return to Template Library
£ TO REPOSITORY + DOWNLOA @) Public Private
Document Name:  Appointment Template Corporation Service Company v Edit Document Name(s)
B i Y Al v lpte A £ = = - A F T =9 | = - +

Corporation Service Company

UNANIMOUS WRITTEN CONSENT IN LIEU OF A SPECIAL MEETING OF THE BOARD OF
MANAGERS
The undersigned, constituting all of the members of the board of managers of
Corporation Service Company, a California Limited Liak

ly Company (the "Company™), in lieu of

holding a special meeting of the board of managers of the Company (the “Bo: ereby take the
following actions and adopt the following resolutions by unanimous written conse ed as of
April 20, 2020, pursuant to the Limited Liability Company Act (the "LLCA") and the Amended and
Restated Operating Agreement of the Company, dated November 19, 2019 (the "Operating
Agreement”).

APPCINTMENT OF Ash Hayes

WHEREAS, the Board deems it advisable and in the best interest of the Company to
consent to and approve the appointment

Ash Hayes as a Director of the Company;

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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My Dashboard  Entities

Generate Document
SAVE TO

POSITORY

(@ Start Document

select an attribute to complete your document.

SOWNLOAD
Document Name: Appointment Template
B

Additional mapping reguired. Click the blue pop-up bar at the bottom of the page or

4 @ Colin Barratt
X
‘(@ PreviewDocument > (3) SelectEntity (2 Finalize Document Return to Template Library
®) Public
Edit Document Name(s)
i \J FontFamily TR P ECESA = T = ®m B =

Private
Chocolate Skateboards

UNANIMOUS WRITTEN CONSENT IN LIEU OF A SPECIAL MEETING OF THE BOARD OF
MANAGERS

The undersigned, constituting all of the members of the board of managers of
( T

t
Chocolate Skateboards, a Delaware Limited Liability Company (the "Company”), in lieu of holding
a special meeting of the board of managers of the Company (the "Board"), hereby take the

following actions and adopt the following resolutions by unanimous written consent, dated as of
5 Attributes to Map

The mapping window has several features to ensure you select the data you want to map. You can search for Entity
To map attributes:

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.

o

Step 1: Click either the attribute or the Attributes to Map blue bar at the bottom of the page.
would like mapped into your document.

Step 2: Once the additional mapping window opens, locate the record that contains the attribute value you
attribute value you would like mapped into your document.
Step 3: Click the checkbox for that record.

Note: you can use the real time search field, filter columns or sort columns to aid in finding the
Step 4: Click map attribute.

Step 5: Repeat this process until all attributes in your document are mapped.
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U  Font Family

-2 op

Operating Agreement,

Agreement”)

= W
Kesialea Uperatng Agreement of ne LOMPpany, 0atea NOVemDer 19, U1y (Ine “uperaung
APPOINTMENT OF Director & Officer Name
consent to and approve the appointment of
Company.
1 of 5 | Director & Officer Name
MAP SELECTION

WHEREAS, the Board deems it advisable and in the best Interest of the Company to

k4

[ EXPAND TABLE

Fin

Ai

Director & Officer Name as a Title of the
NOW, THEREFORE, BE IT RESOLVED, that, in accordance with the LLCA and the
Director & Officer Name is hereby appointed to serve as a Title
(1) 5Attributes to Map
Search by Director & Officer Name RESET
Director & Officer Name = Entity = Role = Title = Subtitle = Authorized to Sign As
|< < Showing Unmapped Attribute 10f 5 > |
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.
B i U Al v ipty A 2 = =Yy

NOW, THEREFORE, BE IT RESOLVED, that, in accordance with the LLCA and the

Operating Agreement, Ben Adams Is hereby appointed to serve as a Assistant Secretary of the
Enter Text For Attribute

68
Company, to hold such office starting | (D [Last Elected (NULL)] | on until his respective
successor is duly appointed or until his earlier death, resignation or removal.
the Company and the laws of the State.

The actions taken by this consent shall have the same force and effect as if taken at a
special meeting of the Board, duly called and constituted, pursuant to the Operating Agreement of
deemed an original and together constitute one and the same consent

1 of 1| Last Elected : Attribute does not have any value or it does not exist.

UPDATE

|¢ < Showing Unmapped Attribute10f1 > |

This consent may be executed in two or more counterparts, each of which shall be

OR

do hereby consent fo the foreaoina resolutions as of the date first above written.
() 1Attributes to Map

IN WITNESS WHEREOF, the undersigned, constituting all of the members of the Board
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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.

e Download Document(s): Download documents in PDF or Word format.

o Edit Document: Make changes to documents that have been saved to the Document Repository.
e Email Document(s): Email one or more documents in PDF format.

e E-signature Document(s): Send one or more documents for Signature

e Route Document(s): Route one or more documents to a specific location within your Entity Management
Portfolio.

e 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:

e 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

E-Signature:
New Signature Manage Signature
Request Requests

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.

New Signature Request RETURN TO DASHBOARD

Upload Documents Select Entities Add Signers Finalize Request

Documents Selection Documents Uploaded
tease upload a document to begin your new E-Signature request, PDF and Ward Documents | dac and dac) supgorted,

BROWSE FILES

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.

New Signature Request # RETURN TO DASHBOARD

(@ Upload Documents Select Entities Add Signers Finalize Request

Selected Entities: 2 Total

4 REMOVE

Petey Painting, Inc Delaware

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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New Signature Request

@ Upload Documents

Signer

Name = Entity

Jake Peralta Petey Painting, Inc.

Amy Santiago Petey Painting, Inc.

Justin Witt Petey Painting. Inc

Stewie Griffin Petey Painting. Inc.

Charlotte Crecre Petey Painting. Inc.

Rick Sanchez Petey Painting. Inc.
1to19of 19 Pagelofl

Director
Managing Director
Director
Controller
Director

Assistant Secretary

Di

Di

Ot

Di

Di

Selected Signers

Name
g% Amy Santiago

| << REMOVE ‘ Justin Witt

1t020f2 Page1of1

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 Ul
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# RETURN TO DASHBOARD

@ Select Entities Add Signers Finalize Request

2 Total

= Email Address =

cscrapidtest@gmail.com

cscrapidtest@gmail.com

+Add New Signer

Once you select DocuSign from the from the Finalize Request step, the DocuSign Sender Ul will take over the screen.
From this Ul, 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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Sign: Word E-Sig Doc 1.doax @ ACTIONS v RECIPIENT PREVIEW | m
L}

Documents. &
Standard Fisids

Word E-8ig Doc 1.docx A

¥l

# signatura
DS initial =

®

[ Date signed Test Upload

2

& Hame

B N

= Emar
Gompany
- e
T Text

sign
Gheokbox T

B oropdown

® e

B Payment ltem

BACK SEND

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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Envelope Tracking £ RETURN TO DASHBOARD
= ROUTE DOCUMENT TO FOLDER VOID REQUEST Show: }LSLT TO DEFAULT VIEW
Request ID Document Name Email Subject Envelope Status Signers - Last Update Due By Date
1465 Officer Resolution.docx Please DocuSign: Test Upload 2.docx CREATED Justin Witt 02/02/2022
1346 January 2022 Minutes.pdf Please DocuSign: Test Upload 2.docx COMPLETED Rick Sanchez 01/22/2022 05/22/2022
1341 February 2022 Minutes.pdf Please DocuSign: Test Upload.docx COMPLETED Justin Witt, Chase Utley 01/21/2022 05/21/2022
1336 Officer Appointment.pdf Please DocuSign: Test Upload.docx COMPLETED Justin Witt, Emily Wagner 01/21/2022 05/21/2022
1335 ABC Company Corporate Resolution Feb 2022 pdf Please DocuSign: Test Upload 2.docx COMPLETED Justin Witt, Emily Wagner 01/21/2022 05/21/2022
1330 Officer Resolution Dec 2021.pdf Please DocuSign: Test Upload.docx COMPLETED Justin Witt 01/21/2022 01/31/2022

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.

Envelope Details
Email Subject: Please Docus
Date Started: February 7

Due By Date: June
Created By : sz

Status: COMPLETED

Date Completed: February 7, 2

Document Details

Oocumens it -
no
Signers
.
war .
Events
o s

Email Bedy
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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.

Companies House Filing Centre

+ PREPARENEWFUNG [ COMPANY DATAREPORT [P DOWNLOAD GRIDTO EXCEL Status Date:  10/21/2024 - 10/21/2025 [F]  Status: Muitiple Al G rerresH
Actions. Entity Name = Form = Form Name = Filing Description = Status ':_l-“ Status Date Submitted By = Date Submitted = Additional Details

20 ® Friedman Holdings Ltd cso1 Confirmation Statement Draft 08092025 View
208 Green Nile, LTD €501 Confirmation Statlement 2025 Confirmation Statement Dratt 081042025 View

D Advisory Board UK Investments, Inc. Cs01 Confimmation Statement Accepled 081042025 Melissa Friedman 0910472025 View
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7.11.1 Submitting a Filing

To begin a new filing, click the Prepare New Filing button.
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:

e Resume Filing (for draft and rejected statuses)
e View (for all statuses)
o 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.

Support: 800-927-9801 x66825
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Additional Details

Filing Details:

Entity Name:
Form:

Form Name:
Filing Created By:

Submission Details:

Filing Submitted By:
Filing Status:

Status History:

Date/Time

08/19/2025 02:18 pm

08/19/2025 02:18 pm

Readers Unite Ltd.
Ccso1

Confirmation Statement
Melissa Golden

Melissa Golden
Accepted

Status
Accepted

In Progress

7.11.3 Company Data Report

UK Company Number:
CSC Entity Id:

Filing Reference:
Filing Description:

Date Filing Submitted:
Filing Status Date:

User

Companies House

Companies House

12345678
4177780

Update capital

08/19/2025
08/19/2025
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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:

e  Filings that impact jurisdictional good standing

o DBA name expiration dates

e Business license renewal dates (if you are a Business License Portfolio customer)

e 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:

e 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.

e DBA Names: All DBA names whose expiration is approaching are shown in the grid view.

e Business Licenses: Business License expirations grid that applies to Business License Portfolio customers.
e My Calendar: Important dates for custom events displayed in a grid view.

e Calendar Administration: The ability to add new and manage existing custom events.

My Dashboard  Entities Orders & Results Documents Calendar Reports Forms & Tools Admin

Calendar Administration
Calendar
+ CALENDAR ACTIONS 9 cowmLOAD GRID TO EXCEL # MORE OPTIONS

B 31 Day Calendar View Good Standing
Event Type Ever Form Name

DBA Names My Calendar

Boardroom Shar

oo

Boardroom Shar .
Calendar Administration
] Insurance Compliance Insur

110

Revenue and Taxation Estin

] Revenue and Taxation Estimated Tax

Repeals 1 year(s), on Decernber 30

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.

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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June v|[02  v| oo
June 2022
SUN MON TUE WED THU R SAT
1 2] E]
e Services 2
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3 Fid %

To view additional high-level details regarding the filings that are due on a specific date, click the date within the

calendar view.

EVENTS FOR: 4/15/2022

Good Standing

-]
JURISDICTIO
ENTITY NAME N ALl
Globex Corporafien Arizona Annual Report Reminder
Globex Corporafion Arizona Income Tax Reports Reminder
Globex Corporafion Arizona Miscellanecus Service Reminder
DEBEA Registrars Maryland Annual Report Reminder
DBA Registrars Maryland Miscellangous Service Reminder
Missouri River Trading Company Migsouri Franchise Tax Report Reminder
Missouri River Trading Company Migsouri Incoeme Tax Reports Reminder
Stubb's Public House Pennsylvania Income Tax Reports Reminder
The Leftorium Pennsylvania Income Tax Reports Reminder
My Calendar
-]

International Compliance Annual Reports / Returns 7 Declarations Mr. Plows &
| International Compliance Annual Reports / Returns ¢ Declarations Sfubb's Py
| International Compliance Annual Reports / Returns / Declarations The Great
| International Compliance Annual Reports / Returns / Declarations The Leftor

4 3

CLOSE
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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.

Compliance Calendar® Entity Favorites: | Mo Fovorite Selected v
& wasiran B2 cown roex 1 . sootusc | Al v |oue pae

8302623 irewsiRepst 0 Pending

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:

e  Status: Filing status.

e 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).

e Filing Type: The filing type that is due (e.g., Annual Report, Franchise Tax).
o Filing Name: The name of the form that needs to be filed.
e Foreign/Domestic: Identifies whether it’s a domestic or foreign filing.

e  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:

e Completed
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e In Progress

e 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.

Compliance Calendar®

susdictontd = Filng Type = Dwowe Fitog Namo = | FOn) | st Oescrption

08302023

DE- 187838

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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Compliance Calendar® Entity F PISOINS Selectest

sunsacton Entny Name sunacton 0 Fitng Type Due Dote Fiing Name Foreign - | iung Responsiotey

AAAAAA

Hetheriands

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.

Maintain Status

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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* Subject

Message

*Attachment Type:

Email Notes:

Email Calendar Details

From:

“To:

* indicates a required field

Q4 Due Dates
bob.bausinger@cscglobal.com

This is what we need to complete in the next three monthe

®) PDF Excel
Emails can be sent to multiple recipients by entering their email addresses separated by a comma.

Please use care when sending documents as email attachments. Transmitting large files as attachments may overload a recipient's mailbox or email server.
Most email systems have their own independent attachment file size limits. Email messages sent with attachments exceeding that limit may be rejected.

ﬂ reser canceL

8.2.4 Tracking Details

To review and track specific filing details, click the corresponding Details link within each row of the grid.

Compliance Calendar® Entiy Favorites: | No Favorie Seected - I8

2 vsansiatus B DOWNLOAD GRID T DICEL 1 wont oPTiONS Status | A v DueDste | [5) 07/24/2022-07/21/2023 -
= DueDate = Filing Name = prwun! = FiingResponsibdity =  Status Dsscription = DateFiled = Statug. 2| e Compliance Rule
06302023 Asewss gt o In House Paraing n Prograss Detts Gomphance Rul D & &
[ JRSS— o J— — — 0o
oem12023 Filng of dmmunl Sccounts ¥ csctamaged Cetais Campiance Rule 0
osmz2y LPILLC Tax Motce o In House Cetais Compiance Rule D & &
06012023 LPALLE Tax Nokice F In House. Datsis Cemokence Rule [ =) e
o203 Proparation and Fing of Asewal Board Mol F C5C Managn Oetals Gampianca Rule 0

From here, provide any missing information.
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Tracking Details

Entity Name: Globex Corporation Jurisdiction: Colorado
Filing Type: Annual Report Reminder Due Date: 06/30/2023
Filing Status: | Filed v Filed With:
v
Date Filed: | ) 7/1/2022
Filing Address:

Payment Amount: | 5875

Filing Contact:
Payment Reference:
Phone
Payment Requested:
Fax:
Electronic Funds
Transfer (EFT):
Authorized
Signatures: “
Sent Via: | Check
EEn -

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.

Compliance Rule

Filing is due on the 2nd month of the anniversary month - every 1
yearls)

8.2.6 Take Notes

To add notes regarding a specific filing, click the corresponding Notes icon.
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Compliance Calendar®

P ranAsSTATS B DOWNLORO

Due Date

602023

DEn0Z02)

8082023

DEOR023

o&0I2023

5382023

Fareign |
Domestic

Filing Name

Annual Report D
Annual Genesal Meslg e
Fiing of Annual Arcounts. F
LPLLS Tax Hotis [
LPILLC Tax Notice F
Pregaration and Filng of Annual Bosed Mecting F

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

Filing Responsivisity

Status Description

Date Filed

Status: Al

status.

In Prageess
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row. Note that form and E-Filing options are available for specific jurisdictions (based on jurisdictional filing laws).

Compliance Calendar®

 Tv—— B covus
Due Date.
OR300
08302023
oB012023
oBOI223

w0120

Filing Name fimall Filing Respansibility
AnnuaiRapont o i House

Asmun Genersi Mestng o G5G Wanaget

Fing ’ €5 Manages

LPILLE Tax Nokca o House

LPALLG Tax Mok F mne

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

Status Description

Ferieg

Date Filed

Entity Favarites: | Na Fa

s | A1 » | DueDate: onan

Tracking

Status. Dotals Compliance Rule

In Progress Dotais Compiianza R
Octais Compiiance Fuse
Oetaits
Detaits
Dataity

due DBA names will be displayed in grid format for searching, sorting, and exporting.

wotite Selected v

2022 - 07/21/2023

O meser

ODoDDDo
]
L

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).

Compliance Calendar®

ES00wNLeAD SRID TO EXCEL

durisdictien

Florda
Aizbama
Aazona
inoes.

Oregon

i MORE OPTIONS

Registered With

R

Davision Of Corporations
Secretary of State, Lands and Trademarks

Secretary Of State, Trade Name Divisian

Secretary Of Siate, Depanment Of Business Services

Secretary Of Stafle, Corporatian Division

Entity Name

Top Lian Campany
Top Lion Campany
Tap Lian Gampany
Top Lion Gompany

Cregon Domesbe Enty

Entity Favarites

e Favarite Selacted

Show Quick Search | Cate:

v Bt Delete

Dofaukt

12162002 B 1o oravzozy B

DBA Name

n Company
Lion Company
Lion Company

Lians

Atatally new name

Expiration
Date

123172025
0472902025
04202025
040172025

0808/2024
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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).

Compliance Calendar®

B2 0ownLOAD GRID TO EXCEL i MORE OPTIONS

Download Grid to PDF

Jurisdiction Registergd Entity Name DBA Name
Customize Grid Display

Alabama Secretary bf Top Lion Company Lion Company ﬁ
Email Grid Displayed on Page

Arizona Secretary Pf Top Lion Company Lion Company ﬁ
Set Group Level Grid Display

Florida Departmeft ¢ Top Lion Company Lion Company ﬁ

Hlinors Secretary Of State, Department Of Business Services Top Lion Company Lions =7

Oregon Secretary Of State, Corporation Division Oregon Domestic Entity Atotally new name ﬁ

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.

My Calendar

 MAINTAIN TRACKING DETAILS [} DOWNLOAD GRID TO EXCEL 3 MORE OPTIONS  Show Quick Search  Status:| A « | DueDate: 12/16/2022 B  1o: 017152022 B
Event Type Event Name Due Date Entity Name
Insurance Compliance nsurance Compliance 01132023 American Bookstore LLC
Insurance Compliance Insurance Compliance 017062023 American Booksiore LLG
Revenue and Taxation Estimated Tax ABG LLC
Revenue and Taxation Estimated Tax Global Technologies Incorparation
Insurance Compliance nsurance Compliance American Bookstore LLE
Insurance Compliance Insurance Compliance 1272 American Bookstore LLC
Boardroom Sharehclders Meeting 127200202 Entity Management LLC
Boardroom Shareholders Mesting 12202022 Friday Aftemoon LLC

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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My Calendar

MAINTA TRACKING G DETAR

| EDJDOWMOADGRDTOEXCEL 3 MORE OPTIONS Show Ouick Sewrch  Seatus: A Oue Date: 03/01/2023

S —

Event Type Event llame.

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:
e Create Event: To create a new event.
e Copy Event: To copy details from an existing event into a new event.
e Edit Event: To edit the details of an existing event.

e Expire Event: To expire an existing event and stop any instances of this event going forward.

Support: 800-927-9801 x66825
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Event Type

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,
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instructions, tracking details, due date, frequency, and related entities and jurisdictions.

Calendar Administration

-} CALENDAR ACTIONS
Create Event
Copy Event
Edit Event
Expire Event ‘ompliar

wd Taxad

Delete Event

. 1d Taxad

ce

jon

8.5.1.1 Event Details

[ DOWNLOAD GRID TO EXCEL

3 MORE OFTIONS

s

| Event Hame

Shareholders Mesting
Shareholders Mesting
Insurance Compliance
Estimated Tax

Estimated Tax

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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Create Event

= Event Details

“Event Type: | Select v

“EventName: | Select ¥ ADD NEW

Description:

= Ewvent Instructions

Use Event Instructions to enter information that will be repeated for all occurrences of this event. Click on Add Attributes to customize the fields that appear below.
Form Name.
Referance.
Filed With

Filing Fee

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 104)

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.

- Due Date and Frequency

rst cecur and then set the recumence schedule. The date endered must be grester than today's date

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.

- Select Entities

Use Select Entities to assign an occurrence of this event to an entity. Once saved to an event, an entity cannot be removed. The expire event action can be used to remove entities once saved to an event

Active Entities:
American Bookstore LLC (Canada) ~ ABC LLC (Canada)
American Records Research, LLP (Afyonkarahisar) m
Business Development LLC (California)

Converting to CSC (Georgia) ADDALL
Entity Management Rocks LLC (Alabama)

Friday ARemoon LLC (Colorado) REMOVE
Level 1 C (Oregon)

Moving Between Groups 2 (Alabama) REMOVE ALL
OQreaon Domestic Entity (Oregon) it

Show Inactive Entities

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.

Calendar Administration

—I—CALENDAR ACTIONS 9 DowWNLOAD GRID TO EXCEL E MORE OFTIONS
Creste Event @
E | Event Name
Copy Event
Shareholders Meeting
Edit Event
Shareholders Meeting
Expire Event iompliarjoe Insurance Compliance
w Taxafjon Estimated Tax
Dielete Event
w Taxafjon Estimated Tax

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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Calendar Administration

|- CALENDAR ACTIONS [ DOWNLOAD GRID TO EXCEL % MORE OFTIONS
Creste Event @
B Event Name
Copy Event
Shareholders Mesting
Edit Event
Shareholders Meeting
Expire Event  ompliaree Insurance Compliance
1d Taxalion Estimated Tax
Delete Event
1d Taxsfion Estimated Tax

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.

Expire Event

State/Country Frequency

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:

e Standard System Reports: Reports that are pre-built and available through the Business Objects Reporting
tool.

o Ad Hoc Reports: Custom, on-demand reports based on the information in the portfolio.

e 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.

My Dashboard  Entities ./ Orders & Results~ Documents~ Calendar~ Reports A Forms & Tools~ Admin
Entities M
Reports
+ ENTITY ACTIONS D DOWNLOAD GRID TO EXCEL S MORE OPTIONS

@ Entity Management
Entity Name :mm‘:ﬂ of | Forma g:

Ad Hoc Reporting
ABCLLC Canada 03142 Ni
Amenican Bookstare LLC Canada 01012 Business Objects Reporting Ny
American Records Research, LLP Afyonkarahisar 04012 Ni
Business Development LLC ca 1162, AC
Converting to CSC GA 01012023 uc csc AC
Entity Management Rocks LLC AL 04012022 e csc AC
Friday Aftemoon LLC co 02092022 uc csc AC
Giobal Technologies Incorporation ca 0208 2022 TRUST csc AC
Level 1C R 06062022 NFP csc ac
Moving Between Groups 2 AL 12012022 CORP csc AC
OR 08012022 uc csc AC

Oregon Domestic Entity

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:

e Entity: Provides several subfolders for specific entity reports, including jurisdiction, name history, and DBA

names.
e Officer & Director: Provides several subfolders for specific officer and director reports.
e Capital & Ownership: Provides several reports related to ownership including owned entities and owners.
e Comprehensive Company Reports: Provides formatted reports for entity profiles.
e Admin & Audit Reports: Provides audit reports for entity data and documents.
o 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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COR- E' '?. Folders -

Public Folders / CSC / External / CSC Entity Managemaent Reports / 1. Entity / 1. Jurisdiction Reports /

Parsonal Folders Tile *
~ [ Public Folders o Jurisdiction Basic Report
v [ ¢sc o Jurisdiction Basic Report - Excel
~ [ External » Jurisdiction Basic Report_Test
w [i] CSC Entity Management Reports o Jurisdiction Detail Report
~ [ 1. Entity o Jurisdiction Detail Repart - Excel

1. Jurisdiction Reports Jurisdiction Full Detall with Address Report - Excel
2. Mame History Reports
3. DBA Name Reports
> [ 2. Officer & Director
3. Capital & Ownarship
4. Comprahensive Comparry Reports
5. Admin & Audit Reports

HELP

Type

Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence
Web Intelligence

Web Intelligence
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Description Last Updated
Oct B, 2024 5:02 PM
Oct 8, 2024 5:02 PM
Oct B, 2024 5:02 PM
Oct B, 2024 5:02 PM
Oct 8, 2024 5:02 PM

Oct 8, 2024 5:02 PM

Step 2: Indicate the values that will be displayed within the report by choosing from the value lists.

Prompts

Search 2 1. Select CSC Entity Status from the List of Values :E:)

[ 1. Select CSC Entity Status fromthe @ | Search
List of Values

v CSC - ACTIVE
and select Entities. For all Entities,

enter ALL CSC - INACTIVE
ALL

3. Select Jurisdiction Status from the NONCSC - ACTIVE

List of Values
BOTH

NONCSC - INACTIVE

4. Select local jurisdictions for USA (1 I ALL

and Canada only from the List of
Values or type ALL for selecting all
values

ALL

5. Select the Country from the List of
Values or type ALL for selecting all
values

ALL

6. Select Sort option (1)
Entity Name

7.5elect the Service Type from the List (1
of Values or type ALL for selecting all
values

ALL

Reset All

Step 3: Once all values are selected, click the Run button to run the report.

Run' Cancel
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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

Query Analyze Display

File
Dﬁ[‘é‘]vbdﬁ““@v?é@@ﬂi‘_‘l?ﬂg

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.

5 Personal Folders [ Title * Type Description Last Updated
~ [ Public Folders [] [, Jurisdiction Basic Report | Web Intelligence Oct 8, 2024 5:02 PM B
~ [7 csc [ [ durisdiction Basic Report - Excel Web Intelligence Oct 8, 2024 5:02 PM e
v [ External [ [ durisdiction Basic Report_Test Web Intelligence Oct 8, 2024 5:02 PM e
~ [ CSC Entity Management Reports. [ 5 durisdiction Detail Report Web Intelligence Oct 8, 2024 5:02 PM -
~ [E 1. Entity [ [ durisdiction Detail Report - Excel Web Intelligence Oct 8, 2024 5:02 PM e
[ 1. Jurisdiction Reports [ e durisdiction Full Detail with Address Report - Excel Web Intelligence Oct 8, 2024 5:02 PM e

[F5] 2. Name History Reports
[ 3.DBA Name Reports
» [H 2. Officer & Director
i 3. Capital & Ownership
[E] 4. Comprehensive Company Reports
i 5. Admin & Audit Reports
5] HELP
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Jurisdiction Basic
Report
Oct 8, 2024 5:02 PM

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:

e Add Report

e  Run Report

e Maintain Report (i.e., edit the name or details of an existing ad hoc report)
e Delete Report

e Email Report

Ad Hoc Reporting

B TOEXCEL
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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.

Report Search Criteria

Report Type:| Select v

Select

Entity Details

Entity - Jurisdiction

Entity - Jurisdiction - Name History

Entity - Officer/Director/Management

Entity - Officer/Director/Management Personal Information
Entity - Ownership Summary

Entity - Ownership Transaction

Entity - Capital

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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Report Search Criteria

Report Type:  Entity - Jurizdiction v
- Entity Status
CSC Indicator | select -
CSC Status: | Seledt . ‘
Entity Status: [ g0 B ‘

Eniity Status Date 7] Equals v
Combined Status: [W— - J

+ Checkall X Uncheck all ]

@ csC-Adive
*  Entity Details [ cSCnactive

B noncsC-asive

(] MonCSCnactive
| ‘ Contgns v

CSC Entiy ID

Jurisdiction of Formation- () US International Both

| setect -

Formation Date: ] Equals hd

Entity Type: [ gejact .|

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.

Report Attribute Selection

- Entity Status
3 maclor 50T Eny Stas
Ently Stas Date Comaingd Stats.

« Entity Details

Ragiatersd Agent adorass

s Offce
FEnA Legal Stuciure
Annual Magting Dste Loestinn sf Uit Bosk Ruanswl Biling Relerence &
SCNACS Busingss Fupuss Indapendent Directors

Evay Main Aooress My Man Agaress Lin 1
Bl Wil Ades Line Entl Main BulingSuteFioor Enity Man BuldingSuta Floor Humber
Entyeain Gy Entty ain Stae Cooe Enttyan 2ip

Erlly Mailng sqoress Ry Mding Adavess Ling 1

Enhily Wil Bul i Sue Floce Enby Masing Bubcing/Sulsloor Nurms

Publcy Traded

+ Entity Custom Fields
- Jurisdiction Details

Jaisacion Hame B ursccion Code Caunty Case
T adon o FersignDamastic

Suthorzaion D

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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Report Layout

Selection of Additional Repont Fields
Adfribute Name: CSC Entity ID (Entity Details) x

ATTRIBUTE

Entity ame:
Surisgietien ef Fomatien
Internationsl

Jurisdiction Code

Set column order and sort order

Column Order

Entity Datails
Entity Details
Entity Details
urisdicticn Details

Sort Order

CATEGORY

No attributes selected

upP

DOWN

BOTTOM

TOP

up

DOWN

BOTTOM

Step 5: Set the column order (the column at the top is the left-most column) that will be displayed in the

report output.

Report Layout

Selection of Additional Report Fields

Attribute Name: |

|:\DD

Set column order and sort order

Entity Mame
Jurisdiction of Formation
International

Jurisdiction Code

ATTRIBUTE

Column Order

Entity Details
Entity Details
Entity Details

Jurisdiction Details

Sort Order
CATEGORY

Mo attributes selected

ATTRIBUTE CATEGORY

ASC/DESC

TOP ADD TO SORT
uP REMOVE
DOWN
BOTTOM
TOP
uP REMOVE
DOWN
BOTTOM
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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.

Report Layout

Selection of Additional Report Fields

Aftribute Name: | ADD
Set column order and sort order
Column Order
ATTRIBUTE CATEGORY
Entity Name Entity Details TOP ADD TO SORT
Jurisdiction of Formation Entity Details
Intemational Entity Detsils REMOVE

Jurisdiction Code Jurisdiction Details

DOWN

BOTTOM

CATEGORY ASC/DESC

"
DOWN
BOTTOM

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.

Report Preview
Note: Report preview is limited to 50 rows. To view and print 3ll rows, export the report to FDF or Excel or s2nd vis email.
Please sllow up to 3 hours for dats changes to be reflected in reports.
Repart Trpe: Entity - Jurisdiction
Feport Run Date: 030072023 01:-39 FAL

Jurisdiction of
Entity Name F 5 International Jurisdiction Code
ABCLLC Canada T NT
ABCLLC Canada Y K
ABCLLC Canada T Qc
ABCLLC Canada Y BC
ABCLLC Canada T ca
ABCLLC Canada Y NS
ABCLLC Canada T YT
ABCLLC Canada Y NU
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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 detailin Section 10.1.1.

Report View
Report Name:
| Jurisdiction Report
.;§:;. Public .;:':;. Private SAVE REPORT
Report Criteria
ATTRIBUTE OPERATOR CRITERIA
Combined Status Includes CSC-Adtive; NonCSC-Active
Column Order Sort
ATTRIBUTE CATEGORY ATTRIBUTE ASC/DESC
Entity Name Entity Details Entity Name Asc
Jurisdiction of Formation Entity Details
Internaticnal Entity Details
Jurisdiction Code Jurisdiction Details

Click here for additional PDF printing_instructions.

EMAIL EXPORT TOPDF EXPORTTO EXCEL

CRITERIA ATTRIBUTES LAYOUT NSNS CANCEL

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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~+-RepoRT S [E9DOWNLOAD GRID TO EXCEL
Add Report

Run Report
Maintain Repor
Delete Report

Email Report

9.2.3 Maintain Report
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2 MORE OPTIONS

Report Type

Entity - Jurisdiction
Entity - Officer/Director/Management
Entity - Officer/DirectorManagement

Entity - Ownership Summary

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.

Ad Hoc Reporting

—I—REPOI!TP.CH 5 B DOWNLOAD GRID TO EXCEL
Add Report
Run Report
port
Maintain Report
sgion

Delete Report Egicn

»oirt
Email Report

9.2.4 Delete Report

* MORE OPTIONS

Report Type

Entity - Jurisdiction
Entity - Officer/Director/Management
Entity - Officer/Director/Management

Entity - Ownership Summary

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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Ad Hoc Reporting

—} REPORT ACTIONS ) DOWNLOAD GRID TO EXCEL * MORE OPTIONS
Add Report
Report Type
Run Report
port Entity - Jurisdiction
Maintain Report
sgion Entity - Officer/Director’/Management
Delete Report Egion Entity - Officer/Director/Management
»ort Entity - Cwnership Summary

Email Report

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.

Ad Hoc Reporting

—}-REPORT ACTIONS EDOWNLOAD GRID TO EXCEL % MORE OFTIONS
Add Report
Report Type

Run Report

sport Entity - Jurisdiction
Maintsin Report

sgion Entity - Officer/Director/Management
Delete Report egicn Entity - Cfficen/Director/Management

ort Entity - Ownership Summa:
Email Report ty e &

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:

e 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.

Administration & Preferences

Logged in as: Shannon Test User

User Administration: I\/Ianage Calendar 4

Manage Users

Displaying: 1-3
Calendar:
Manage Calendar Alerts
i Calendar Alert Actions ~

Manage Fields and
Screens: » Contact Name » |
Manage Custom Fields ) Colin Barratt Co

_J Shannon Test User Sh

»__luriediction Dataile | Qhannan'e Tect hie

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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CSCDashboard™ cedback Invoices & Payments | Product Training | News & Events

View Users \ Return to Entity Management

All Accounts v Select Action v
£ Page|1 |of 1 20 v View 1 - 13 of 13
Name E-Mail User ID Status Accounts
m Active v
O Barbara Bilsak Barbara.Bilsak@cscglobal.com BBARB288 Active View Accounts
O C€SC Demo User shannon.rupinski@cscglobal.com  UCSCO05 Active View Accounts

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 Access to view basic entity and jurisdiction information such as entity names,

Information/View 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 Access to edit basic entity and jurisdiction information such as entity names,
Information/Edit jurisdictions where registered, DBA names, and more. Also includes the
ability to modify value lists in the Admin tab.

Support: 800-927-9801 x66825
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Officer/Director Business
Information View

Officer/Director Business
Information Edit

Officer/Director Personal

Information View

Officer/Director Personal
Information Edit

Officer/Director Individual

Documents View

Officer/Director Individual
Documents Edit

Bulk Import

Download for Doc Gen — D&O Grid

Capital and Ownership View

Capital and Ownership Edit

Minute Books View

Minute Books Edit

Minute Books Administrator

Minute Book Document Security

Admin

Other Document View
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Access to view ODM information including names, titles, term dates and the
entities that they serve.

Access to edit ODM information including names, titles, term dates and the
entities that they serve.

Access to view ODM personal information such as home address, SSN, and

contact information.

Access to view and edit ODM personal information such as home address,
SSN, and contact information.

Access to view ODM Individual Documents
Access to Upload, Edit, and Delete ODM Individual Documents

Access to create/update entity information in a bulk fashion

Access to view and execute the Download for Document Generation action
on the ODM portfolio grid.

Access to view Capital and Ownership information, including authorized
capital, owner names, ownership percentages, and effective dates.

Access to edit Capital and Ownership information, including authorized
capital, owner names, ownership percentages, and effective dates.

Access to view Minute Books and the documents stored within Minute Book
folders.

Access to view Minute Books and upload, edit and delete documents stored
within minute book folders.

Access to view, add, edit and reorder Minute Books and Minute Books
subfolders. Access to upload, edit and delete documents stored within those
folders.

Access to secure folders and documents for any Minute Book or Minute Book
subfolders.

Access to view Other Document folders and the documents stored within
those folders.

Support: 800-927-9801 x66825
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Other Documents Edit

Other Documents Administrator

Document Security Admin

Document Generation Admin

Document Generation Edit

Document Generation View

E-Signatures

Organization Chart Viewer

Organization Chart Writer

Organization Chart Administrator

Report Viewer
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Access to view Other Document folders and upload, edit and delete
documents stored within Other Documents folders.

Access to view, add, edit and reorder Other Document folders and
subfolders.

Access to secure folders and documents for any Other Documents folder or
subfolders.

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).

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.

Access to view and act on all public documents within the Document
Repository.

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.

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.

Access to view, add, edit, and publish org charts. Includes edit access to the
users own org charts only.

Access to view, add, edit, and publish org charts. Includes edit access to org
charts generated by all users.

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.

Support: 800-927-9801 x66825
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Report Writer

Report Administrator

My Calendar View

My Calendar Edit

My Calendar Admin

Beneficial Ownership Report

HR User

HR Admin

EM Filing Centre User

EM Filing Centre Admin
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Access to view, add, edit and publish ad-hoc reports. Includes edit access to
the users own reports only.

Access to view, add, edit and publish ad-hoc reports. Includes edit access to
reports generated by all users.

Access to view custom calendar events created by all users in My Calendar

Access to view custom calendar events and edit event instances. This user

does not have the ability to create events.

Access to view, edit and create custom calendar event status. This user can
edit events created by other users.

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.)

Access to view and manage changes from the HR task grids and enroll
themselves in email change alert notifications.

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.

Access to view Filing Centre grid, submit filings, run Company Data report

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:

e View currently assigned roles.

e Add a new user and assign roles.

Support: 800-927-9801 x66825
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e Perform maintenance on an existing user.

e Disable or enable a user’s access to CSCGlobal.

Product Training News & Events

CSCDashboard™

Return to Entity Management

View Users

All Accounts - Select Action -

Page [7 of- 245 1 [z0 [2] resuits per page
Name E-Mail User ID Accour s
- " | Dave Richards joliver2@cscinfo.com RDAVE27 View Accounts
+ | € | Johnny Oliver joliver2@cscinfo.com OJOHNNY2 igw A o =
+ | T | Robert Janney joliver2@cscinfo.com JROBE21 View Accounts

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.

Product Training News & Events

CSCDashboard™

| »

Return to Entity Management

View Users

AIIAmumsl Select Action

] k] Page [ of 1 i Bl |g lz‘ results per page View1-3of 2
Name =, E-Mail User ID Accounts
¥l ¥ ) ¥ ) ) ¥ 1§
+ | (| Dave Richards joliver3@oscinfo.com RDAVEZT View Accounts
! ! ' ! ' ' |
4+ | { | Johnny Oliver joliverd@cscinfo.com OJOHMNY 2 View Accounts =
4+ | " | Robert Janney joliver3@oscinfo.com JROBE21 View Accounts
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Step 2: Click the + symbol to the left of each row to expand the user. Then, select the Roles link.

Product Training News & Events

CSCDashboard™

-
View Users Return to Entity Msnagement F
All Accounts r Select Action T
W w0 Pagei  |of 1t 4 [ [i] results per page View 1-3o0f 3
Hame &, E-Mail User ID Accounts
- THETEY B = R e 1
- Jjoliver3@cscinfo.com RDAVEZT View Accounts
Account Humber  Account Name Address £
7982837 John's Test Customer 2711 Centerville Road, Wilmington, DE 19808, USA | Holes
- ¥ ¥ ¥ ¥ ¥ ¥ ¥
+ | (| Johnny Oliver joliver3@cscinfo.com OJOHMNY2 View Accounts
4+ | I | Robert Janney joliver3@oscinfo.com JROBEZ21 View Accounts

Step 3: Review the list of roles that are currently assigned to the user.

Johns Test Customer
sturn to Entity Mansgement

Dawe Richards / T862637

~ssigned Roles

View Users

£ CSC Global (2 roles)
Accounts

Billing/Payment Ingquiry

Wiew Accounts

FPassword Reset Administrator

User Administration

1 Entity Management (21 rolaes)

Administration Functions
e A ot

Capital and Cwnaership Edit
Wiew Mcoounts

Capital and Ownership View

Deocument Administrator

Document View

Entity Managemant Systam Acoass Administrator

Entity/Jurisdiction Information Edit

Hisrarchy Edit

Hierarchy View

Minute Books Administrator
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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:

e (CSCGlobal: Billing/payment inquiries and user administration.
e Entity Management: Actions specific to Entity Management.
e  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.

CSCDashboard™

View Users Return to Entity Management

All Accounts v FelemAmbn v l

Select Action
Add New User |

Maintain Selected User

Name E-Mail User ID Enable / Disable CSCGlobal Access
n Active ¥
O Barbara Bilsak Barbara.Bilsak@cscglobal.com BBARB288 Active View Accoun
@® CSC Demo User shannon.rupinski@cscglobal.com  UCSC05 Active View Accounts
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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.

Add User Return to Entity Management

¥ User Details

* Reguilred Fleld
= First Mame Middle Name ® Last Name

Johnny Dliveri
= E-Mail

johnoliveri@csoglobal.com

Intl Code Area Code Number Extension

Mokbile

Fax

 User Roles

Assigned Roles

Application Role

There are no records to display.

. Add New Roles

G ( Reset ] [[cance |
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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.

= User Roles

Azt igned Roles

There sre no records to display.

Add or Remove roles, first select the Account and Application. Roles will be added or removed from the Assigned Roles grid as you go.
Add or Remove more roles, change the Application and/er Acceunt and centinue as above.

Account Number Account Hame & Address

+ 5162867 CSCSales Demo Account PO Box 888, Wilmington, DE 19804, USA

Available R Assigned Roles

NaalL—

Showing 0 of 0 Showing 0 of 0

Close

GEEDTEE [ Reset ] [ cance

Step 4: As roles are added, you may view them at the top of the screen. Select Save once all roles have been

indicated.

Support: 800-927-9801 x66825
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15162867 - CSCSales Demo Account (5 roles)

CSC Global

CSC Global

Entity Management

Entity Management

Entity Management

Billing/Payment Inquiry

User Administration

Minute Books Administrator

Minute Books View Only

MyCslendar

MM AU X
1, | »

1

To Add or Remove roles, first select the Account and Application. Roles will be added or removed from the Assigned Reles grid as you go

To Add or Remaove more roles, chenge the Application andior Account and continue ss above.

Account Number Account Name =,

{* 5182867 C5CSales Demo Account

Entity -
uailable Roles
Capital and Cwneship Edit

Capital and Gwnership View
Document Administrater
Document View Cnly

Entity Management System Access Administrstor

Entity/Jurisdiction Information Edit
Offices/Director Business Information Edit
Offices/Director Business Information View
Offices/Director Personal Information Edit
Offices/Director Personal Information View

Shawing 16 of 16

] »

m

Address

PO Box 888, Wilmington, DE 19804, USA

Assigned Roles

Minute Books Administrator
Minute Books View Only

MyCslendar

Showing 3 of 2

Close

Gy rese

Step 5: Review the new user and assigned role(s) within the grid.

User Admin

Cancel

Product Training
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Hews & Events

View Users

Johnny Oliveri

Contact saved su

All Accounts

162867 - C5C5ales Demo A

[ CSC Global (2 roles)

User Administration
Hame 2,

Billing/Payment Inquiry

& Entity Management {2 roles)

tiohnny

Minute Books Administrator

(™ | Jehnny Cliveri

Minute Books View Only

Account Humber

o
s1e2887 MyCalendar

Assigned Roles

Role

mn

m to Entity Management

Accounts

View Accounts

Bl
N
thj

»

m
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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.

View Users Return to Entity Management

All Acocounts v Select Acticn v

Select Action

Add New User

I R P P el 1,icintain Selected User

Hame =, E-Mail Usel Enable / Disable CSCGlobal Access
Hehnny Filter by E-Ms Filter by Uszer D
+ (+ Johnny Oliveri johnoliveri@coscglobal .com OJOHNNY 1 Wiew Accounts

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).

Support: 800-927-9801 x66825
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* Foequired Flekd "
* First Name Middle Name * Last Name
[ Johnny Oliveri
* E-Mail

jchnoliveri@seglobal com

Intl Code Area Code Mumber Extension
Fhone 02 557 1672
Mobile
Fax
Default Account
5182887 - CSCSales Demo Account -
= User Roles

Assigned Roles

Application Role

m

£ 5162867 - C5CSales Demo Account (5 roles)

CSC Global Billing/Payment Inquiry
CSC Global User Administration |
Entity Management Minute Books Administrator

Entity Management Minute Books View Only |
Entity Management MyCalendar

. Add Mew Roles

G ([ Reet ) (concel ]

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.

CSCDashboard™ Invoices & Payments | Product Training | News & Events

View Users Return to Entity Management
All Accounts - lm. - |
Select Action ‘
Add New User I
£ Page|1 |of 1 20 v ‘ aintain Selected User
Name E-Mail User ID nable / Disable CSCGlobal Access
n Active ¥
O Barbara Bilsak Barbara.Bilsak@cscglobal.com BBARB288 Active View Accounts
@ CSC Demo User shannon.rupinski@cscglobal.com  UCSCO05 Active View Accounts
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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.

View Users Return to Entity Management
All Accounts - Select Action -
. w1 Page|1 of 1 o B | El results per page View 1-20f 2
Name =, E-Mail User 1DV Accounts
|Shs’|:tt5 Filter by E-Ms Filter by User D
+ | | Charlotte Jones KANDRAS@CSCINFO.COM JCHARLOZ View Acocounts
4 | {" | Charlotte W. Web devans|@cscinfo.com WCHARLOT View Accounts

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.

Administration & Preferences

Logged in as: Shannon Rupinski

Calendar: Manage Calendar Alerts

Manage Calendar Alerts

Displaying: 1-3
Manage Fields and
Screens:

) Calendar Alert Actions =
Manage Custom Fields

MManagement Business

Manage Layouis

Manage Screens » Contact Mame » Email Address

* Jurisdiction Details O Colin Barratt Colin Barratt@cscglobal.com
Oicer/Director O Shannon Test User Shannon.Rupinski@cscaglobal.com

Support: 800-927-9801 x66825
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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.

Administration & Preferences

Logged in as: Shannon Rupinski

Calendar:

Manage Calendar Aleris

Manage Calendar Alerts

Displaying: 1-3
Manage Fields and
Screens:
Calendar Alert Acti -

Manage Custom Fields slendsrAler Adiens
Manage Layouts
Manage Screens » Contact Name = Email Address
> Jurisdiction Details (] Colin Barratt Colin.Barratt@cscglobal.com

Officer/Director _

MManagement Business U Shannon Test User

Shannon.Rupinski@cscglobal.com

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.

Support: 800-927-9801 x66825
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Compliance Calendar

Calendar Alert Enrollment for Contact: Colin Barratt
* Select Event Type:

HQUUU Standing
EPBA Names

* Select Entities:
(@ All entities

Al entities where the user is responsible for receiving Compliance Mail

(" "y Refrieve names for specific entity selection

* Select Update Preference:
‘e Automatically update entity list with any new entity that is added to the portfolio.

y Automatically update entity list with any entity to which | am assigned as the Compliance contact.

(7 Do not update entity list for email alert and allow users to manage the list manually.
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Alerts are prepared and sent the weekend prior to and including the 3rd Monday of each month. Please select how far in advance you would like to be

notified.
If you select multiple frequencies, you will receive a separate email for each selected frequency:

* Select Frequency:
nﬂutify me one month in advance
Dutify me two months in advance

Dlulify me three menths in advance

10.3.2 Modify Alert Preferences

RESET  CANCEL

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.

Support: 800-927-9801 x66825
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Manage Calendar Alerts

o The following users will be unsubscibed from the selected Calendar Aleris:

» Shannon Test User - Good Standing

UN3UBSCRIBE CANCEL

Displaying: 1-3
Calendar Alert Actions =
» Contact Name » Email Address » Enrollment Status » Event Type
O Colin Barratt Colin.Barratt@cscglobal.com Mot Enrolled
Shannon TestUser Shannon.Rupinski@cscglobal.com Currently Enrolled Good Standing

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:

o 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.

e 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.

e 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.

e 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.

Support: 800-927-9801 x66825
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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.

User Administration Entity Preferences
Manage Users Displaying: 1-120 | Limitad to 200 rows per page
Calendar: Gridactions =
Manage Calendar Alers
PREFERENCES
— ENTITIES ASSIGNED ==
Manage Fields and - e = E—
e - Jane Odenmeyer
Jared Goff

JmsTest One 10M80E

[

Johsn Johanssen

John Parent

tor/Management
Business oveM3 nnivZRAC

Officer/Director/Management Keity MacDanaid
Persanal

Kerry Post
rasesr TeMeTZY
Manage System Value LenFkn 2tniyias
Lacy Boots:

Lena Wilson

vent Name Leland Winner
Issuing Office LILY HUDSON
Legal Structurs LOGAN BLACK
Ownership Structure Luke Mann
Registarad Agant MEZ 13X3mzd 081142018
majbia JTCFER
MANIY LOGGER
w3181 oKGHE0LA

f:lﬁltl:t??\t\ttﬁlzl‘.:lt

ste 1082018

Entity Preference:

View Praf Displaying: 1-120 | Limited to 200 rows per page

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.

CSCNavigator® ® s edback ooy g

Administration & Preferences

Logged In as: Ryan Dzieisk

Organization: Ryans Test Group

Entity Preference Rules

ity Protmmrce utm Actons © G Acsor ©

ROLE NAME ETTm— § e e [p——— § ueoetas ¢ ennmes 1 USRS E oo
™ s
- s "
e ™ s

You can manage the preference rules for your portfolio on the Manage Preference Rules grid by taking any of the
following actions:

e Create Preference Rule

e Assign Preference Rules to Users

Support: 800-927-9801 x66825
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e Maintain Preference Rule
e Delete Preference Rule
e Select as Default Preference Rule

e Remove as Default Preference Rule

10.4.1 Create Preference Rule
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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.

Attribute Rule Creation

Entity Preferences

®) Altributes {Dynamic) Entity Name (Manual)
endar Alerts

"Rule Name: Rule Description

Manage

Manage Fields and

en:

Should this rule be used to show entities or hide entites from a user? (@) Show Entiies.
Bens

urisdiction Details

clor/Management  Eniiieg that meet the criteria of this rule will be dynamically assigned to selected user(s).

Attribute Operator

Domesiic Jurisdiction v Equals v

Select v Select A
Select

ssuing Office CSC Indicator

CSC Status

Domestic Jurisdiction

ship Structure Entity Status

Entity Type

international

Both

v

ADD ATTRIBUTE

In addition you can create an Entity Name (Manual) rule that allows you to select specific entities to assign to a rule.

Support: 800-927-9801 x66825
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User Administration: Entity Rule Creation
Manage Users

Entity Preferences

Aributes (Dynamic) | (@) Entity Name (Manual)

“Rule Name. Rule Description:

Calendar:

Should this rule be used to show entities or hide entities from 3 user? (@) Show Entities. Hide Entitiss

Select the entities that will be assigned 1o this rule. Entity list rules must be maintained manually to add of remove entities

Officen/DirectorManagement
Business

ENTITY NAME & DOMESTIC
JURISDICTION

Officer/DirectorManagement

Personal ENTITY TYPE  INTERNATIONAL ENTITY STATUS = ASSIGNED LAYOUT

[ A o Active Intemations! Layout
Manags System Value s A« snc = e fp—
Lists
- O DE AR No Active Bad Layout
E e | Event Name Abu Z sty Aana es active B8d Layout
u AL aFl ™ Active Bod Layout

]
)
)
)
)
) Alscazsm Albanis 47 Ven Active
]
)
)
)
)

Anares Faus AL s o Active Test Layout
Ancther EBI Utiley Test |, Inc Mo coRp Ho Active Bad Layout
O AR Filing Test Company K coRe Ho Bad Layout
Enity 1 A i No Active: B Layout

Siock Senes
Enity A5 AL coRP. Ho Insctive Bad Layout

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.

User Administration: Ass\gn Users
Manage Users
Displaying: 1-10 | Limited to 204 rows per page
Calendar:
Manage Calendar Alerts Show Quick Search ~ REFRESHT:  RESETD
Plaase seloct users 1o assign 1o Hide Delaware Entities
Manage Fields and 5 .
Screens:
Manags Custom Fislds
Biny 8 Eington ]
Manage Layouts
< L4 Eric Ericsan »
Manage Screens
» Juristiction Details Foloes Secuty Tester [
Officer/DirectorManagement S 0
Business
OfficerDirector/Management dotn Jenrsan °
Personal Rihard Hoxan 0
s Sruskini [
Manage System Valus - 0
Lists Ryan Drisksk 4
Enity Status
Secunty Tester 0
Entity Preferences:
View Preference Assignments Displaying: 1-10 | Limited to 200 rows per page
Manage Preference Rules

m CANCEL

G Do
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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).

€2 Rule Details - Google Chrome (=)

# entityuat.cscglobal.com/erm-entity-mgmt/rules/getRuleDetails.htm?ruleld=2206

Rule Details
Rule Name: Hide Delaware Entities

Rule Description:

Rule Type: Hid

Preference Type: Attribu

Attribute Operator Value(s)

Domestic Jurisdiction Equals Delaware

|

Support: 800-927-9801 x66825
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| & entityuat.cscglobal.com/erm-entity-mgmt/rules/getRuleEntities.htm?ruleld= 2208&isruleDetails=true

Rule Details
Rule Name: Original Entity Prefersnce Selection
Rule Description:
Rule Type: Show Entities
Preference Type: Entity

| Active

Aha Industries

Alacazam

Inactive

No enlities assigned,

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.

| % View Rule Criteria Entities - Google Chrome =

8 entityuat.cscglobal.com/erm-entity-mgmt/rules/getRuleEntities.htm?ruleld=2207

Entity List
Rule Name: International Entities
Rule Description:
Rule Type: Show Entities
Preference Type: Aftribute
Active
Alacazam
HOBA Lacke und Farben GmbH
Test Company D4

3

Test Company 09

Inactive

No entities assigned.

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.

Users assigned to International Entities

‘ User Name
Billy B. Billington
Eric Ericson

James Madison

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.

User Administration Entity Preferences

Displaying: 1-40 | Limited to 200 rows. per page

View Assigned Entitiss
Active Rule(s)
s AR Fiing Test Company (KY Hice Detaware Entibes
isdiction Details
irectoriManagement AR Industries (AL) Hige Delaware Enites
OfficeriDirectoriManagement Frod Brussied o
Personal Robert Fokdsec o Alacazam (Albania) Hide Delaware Eniibes, Interational Entiies
Feyan Dreink
. Andres Fautt(AL) Hige Delaware Enfites
Manage System Value Securty Tester =
AnOther EDI VI Test 1 Inc. (40) Hick Delaware Enives
Inactve Rule(s)
ABC Documents (AK) Hide Delaware Enfites
Ently AB (AL) Hide Delaware Enlives
Test Company 05 (D) Hice Delaware Entites
Displaying: 1-10 | Limited to 200 rows per page

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.

User Administration

Entity Preferences
M

oh Lisars Displaying: 1-10 | Limited to 200 rows per page
Calendar:

Manage Calendar Alerts

Manage Fields and
Screens:

PREFERENCES
ENTITIES ASSIGNED MODIFIED ON

Robert Folisec

Feyan Dzieisk

Security Tester
Lists

Registered Agent

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).

Calendar: Category Preferences

Calendar Alerts

System Preference: First Category Expanded

How the group will display estegories on §

ne Entity Details page by defaull: First Category Expanded

o nagement
B

o

s

nagament

Manage Systermn Value
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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.

Category Preferences
System Preference: First Category Expanded

How the group will display categories on the Entity Details page by default?. | First Category Expanded ¥

First Category Expanded

All Categories Expanded ]

Notes: Changes will be reflected on all entities
The category preferences will change for all members of your group
EE\YSl CANCEL

10.5.2 Quick Search Preferences

The Quick Search default can be set to Open on all grids by updating your Quick Search Preferences.

Quick Search Preferences

System Preference. Quick Search Closed

How would the group like to default Quick Search?: | Quick Search Closed v
Quick Search Closed
Quick Search Open
Notes: Changes will be reflected on all grids. -
The Quick Search preferences will change for all members of your group

LSl CANCEL

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.

Entity Portfolio Default Display - Group

System Preference: &

Haow would the group like to default the entity portiolio display?: | Al =

Active
Notes: Changes wil be refiected on grid dispiay.
The &ntity porticaio Qiiptay preference wil change for 38 MEMBECS Of YOUF BFOND

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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Entity Favorite Grid Default Display - Jeffrey Park

Default Entity Favorite Preference: None Selected

Which Entity Favorite should display as the default?: | CSC Contained in Company Name 3

Note: Changes will be reflected on all grid displays throughout Entity Management.

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.

0/D/M Last Name Sort Default - Group

System Preference: First Name Laxt Hame

How would the group like to see the O/0VM name displayed?: | First Hame Last Name |+

Last Hame, Firs Name
Notes: Change will be reflectsd on grid display.
“The G/D/M.last rame display preference will be set for all members of your group.

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.

0/D/M Ranking Sort Default - Group

System Preference: Do Not Sort by Rank

How would the group like to see the O/D/M sort order?: | Ascending O/0/M Ranking E|

Apply preference to selected grid(s): | Both |Z|

Notes: Change wil be reflected on selected O/D/M grid display.
The O/D/M ranking sort order preference wil be set for all members of your group.
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*My Calendar Events

" All Event Types @ Specific Event Types ]

Specific Event Type

You will receive alerts for all events associated with the selected event type. New event names are automatically added.

B Entity Details
1 Jurisdiction Details

Event Type Selection:

Insurance Compliance Boardroom

Officer/Director/Management Intemational Compliance Add
Business Junsdictional Reports and Filings
Officer/Director/Management Licenses and Permits Add Al
Personal Miscellaneous Reminders
Revenue and Taxation fomos,
Manage System Value Lists: Remoave All

Entity Status
Issuing Office

Legal Structure

ific Event Nam
Ownership Structure Specific Event Names

Resistered Agent You will receive alerts for the selected event names. You will need to modify alert preferences to include new event names when they are created.
egistered Agen

Event Type:
Stock Class

Licenses and Permits -]
Stock Rights .

Stock Series Broker License (Licenses and Permits)
Building Permit (Licenses and Permits)
Business License (Licenses and Permits)

Construction License & Construction Permi
Construction Permit (L s and Permits dd

Group Preferences:
DEA Registration (Licenses and Permits) |2 Add All

Caterer's License (Licenses and Permits)
Construction License (Licenses and Permits)
Insurance Compliance (Insurance Compliance|
Rental Insurance I

Entity Preferences

FCC License (Licenses and Permits) Remove
Health Permit (Licenses and Permits)

Liquor License- county (Licenses and Perm
Liquer License- local (Licenses and Permit:
Liquor License- state (Licenses and Permit
Massage License (Licenses and Permits) ~

Entity Portfolio Default Display

O/D/M Last Name Sort Default Remave All

Preferences:

Entity Portfolio Default Display
O/D/M Last Name Sort Default “Frequency
Monthly reports are prepared and sent the weekend prior to and including the 3rd Monday of each month. Please select how far in advance you would like to be notified
If you select multiple frequencies, you will receive a separate email for each selected frequency.

Notify me one month in advance
|| Motify me two months in advance

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:

e Create custom entity layouts (define what fields should be visible for each entity)
e Choose to have all categories (sections) visible by default

e 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

e Hide system fields

o Hide categories

e Manage value lists associated with specific attributes
e Move standard and custom fields via drag and drop
e Re-order categories using drag and drop
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e Assign layouts to entities in bulk
e Establish a default layout for new entity creation
e Choose layouts on the fly when adding new entities

e 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.

User Administration: Entity Management Custom Fields
Manage Users Displaying: 1-3 | Limited to 200 rows per page

Custom Figlds Acfions = Gnd Actions =

Calendar:
Mansge Calendar Aleris DATA ASSIGNED
CUSTOM FIELD LABEL MODULE
TYPE TO GRID
Manage Fields and [0 #of Employees Text{10) Entitias ¥
~
e [0  Acquisiion Date Tet (1000} Entities
Manage Custom Fields
[]  Acts Az Agent: \alue List Entitiaz M
Mansge Layouts
[[]  Disregarded for Tax Purposes Text (10) Entities. Y
Manage Screens
» Jurisdiction Details O  JVHokings Text (10) Entities ¥
Officer/Director/Management [0 Jvinternal Tracking ID Text(10) Entiies Y
Business
[ Maxmum Dirsctars Text (10) Entities ]
Officer/Director/Management
Personal []  Minimum Directors Text (10) Entities N
[] Se=Footnote Tend (1000) Entifies M

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:
e Add Custom Field
e  Edit Custom Field
e Delete Custom Field

e 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.

Add Custom Field

Select Layout
Select a grid to make the custom field available when customizing the grid view. Grid selection is not a

Pleass sslect the layout and category for this field.
“Module

Entities T
Sereen e —— - Layout Mame Category Name
Layout  Select L avout Select ¥ | Select A\
Grid v
*Custom Field Label
ADD MORE
Hint RESET CAMNCEL
Searchable: 8 Yes Na

Alternatively, you can add any number of custom fields and then assign the field to a selected layout in a separate
action.

Change the Entlty 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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User Administration: Edit Custom Field
Manage Users
“Module: Enifies v
Calendar:
Manage Calendar Alerts “Screen Entity Details -
. Layout:
Manage Fields and O Ly Select Layout
Screens: Grid: | v |Hint
Manage Custom Fields
Manage Layouts *Custom Field Label: | Custom Field 1 o] |
Manage Screens
» Jurisdiction Details Hint: | |
Officer/Director/Management
Business
Officer/Director/Management Viewable '@' Yes 'C_:' Mo
Personal
Searchable: @) Yes ()Mo
Manage System Value
Lists: Entity Selection Criteria: ) Yes (@ No Hint
Entity Status
Event Type / Event Name Rule Attribute: g Yes 7y No Hint
e L/
Issuing Office
Legal Structure Ad Hoc Reporting:
Ownership Structure Report Criteria .C). Yes (é‘. No
Registered Agent _ -
Report Attribute .C.). Yes ( ) No
Stock Class - -
Stock Riahts.
Entity Preferences
Calendar: 9 Aitributes (Dynamic) () Entity Name (Manual)
Manage Calendar Alerts - -
“Rule Name Rule Description:
Manage Fields and
Screens:
Manage Custom Fields =
Manage Layouts _ - .
Should this rule be used to show entties or hide entities from auser? (g Show Entities () Hide Entiies
Manage Screens - -

» Jurisdiction Details

Officer/DirectorManagement

Busi Entities that meet the crtena of this rule will be dynamically assigned to selected user(s)
USINESS

Officer/Director/Management .
Bereonal Attribute Operator Value(s)

Manage System Value EEEES
CSC Indicator

Lists:
Entity Status

ADD ATTRIBUTE

Event Type / Event Name

Domestic Jurisdiction

Issuing Office Entity Status
Legal Structure Entty TYPE
International - RESET  CANCEL
Ownership Structure Legal Structure
Registerad Agent
Sionk (.

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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e Assign Entities to Layout
e (Create Layout

e Delete Layout

e Maintain Layout

e 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 Entlty 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.

Entity Favorites: | No Favorite Select... ¥ | | Ay

Assign Entities

eniibes 1o assign lo Demo Layout

DOMESTIC
JURISDICTION

ENTITY TYPE  INTERNATIONAL ENTITY STATUS  ASSIGNED LAYOUT

Displaying: 1-11 | Limitad to 200 rows per page

AsSIGN ==

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.

Attributes: Create Layout
Search
# of Employees “Layout Name:
Text (10}

Acquisition Date
Text (1000)

Layout Description:

Acts As Agent:
WValue List (40)

Disregarded for Tax Pur...
Plesse drag and

Text (10) tiributes fo customize the layout below.
IV Holdings ¥ Entity Summary Category Security
Text (10) Entity Name CSC Entity 1D
Text (120) Text {15) m
JV Internal Tracking ID
Text (10} Domestic Jurisdiction Billing IMatter #
Text (120} Tesxt (40) 1}
Maximum Directors
Text (10) Formation Date SIC/INAICS
Date (10} Text (20) L
Minimum Directors 5 -
Text (10) Entity Type Annual Meeting Date
Text (15) Text (255) tr
See Footnote N - -
Text (1000) Fiscal Year End Location of Minute Book
Text (10) Text (255) tr
FEIN
Text (25) 1}
Legal Structure
Text (258) L
Business Purpose
Text (4000) 1}
Publicly Traded
Boolean (10} Ui

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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Category Seowity Remowve Category

¥ *Category: | Director Reguirements

Maximum Directors
Text (10)

Category Seourity  Bemove Category

v Main Address

Main Office Address

Text (1000) 1L
Mailing Address

Text (1000) iy

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

Cateqory Security | Remove Categoﬂ

¥ *Categary: | Director Requirements ‘

Minimum Directors

Maximum Directors
Text (10} L

Text (10) luf

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.

| Catgog Eecuit! Remaove Category

¥ *Cztegary: | Director Requiremants ‘

Minimum Directors

Maximum Directors
Text (10} L

Text (10) it
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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.

Attributes

rity - Entity S

Category Se

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 8- jcon 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, addlng a category, removing a category and adding/updating

category secu rity 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.

Manage Layout

Layout Actiens * Grid Actions *
LAYOUT NAME § LAYOUT DESCRIPTION i PREVIEW i ENTITIES i DEFAULT
View List v
View List
View List

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:
e Jurisdictions

e  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.

Calendar Entity Management Manage Screens
Manage Calenda A
R Category: Additional Details
Manage Fields and
Screens:
Entity Type
Ten (15
Duration
ate (10

Statute
Addtional Details Tesd (256

Jurisdiction Custom
Fields
OffcerDirectoriManagement
Business
OfficerDirectoriManagemen]
Personal Resolution On
Date (10

Business Started On

Manage System Value E’_‘“".'“’E“d

Lists e

Sales Tax Status
SYSVALUELIST (15

Expiration Date
Dias

Sales Tax ID
oy

Expiration Date

Business License ID
Date (10

Tiext (400
Withholding 1D Expiration Date
Text (40 Diate (10

Unemployment IO Expiration Date
Tex (40 Diate (10

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.

Administration & Preferences

Lopged in ax: Jefirey Park

Calendar:

e e p——
-

=
S =
AQMINISL Ativity Dissoived csc
p—
e = e -
I = — =
R o — =
= =
e —

tnacrive Terminarad esc

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.

Entity Status

Displaying: 1-16 | Limited to 200 rows per page

Entity Status Actions = Grid Actions =

Maintain Entity Status

Delete Entity Status Entity Status Description C8C / Custom
Active Active 50
[ active Active - Good Custom 0O
Active Current fuciey
Active Withdrawals Pending sC
Inactive Administratively Dissobved sC
Inactive Cancelled 50
Inactive Consolidated facie
Inactive Converted 050
Inactive Dizzobved csC
Inactive Dormant (a- o
Inartis Uiztrrical o
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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.

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.

Grid Actions ¥

Grid Actions
Download to Excel
Email Filing(s)

Wiew Audit History

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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Audit

Results Filtered By:

Form Form Dascription Raporting Owner CIK Issuar Status Date Status
[} Filing for Training Charles & Deal 0091551537 | Company Records Inc 10/10/2016 08:00 FM Suspended (Test)

Mo 4 Ppage| 1 of1 1-10f1items

History
Startdate: 9172016 B Enddate:| 101172016 [
DatelTime Action ©® cscD/ick @ User @
10/11/2016 01:40 PM Eiling Modified FI-00017708 David Jefferis
10M172016 D1:40 PM Eiling Modified FLODOA7798 David Jefleris
10/11/2016 01:40 PM Eiling Submitted FI-00017798 David Jefferis
10102016 02:41 PM Eiling Modified FI-00017798 Davia Jefferis
090172016 08:15 AM Filing Modified FLOD017798 David Jefferis
09/01/2016 08:16 AM Eiling Created FI-00017738 David Jefferis

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.

My Dashboard Entities Matters & SOP Orders & Results Documents Calendar Reports
Entity Portfolio

Entity Favorites: Corporate Tracker Save Edit Delete Default

Officers/Directors/Management
Displaying: 1-200 Organization Chart
Entity Actions[ 7.0 05T
Compliance Mail History
Domestic Additional

2 Agent Addresses - .
Entity Name g Jurisdiction Jurisdictions Entity Type Formation Date
ABC Company E CA CORP 0541442014
Section 16
ABC LLC E AL AZFL... LLC 11/01/2009

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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Filings  Reporting Owners  Foomote Library ~ Reporting  Audit

Raawewria |

Grid Actions.

Action View Form @ CSCFilinglD (@  Form Description a @ Reporting Owner & T CIK @ ISSUET a @ StausDate (@ Status« @ Additional Reporting Owners @
Accepled

File Amendment Copy j 4 F-001558 Charles A Deal 9991551537 | Company Records Inc. 2016-04-11 Liva

Accepted

File Amendment | Copy || 4 F-001559 Cnaries A Deal 9991551537 | Company Records Inc. 2016-04-11 s

Status: Draft, Suspended (Test), Suspended (Live):
e Edit — Opens the filing in Edit mode to allow for revisions before submission to EDGAR

o 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).

e 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 0 . 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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* Reporting Owner: Select v
* Issuer: Select ¥
* Form Type: Select v

Form Description: |

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.

+ Submission Status

Submission Date: Tuesday Oct 11,2016 @ 1:4039 PMEDT Submission Type: Test Submission Status: Suspends Accession Number: 0001664272-16-000293

Submission Errors:

« Invalid number of comrectly specified repotingOwner objects. Provided: D; Minimum Allowed: 1: Maximum Allowed: 10
« Issuer CIK value is inconsistent with the database Does not exist 9991489479

« Required reportingOwner piOwnerCee (1 of 1) tag is missing

« Valug for reportingCwnerrptOwnerCee (index = 1) is missing or invalid XXXOXKKX

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).

* Header - Form 4 - Filing for Training [ CSC Filing ID: FI-00017798

Check this box if no langer subject Section 16. Form 4 or Form 5 obligations may confinue

Reporting Owner: Charies A. Deal Issuer Name: Company Recoras Inc. * Relationship to Issuer: * Director
Address Type: ® U.S. " International Ticker/Trading Symbol: CRI 10% Cwner
Street 1: 2711 Centerville Rd * Date of Earliest Transaction: [10/0R016 ] Officer
Street2; Other

City: Wilmington

State: DELAWARE v

Zip/Postal Code: 19808

12.2.5.2 Table | — 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 | on a single form. If more holdings/transactions need to
be filed another form must be submitted.
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w Table I - Non-Derivative Securities Acquired, Disposed of, or Beneficially Owned

Add Holding || Add Transaction

Drag a column header and drop it here to group by that column

3. Transaction Code 4. Securities Acquired (A) or Di

Action Status v 1. Title of Security v 2. TransactionDate ~ 2A v Code v ~ | Amount ( Price 5. Amount of Securities v 6. Ownership Form: Direct (D) or Indirect (1)

Edit | Delete Compleled | Class B Common Stock 29,952 0000 D (Direct)

Add Holding

w Table I - Non-Derivative Securities Acquired, Disposed of, or Beneficially Owned

Any holdings previously entered on the portfolio holdings page must be modified at the portfoiio level if changes are needed prior to filing with EDGAR.

1- Title of Security: Footnotes (13

5. Amount of Securities Beneficially 29952 0000 Footnotes
Owned:

6. Ownership Form: Footnotes

EOE || cancel

12.2.5.3 Table Il — 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 | — Non-Derivative Securities Acquired,

Disposed of, or Beneficially Owned section above.

* Table II - Derivative Securities Acquired, Disposed of, or Beneficially Owned

Add Holding | | Add Transaction

Drag a column header and drop it here 1o group by that calumn
4. Transaction

Action Status - 1. Title of Derivative Security ~ | 2. Conversion or Exercise Price of Derivative Secu v 3. Transaction Date ~  3A Deemed Execution Date Code

=l Completed | Class B Common Stock $200.0000 101112018 101112016 A

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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* Reporting Owners

Add Reporting Owners

Action Reporting Owner CIK Address Director 10% Owner Officer Tite Cther Description

2711 Centerville R
Charles A Deal 98991551537 ! Yes
Wilmington, DE 19808

T [l
Edit | Delete | Benjamin A Franklin 2013 Revocable Trust 9991255627 e Yos
Wilmington, DE 19808

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.

Add Holding

¥ Table I - Non-Derivative Securities Acquired, Disposed of, or Beneficially Owned

Any haldings previously entered on the portfolio hoidings page must be modified at the portfolia level! If changes are needed prior to filing with EDGAR.

1 Title of Security: Footnates (1}
5. Amount of Securities Beneficially 209952.0000 Footnotes
6. Ownership Form: Footnotes

(s sove ns 103 wewtoang [ED

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:
e New —allows you to create a brand new footnote and apply it to the field.
e  From Library — all footnotes from your footnote library will be available for selection.

o From Filing — any footnotes that have already been added to the filing will be available for selection.

Add Footnate - Security Title

Select Typs of Footnots: ® Mew ' From Library ) From Filing

Footnote:

Ada Footnote 1o Library?

IR rien o Won Dervative secury Hoing

Action #a Fooinote
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Footnotes are also indicated within the cells of data where they have been added.

w Table I - Non-Derivative Securities Acquired, Disposed of, or Beneficially Owned

Add Holding | Add Transaction

Drag a column header and drop it here to group by that column

Action Status = 1. Title of Seturity = 2. Transaction Date

Edit || Delete Completed Class B Commeon Stock 7

12.2.5.6 Explanation of Responses

Footnotes that have been entered for tables | and Il 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.

¥ Explanation of Responses

Action 2a Foonote

[Edit | Delete 1 Testioomote for demo.
l)(a) Fme| 1 1-10f1items

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.

Remarks to be submitted with the filing |

B cancel

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.

Support: 800-927-9801 x66825

CSCEntityManagement@cscglobal.com


mailto:CSCEntityManagement@cscglobal.com

Page 307 of 316

Add Signature

Action Signature of Reporting Person a Date v

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.

* Supporting Documents

Add Attachment
Action View File Name & Document Type
(Edit [Delots| [ | Tesi Doc for M8 bt COVER

Page of ~1oft items

Upload Document

Select Document: Choose File | Mo file chosen

Select
CORRESP
COVER
EX-24
EX-599
GRAPHIC

Document Type:

Upload || Cancel

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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+ Additional Email Recipients for Filing Status

Notcatons wil automatically be sentto ail Reporting Owners listed on e fling. Specify additanal email addresses below
Add E-Mail

- E-Mall Agdress

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.

* Reporting Owner:  Charles A Deal - 9991551537

*|ssyer:  Company Records Inc

* Form Type: Select v

Form Description:

11.3.1.2 Edit

This action launches the Reporting Owner Details page for the selected Reporting Owner. From this page you can:
e View and modify basic reporting owner basic information

o Refresh the Reporting Owners data with any changes that are made to their profile on file with EDGAR

o View and modify all existing Issuer relationships for the Reporting Owner

o Add new Issuer Relationships using the Add Issuer Relationship action (see Add Issuer Relationship xxx)
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Reporting Owner Details

* Indicates a required field,

Reporting Owner information can be updated to refiect what is on file with EDGAR by selecting the ‘Refresh’ bution located below. Use the 'Add Issuer Relationship’ button when the reporting owner maintains ownership for more than one issuer

Reporting Owner: Charies A Deal CIK: 9991551537 | Refresh

Address: 2711 Centerville Rd, Wilmington, DE 19803 -
*CCC: | VCXZC534

E | cancel
Issuer Relationship

e

Action Issuer Ticke/Trading Symbol CK Director (@ 10%Owner (@ Oficer @ Title Other @ Description Status (@

Eait Company Records Inc CRI 2291489979 Yes Active

Close

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:

e Manually add holdings using the Add Non-Derivative Holding and Add Derivative Holding action buttons.
o Modify holdings using the Edit action.

e Remove holdings using the Delete action.

Reporting Owner Portfolio Holdings
Charles A. Deal for Company Records Inc.
Hold!
Portfolio holdings that

ctions that have been submitted through the Sect
d are presumed to have been reported

16 appiication and approved by EDGA
GAR. Any hoidings or transactio:

I be reflected In the hol

ave not been approv s of Not Reported

W Dervatve ol |
Drag a column header and drop it here to group by that column
Action Status Title of Security Most Recent Transaction Date Amount of Securities Beneficially Owned Ownership Form
Edit | Delete Reported Class 8 Common Stock 811712016 29.952.0000 D (Direct)
Edit | Delete NotReported  Class A Common 500.0000 D (Direct)
»
Page| 1 |of1  » ¥ 1-20f2 ltems

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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Add Transaction

v Table I - Non-Derivative Securities Acquired, Disposed of, or Beneficially Owned

1. Title of Security: Select v| Footnotes
Select
2, Transaction Date: Add New
Class A Common (500.0000)
2A. Deemed Execution Date: Class B Common Stock (29952.0000)

Add Transaction

w Table I - Non-Derivative Securities Acquired, Disposed of, or Beneficially Owned

1. Title of Security: Class A Commeon (500.0000) v Footnotes
2. Transaction Date: 10/13/2016  |[10/13/2016 ] Fooinotes
2A. Deemed Execution Date: [10/13/2016 ] Footnotes

3. Transaction Code:

Is this a Form 5 transaction being Yes
reported early ?

Transaction Code: P T | Footnotes

Does this transaction involve an Yes
equity swap?

4. Securities
® Acquired Disposed
Amount (in shares):
300 Footnotes
Price: Footnotes
5. Amount of Securities Beneficially Footnotes
Owned Following Reported
Transaction(s):
Current (in shares): 500.0000
F ing Reported Tr: ion{s): £00.0000
6. Ownership Form: Footnotes

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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New Reporting Owner

Enter the CIK for the Reporting Owner and click Search EDGAR to validate the ClK and return the most recent information on file with EDGAR.

Ifthe Reporting Owner has not previously filed with the SEC you can manually enter in the Reporting Owner information below after searching the EDGAR database.

* Reporting Owner CIK: E Cancel

‘

eporting Owner Details

C CIK: 0001664272

én

* Reporting Owner Name: C:
*CCC: | 12345678

Address:  ® U.S. ' International
Street1: | 2711 Centerville Road
Street 2:

City: | Wilmington

State: DELAWARE v

Zip/Postal Code: 18702

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.

Add Issuer Relationship

Reporting Owner: CSC Reporting Owner CIK: 0001664272

Enter the CIK for the Issuer and click Search EDGAR fo validate the CIK and retum the mostrecentinformation on file with EDGAR.

[Fthe Issuer has not previously filed with the SEC, you can manually enter in the Issuer informafion below after searching the EDGAR database.

*Issuer CIK: E
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Relationship

* Issuer Name: | Demo Crg
Issuer CIK: 0000123456

* Ticker or Trading Symbol: DMO

Director: Ld 10% Owner:
* Please select one or more of the following:
Officer: Other:

Relationship Status: ¥ Active

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.

Filings  Reporting Owners  Foolnote Library  Reporting  Audit

Reporting Owner Details

* Indicates a requined field

Reporting Owner information can be updated to reflect what is on file with EDGAR by selecting the 'Refresh’ button loc ated below. Use the 'Add lssuer Relationship' button when the reporting owner maintains ownership for more than one issuer.

Reporting Owner: Charlens Bravinsky CIK: 9991563362 | Refresh

Address: 2711 Centervile Rd. Wil DE 13808
ress: entenville Rd. Wimington, e[

D Cancel
Issuer Relationship

[ Rotissue Reonsio |

Action Issusr Ticker/Trading Symbol CIK Director (® 10% Owner (@ Officer (@ Title Other (@ Description Statuis (@

Edit Company Records Inc CR 9991489979 Yes Yes Yes Chief Technology Officer Active
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Edit Issuer Relationship

*Indicates & required feld
Issuerinformaton can be updated to rafiact what s on fle with EDGAR by sslecting the Refrash bution locatad below

Reporting Owner: CSC Reporting Owner CIK: 0001664272

*Issuer Name: | Demo Crg Issuer CIK: 0000123456 | Refresh

*Ticker or Trading Symbol:  DMO

Relationship

* Please select one or more of the following:

Director: & 10% Cwner

Officer: Other:

Relationship Status: ) 1.y

» Default Signatures for Filing
» Default Email Rediplents for Filing

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/lssuer record. The signatures can be modified or removed at any point by using the Edit and Delete action

buttons on the grid.

v Default Signatures for Filing

Signatures listed below will be displayed on any fiings for the sellcted reportng owner
Add Signature

Action Signature of Regorting Person

Edt Delete  Justin Wittas POA

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.

 Default Email Recipients for Filing

ns from EDGAR when fings are submited,

Email recipients listed below will be displayed on any flings for g owner a
Add E-Mail

Acton E-Mail Address

Edit| Delete Justinwiti@eseglobal com

1 Page of 1 L 1-10f1 items

£ [ concat
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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:
e General — Footnotes that are available for all filings.

e 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.

e 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.

Filings ~ Reporing Owners  Footnote Library  Reporting  Audit

Grid Actions 4
Action CSC Foolnote ID @ Description ® Fooinote & ®  Type S} Name @ Last Modified Date (@
_Edit | Delete F-002602 By LLC controlled by beneficial owner Reporting Owner ~ Charlene Bravinsky | Company Rec 041172016
Edit  Delete F-002603 By Trust under which beneficial owner serves as trustee  Reporting Owner  Charlene Bravinsky | Company Rec 04/11/2016
_Edit || Delete FO-00012664 Each restricted stock unit award represents the right t General 07/132018
Edit | Delete F-002607 Restricted Stock Unit value statement Each restricted stock unit is the economic equivalent .. Issuer Company Records Inc. 012016
Edit | Delete F-002605 example of an issuer specific footnote General 04/ 12016

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.

Add Footnote

Add a footnote to the library by selecting the type of footnote to be added and entering the text below. Footnotes included in the library will be available for selection during a filing

* General
Issuer

Reporting Owner | Issuer

Description:

* Foomote:
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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:

e 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.

e 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.

e  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.

Reporting
Report Criteria

Provides the total number of forms 3, 4 and 5 filed through the Section 16 application for ane or more reporting owners over a specified date range

Report Type: | Total Number of Filings Report v

Date Filed: | Between v B and

Reporting Owner(s): Select options

Issuer(s): Select options

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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History
Start date: | Enddxe: 018 B
DaerTime v Action ® cscoicK Usar ®
121212016 02:20 Pl Ecolnote Crealed FO-00017808 Cnanes A Deal
WO+ Page 1 »ow 1-1011 fiems
Audit - Footnote Created - 12/12/2016 02:20 PM
CSC Footnote ID: FO-00017808
Aftribute Before After
Footnote Footnote Mame Training Footnote :
Close
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